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Logging in 

You will need to know your individual user name, password and company 
code to log in to SmartTrade Mobile successfully.  
These should be provided by your office administrator. 

Once logged in, you will stay logged in unless you specifically log out 

The user name, password 
and company code can be 

found on your Employee 
record and in the Mobile 

preferences: 

The GoTo panel 

Is a quick way to navigate between pages, 
simply tap on any item to go to that page. 

The GoTo panel also provides helpful 
information. 

The Home Page 

From here you can view any 
update messages SmartTrade 

sends and can access the 
GoTo panel.  

The GoTo panel makes 
navigating between pages 

easier.  

Open it by tapping on the 
GoTo button or by swiping 
across the screen from the 

left to right.  

 

There is one new job. If there 
is no new jobs, the total 
number of jobs will be shown. 

The Timer is running 

Tap to Sync 

The GoTo button is in 
the bottom left corner 
of every page.  

After you log in leave your browser open 

and SmartTrade Mobile running. This 

means you will be able to work offline if 

you don’t have an internet connection.  
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The Jobs List 

This lists the jobs that have been dispatched to you.  

Here you can see the main details of the job such as the client, site address, 
telephone numbers, order number, time entered and appointment date and 
time.  

By using the Add or Action buttons on the job you can easily access the different 
areas of the job. 

The blue control buttons at the bottom of the screen  allow you  to sort or filter 
the  jobs to suit you 

 

Tap to phone. 

Tap to open 
Google maps. 

The Add Button 

Add a client or job 

The Filter Button 

Use to  show only the 
jobs you want  to see. 

The Actions Button 

Return multiple jobs or  
show costs on the job sheet 
and costing tab. 

 

The Sort Button 

Select the criteria for 
how the jobs are sorted. 

Reminder Icons 

In the jobs list, icons show the status of tasks for each job. 
If icon the is grey, the task is outstanding, if green the task 
is done. 

Add timesheet 

Add note 

Change workflow status 

Add materials 

Add signature 

Complete an optional form 

Complete a required 

form 

Red border 
indicates high 
priority job. 
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The Job Card  

When you tap to open a job from the jobs list 
the following details are displayed:  

Tab Scroll Bar 

Scroll across to see all tabs, tap 
on the tab to go to that page. 

The Timer is running 

Click to select new job status 
from list. 

Tap to phone 

Tap to open 
Google Maps 

Tap to view 
client details. 

The Client/Site  

From here you view/edit all the 
client’s details and notes. 
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How to add an item to the job sheet 

NOTE —  You can access the Add 

menu from anywhere in the job by 

simply tapping the plus button. 

When you open the Add menu from 

the Job Sheet the items relating to 

that page will be highlighted in 

orange, if you open the Add Menu 

from another page +Item and 

+Heading will be in the alphabetical 

listing and items relating to that 

page will be in orange. 

To add an item to the job sheet  

from inside the job, tap on the blue 

plus button this will bring up the Add 

menu and now select  +Item.  

The Find MyData Item page will 

open. 

Finding Items 
From the Find MyData Item page you can search for the MyData item you wish to add to the 
job sheet. You can search by Category or Supplier by tapping the drop down menu and 
selecting the criteria. In the Search field you search by any keyword or number in the code or 
description.  
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Adding Items to the Job Sheet 
When you have found the item, tap on it and an “Add Line Item” box will pop up and you will have two choices.  

1) Quick Add will add the item to the job sheet with a quantity of one.  

2) Add will open the item and you will be able to edit the description, quantity and prices.  

If the item you want to add to the job sheet is not in MyData 
you can add the item as a custom item. 

Tap on the blue Custom button and blank Add Line Item page 
will open and you enter the details of the item. 
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Timesheets  
From the GoTo menu select Timesheets, this will take you the Timesheet List, tap the blue Plus button to add time. 

When you tap the Plus button an “Add” 
dialog box will pop up and you will have two 
choices 

1) Add time to add non job related 
time e.g. lunch. 

2) Add time to job to add job related 
time. 

Select the job you wish to add time to. 
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Timesheets—  using the Timer to enter the time 

Select the Activity for the entry. Add note if required, you may have to scroll 
down to see the Notes field. 

Tap the Start button to start the timer. Tap the Stop the timer and record the time. 
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Timesheets— using Start/Finish times to enter the time 

Select the Activity for the entry. 

Note: the date will default to today. 

Add note if required, you may have to scroll 
down to see the Notes field. 

Tap on the Start and End times to change 
them. 

Tap the Tick button to save and record the time. 
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Select the Activity for the entry. 

Note: the date will default to today. 

To change the method of entering the time, 
go to the GoTo menu and select Settings and  
in Settings select Timesheets and then you 
will be able to change the Entry Type. 

Tap on Duration to enter the duration. 

Timesheets— using Duration to enter the time 

Tap the Tick button to save and record the time. 

This Help explains 
each entry type 
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Adding Forms to a job 
To add a Form to a new job created on the mobile device or an existing job, scroll to Forms in the top menu bar, tap on the 
blue plus button and select +Form. 

If you are working Off-line you will only see Forms which are on the device i.e. being used on 
other jobs. When you are working On-Line you will see all the Forms in the system and will be 
able to download the Form you require. 

When the Form has finished 

downloading you will be able 

to fill it as usual 
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Creating a Custom Field on a 
job for the web link. 

From within a job click on the 
Custom1 tab, this will take you the 
Custom Fields window. Now click 
the Customise2 button this will 
open the “Select Customisable 
Field” window. Click the Add3 
button to open the “Add New 
Customisable Field” window. Type 
in the name you wish to use in the 
Description field and select “URL” 
from the Type field. Click Save4. 

To add the field to the job 
highlight the field name and click 
Select5. Once you have added the 
field to a job it will available for 
use on all jobs. For the field to be 
displayed on the Mobile it has to 
be one of the first ten fields on the 
job. 
Note: These instructions show 
adding a link to a job, but links can 
be also added clients and sites. 

Linking Files to Jobs and Assets 
Files can linked to jobs and assets if they have web address, such as a link from Dropbox, Google Drive, Microsoft OneDrive or a 
manufacturer's website.  A link is added in the office and Mobile user will be able to open the link in SmartTrade Mobile and 
view the files. 

This functionality will allow you to access files relating to the job remotely from SmartTrade Mobile. 

On the Asset there is a special 
field which allows the web 
URL link to be added to the 
asset. You type in the web 
address or copy and paste the 
link into this field. 
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Photos 

You can add photos to a job by using the camera or from a photo library on your mobile device. 

To add a photo to the job tap on the blue plus button this will 
bring up the Add menu and now select  +Picture .  
Note: You can do this from any page in the job 

Select how you wish to add the photo 
to the job, either by taking a photo or 
adding it from another source. 

Once you have taken or selected the 
photo, the photo will be uploaded to the 
job.  
When the photo has uploaded you can 
add notes to it.  
 

The photo will also available on the job in SmartTrade in the office 
and for any other user who has the job on their device. 
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Photos 

When viewing the photo use a 
spread gesture to zoom in or a 

pinch gesture to reduce the 
photo 

Tap the Map Pin to open 
Google Maps to show the 
location where the photo 
was taken. 

Tap the Actions button or 
you can just tap to open 
the Actions menu. Or tap 
on the photo to open the 
photo. 

Add a note to the photo. 
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Creating an Invoice 
After adding items and time to the Job Sheet you can create an invoice for your client on site. 

On the Job Sheet tab, tap 
on the blue Actions 
button and select Create 
Invoice. 

After selecting “Create Invoice” you will 
get a message allowing you to create an 
invoice with all items on the Job Sheet.  

The Ticks indicates 
which items have 

been selected 

NOTE — If you want to create an invoice by selecting individual items use the method detailed below. 

After tapping on Create, the Create 
Invoice window appears and allows you  
to change the quantities to be invoiced.  
Tap on Proceed to create the invoice. 

On the Job Sheet tab, tap on the items 
grid to bring up the Actions menu from 
here you can select  individual items or 
all the items to be invoiced. 

The Job Sheet with the selected items is 
now ready to be invoiced. 

On the Job Sheet tab, tap on the items 
grid to bring up the Actions menu. From 
here select Create Invoice. 
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You can save the invoice as 
a Draft or Confirmed this 
will allow you to preview the 
invoice.  

If the invoice has been saved as a Draft 
you can Confirm it from the Action 
button. 

SmartTrade will generate the 
invoice number when you confirm 
the invoice. You can change or add 
a prefix or suffix to the generated 
invoice number. 

Status— the statuses are set up in 
SmartTrade Office, you can select the 
appropriate status from the drop 
down list. 

The Header and Footer fields 
allow text to be added to the 
invoice The header appears 
below the address. The footer 
appears at the bottom of the 
invoice. 

Type— this will default to ether Draft 
or Confirmed depending on the 
Preference settings in SmartTrade 
Office. 

When you have 
confirmed the invoice 

you can get client to sign it 
off, email it or preview it. 

Creating an Invoice continued 

The client can sign off and add a note to 
the invoice. 

The invoice can be emailed to the client,  
it will emailed from SmartTrade Office 
using any default settings. 

The client can be shown a preview of 
the invoice. 
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Returning Jobs 
When you have finished with the job it must be returned to the office. The job can be returned from several places: 

1) The Job List Action button will let you return all jobs. 

2) The Action button on the job will return that job only. 

3) The blue Action button in the job will return that job only. 

  

NOTE — Depending 
on the preferences 
set in the office you 
may get warnings 
or be restricted 
from returning the 
job until certain 
actions have been 
made. 

1 

3 

2 
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Adding Clients and Sites 

Adding a Site  

You can add a client from the Job List page or when you are creating a job. Fill in the client’s details, you can 
add the client as a company or a 

person and tap the blue Tick button 
to save the entry. 

You can add a site to the client from within the Job  or when you are 
editing the client. 

Fill in the  site’s details, and tap the 
blue Tick button to save the entry. 
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Adding a job 
You add both charge-up and quote type jobs on SmartTrade Mobile. 

From the job list, tap on the Plus button and 
select Job. 

When the job card opens select the type of 
job you are adding. 

Fill in the job details. 

On the Client/Site tab you can add a new 
client and site or search for an existing client 
(only if preferences have been set up.) If the 
client is already on your device select it from 
the drop down menu. 

Once you have found or selected the client, 
you can view the client details and notes. 
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Creating a quote 
After saving the job will be able to add items to the Costing tab to create your quote. 

When you have finished adding items to 
the Costing, tap on an item to open the 
Action menu and you can select the 
item or all the items.  

Adding items to the Costing tab is the 
same as adding items to the Job Sheet, 
see pages six and seven for details. 

After you have selected the items for 
your quote tap again select Create 
quote. 

The Ticks indicates 
the items have 
been selected 

SmartTrade will generate the 
quote number. You can change or 
add a prefix or suffix to the 
generated quote number. 

Add a description, this description is 
only an internal note and will not be 
printed on the actual quote. 

The quote date will default to 
todays date but can be changed. 
You can also add Follow-up and 
Expiry Dates. 

The header and footer fields 
allow text to be added to the 
quote. The header appears 
below the address. The footer 
appears at the bottom of the 
quote. 
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Previewing, emailing and accepting a quote 
After the quote has been created and saved, the quote can be previewed or accepted. 

The Header 
 
 
Tap here 
to see the 
line items. 
 
 
The Footer 

Select  from the drop 
down menu how the 
quote was accepted. 
 
 
Select or type in the 
name of the person 
accepting the quote. 
 
 
Capture the client’s 
signature. 

Tap the Actions button to access the 
Accept/Email/Preview  menu and select 
the option you want. 

Previewing the quote. 

Accepting the quote. Emailing the quote. 

The quote will be emailed from SmartTrade 
Office next time you sync. 

 


