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Infroduction

These Terms and Conditions outlined below should be read and fully understood before using the i-Dispatch website
hosted software, Smart Phone Applications and Mobile Computing Applications. i-Dispatch is a mobile workforce
management tool designed for businesses, corporate and government organisations. The i-Dispatch website is owned
by IntelliTrac Pty. Ltd a company incorporated in the state of Victoria Australia, having its principal office at 11 Scholar
Drive Bundoora Victoria 3083 Australia. ABN 31-238 398-354.

About idispatch

Business name, I-dispatch a division of IntelliTrac Pty. Ltd. ATF The Calapai Family Trust
ABN, 31238398354

Location Address, 11 Scholar Drive Bundoora 3083 Victoria Australia

Landline Telephone number, +61 39467 6188

Facsimile Number and +61 3 94667188

Definitions

"Confidential Information" includes all information exchanged between the IntelliTrac and You, whether in writing,
electronically or orally, including the Software, but does not include information which is, or becomes, publicly available
other than through unauthorised disclosure by the other party.

"Data" means any data inputted by you or any users of your smartphone or mobile computing device or any other
computer into the Software.

"Intellectual Property Right" means any patent, frade mark, copyright, moral right, right in a design, know-how and any
other intellectual or industrial property rights, anywhere in the world whether or not registered.

"Software" means the i-Dispatch soffware available (as may be changed or updated from fime to time by IntelliTrac) via
the Website or any mobile application download.

"Website" means the Internet site at the domain www.I-Dispatch.com.au or any other site operated by IntelliTrac.
"IntelliTrac” Means IntelliTrac Pty. Ltd ATF The Calapai Family Trust Trading as IntelliTrac a company incorporated in the
state of Victoria Australia, having its principal office at 11 Scholar Drive Bundoora Victoria 3083 Australia. ABN 31-238 398-

354

1. Overview

I-Dispatch is a mobile workforce job dispatch application from IntelliTrac. You understand and agree that the Software
licence is provided on a monthly or other periodical prepaid subscription on a per user basis.

Users are categorised as Office Users and Mobile Users. An individual licence is required only for each Mobile User.

The Software and Website is provided on an “asis” and “as available” basis. IntelliTrac disclaims all responsibility and
liability for the availability, timeliness, security or reliability of the Software.

IntelliTrac also reserves the right to modify, suspend or discontinue the Software with or without notice at any time and
without any liability to you.

It is Your responsibility fo ensure that Your data is exported to your local personal computer and backed up regularly.

2. Use of Software

You agree that you are responsible for your own communications, infernet connectivity, internet fees and mobile data
fees and for any consequences thereof.

You agree that you will use the Software in compliance with all applicable local, state, national, and international laws,
rules and regulations, including any privacy laws and laws relating to the export of data from your country of business.
You agree that you will not use the Software to upload or distribute any content that infringes upon another party's
intellectual property rights or other proprietary, contractual or fiduciary rights or obligations or is unlawful, defamatory,
abusive, fraudulent, contains viruses, or is objectionable as may be reasonably determined by IntelliTrac.

You agree that you will not authorize or encourage any third party to use the Software to upload or distribute any
content that infringes upon another party's intellectual property rights or other proprietary, contractual or fiduciary rights




or obligations or is unlawful, defamatory, abusive, fraudulent, contains viruses, or is objectionable as may be reasonably
determined by IntelliTrac.

You agree that you will not tamper with or encourage others to tamper with the Software in order to prevent others from
using the Software.

You agree that will keep safe your online username and password and will not disclose it to others.

You agree that you will use the software in accordance with user manuals available online from within the software.
You agree that you must maintain all soffware including antivirus and spyware on all computers, smartphones and
mobile computers using the Software and provide a suitable internet connection.

3. Software Availability and Support

IntelliTrac will aim to provide software availability of 99.97% uptime. However IntelliTrac will not and cannot be held liable
for data loss.

IntelliTrac will make all efforts to prevent disruptions to the sofftware during normal business hours and during any
software any upgrades, however there may be times when the Website and or the Software is inaccessible. Updates
and upgrades are scheduled to avoid peak usage times based on Australian Eastern Standard Time Zones GMT+10 or
ADST GMT+11.

IntelliTrac is committed to providing excellent customer service and we aim to answer most online support issues within 4
business hours GMT+10 AEST or GMT+11 ADST, however, IntelliTrac makes no guarantee on the period of fime before
support is provided.

4. Payment

In return for a pre-paid monthly | quarterly | 6 monthly or yearly fee per user, IntelliTrac will provide the Software on a per
user basis.

You must pre-pay your user licence fees, you must pay this fee regardless of whether you intend to use the software on
each day of the pre-paid period. A credit or refund cannot be claimed if you have not used the software during any
portion of the prepaid period.

Payment is strictly by an online payment gateway. Payment will start the day that you place this order. The first payment
will be a pro-rata charge for the remaining portion of the monthly billing cycle. Biling is generated and payment is due
on the first day of each month or other payment cycle by selection.

If you do not prepay your account when due IntelliTrac has the right to terminate your service within 7 calendar days
and without warning.

You will be charged monthly in advance.

All Software remains the property of IntelliTrac and you have rights to use the Software and access or retrieve data only
when your fees are paid in full.

5. Intellectual Property Rights

Intellectual Property Rights in the Software, the Website and any documentation relating to the Software remain the
property of IntelliTrac.

Intellectual Property Rights in the Data remain your property. You must maintain copies of all Data inputted into the
Software. IntelliTrac adheres to its best practice policies and procedures to prevent data loss but does not make any
guarantees that there will be no loss of Data. IntelliTrac expressly excludes liability for any loss of Data no matter how
caused.

6. Representations and Warranties

You acknowledge that you are authorised to use the Software and the Website and to access the information. If You
are using the Sofftware and accessing the Website on behalf of or for the benefit of an organisation then IntelliTrac will
assume that You have the right to do so and that the organisation will be liable for your actions or omissions (including
any breach of these Terms).

The provision of, access to, and use of, the Software is on an "as is, where is" basis and at your own risk.

You expressly acknowledge that due to circumstances often beyond the control of IntelliTrac, including (but not limited
to) software viruses, power failure, electrical or topological interference, equipment malfunction, tampering by
unauthorised persons and the actions and omissions by suppliers of telephone and internet services, the Software may
not operate as designed. IntelliTrac does not warrant that the use of the Software will be uninterrupted or error free due




to the above factors.

It is your sole responsibility to determine that the Software meets the needs of your organisation and its use.

IntelliTrac gives no warranty regarding the Software and the Website. Without limiting the foregoing, IntelliTrac does not
warrant that the Software will meet your requirements or that it will be suitable for your purposes.

To avoid doubt, all implied conditions or warranties are excluded in so far as is permitted by law, including (without
limitation) warranties of merchantability, fitness for purpose, title and non-infingement.

You warrant and represent that You are acquiring the right to access and use the Software and agreeing to these Terms
and Conditions of this agreement for the purposes and on behalf of a business or organisation and that, to the
maximum extent permitted by law, any statutory consumer guarantees or legislation intended to protect non-business
consumers in any jurisdiction does not apply fo the supply of the Software, the website or these Terms.

7. Privacy

Unless the relevant party has the prior written consent of the other or unless required to do so by law:

Each party will preserve the confidentiality of all Confidential Information of the other obtained in connection with these
Terms and Conditions. Neither party will, without the prior written consent of the other, disclose or make any Confidential
Information available to any person, or use the same for its own benefit, other than as stated by these Terms and
Conditions.

Each party's obligations under this clause will survive termination of these Terms and Conditions.

The provisions of the above clauses shall not apply to any information which:

Is or becomes public knowledge other than by a breach of this clause;

Is received from a third party who lawfully acquired it and who is under no obligation restricting its disclosure;
Isindependently developed without access to the Confidential Information.

8. Limitation of Liability

To the maximum extent permitted by law, IntelliTrac excludes all liability and responsibility fo You (or any other person) in
contract, tort (including negligence), or otherwise, for any loss (including loss of Data, profits and savings) or damage
resulting, directly or indirectly, from the use of, or reliance on, the Software.

If You suffer loss or damage as a result of InfelliTrac's negligence or failure to comply with these Terms and Conditions,
any claim by You against IntelliTrac arising from IntelliTrac's negligence or failure will be limited in respect of any one
incident, or series of connected incidents to the balance of your prepaid account.

If You are not satisfied with I-Dispatch, your sole and exclusive remedy is to terminate your service.

9. Termination

Your account will be automatically ferminated if you do not prepay your account within seven (7) calendar days from
when the account falls due.

If you breach these Terms and Conditions, IntelliTrac may at its discretion terminate your use of the Soffware and the
Website and may also suspend for any definite or indefinite period of time, your use of the Software and the website
and access to any stored data.

10. Entire Agreement

These Terms and Conditions represent the entire agreement between us in relation to the use of the Website and the
Software and supersedes any prior agreement, understanding or arrangement between you and IntelliTrac, whether
oral or in writing.

You may not assign or transfer any rights to any other person without IntelliTrac's prior written consent.

If any part or provision of these Terms and Conditions is invalid, unenforceable orin conflict with the law, that part or
provision of the Terms and Conditions will be replaced with a provision which, as far as possible, accomplishes the
original purpose of that part or provision. The remainder of this Agreement will be binding on both parties.

If either party waives any breach of these Terms, this will not constitute a waiver of any other breach. No waiver will be
effective unless made in writing.

A person who is not a party to these Terms has no right to benefit under or to enforce any term of these Terms

11. Governing Law and Jurisdiction
These Terms of Use will be governed by and construed in accordance with the laws of The Commonwealth of Australia
in the State of Victoria




Any claims, legal proceeding or litigation arising in connection with the software or website will be brought solely in The
State of Victoria Australia, and you consent to the jurisdiction of such courts.

These Terms and Conditions apply fo the entire content of the website at www.i-dispatch.com.au, i-Dispatch.com.au, i-
dispatch.net.au and i-Dispatch.net, and the respective smartphone and mobile computing applications.

By registering and using the website and respective smartphone and mobile computing applications you agree to and
accept the ferms and conditions of use.




Chapter 1: Getting Started

Step 1:-

Go to the website www.i-dispatch.com.au and if you are a first time user, select Register here. If you have already
registered, enter your & Password and LOGIN

I-Dispatch Login

Password: Forgot your password?

LOGIN

You don't have an account yet? Register here

Step 2:-

The Setup Wizard will step you through entering your company details, an Office Staff User, a Mobile Staff User and a
Client. Read the Terms and Conditions and when satisfied Select the tick box | have read and agree. Select COMPLETE.

i-Dispatch Customer Settings Setup Wizard

Step 5

Submit Information

To able to use the system properly |, please fill the below reguired fields

Submit Information

[ [] 1 have read and agree|Terms and Conditions.

| COMPLETE = Back

Upon successful registration with I-Dispatch you will receive a welcome emaiil.

Please file this email as it contains your username and password.



http://www.i-dispatch.com.au/

Registration for I-dispatch

o no-reply@i-dispatch.com.au  Add to contacts
To trucktech@hotmail.com

Thank you for registering with I-dispatch.

Your username is Birkdale

Your password is BG31

For technical support. Please contact us at support@i-dispatch.com.au

Regards,

The team at www.i-dispatch.com.au

Logging In To Use I-Dispatch At The Office

Go to the website www.i-dispatch.com.au and select Login on the homepage. Enter Your Username and Password
and select LOGIN

I-Dispatch Login

Password: Forgot your password?

You don't have an account yet? Register here



http://www.i-dispatch.com.au/

The Schedule screen will display. The menu options to navigate are found on the top right hand side of the screen.
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Chapter 2: Staff

Staff fall under two different categories, office staff and mobile staff.

Office staff may be set up as Job Dispatchers, Reporters or System Administrator. As Job Dispatchers they will have
access only to the job and schedule tabs and their functionalities. As a reporter, in which case they will only have
access to the reports page and its functionality or allocated to the System Administrator role, they will have access to
everything af the web interface end. There is no charge for i-Dispatch for these three categories of user.

Mobile staff may be set up as Mobile Staff or Sub-Contractors. The difference between the two user profiles is
invoicing. When the sub-contractor creates an invoice from his mobile App, his invoice is fo the business that he is
subcontracted by. This appears in the file Sub-Let af the office end. The business then creates the invoice fo the client.

Permissions for the mobile staff and sub-contractor are set by the office staff. Mobile staff and sub-contractors will then
be able to access various options on their mobile device depending on what has been selected in their profile

Mobile Per missions Check/Uncheck All
¥ Generate Invoice #Add Client
W Accept Payment ¥ Add Job
#Add Part ® Reschedulelob
#¥Add Timelog ¥ Quick Add Client
W Edit Profile ¥ Add Part Type
¥ Change Staff Status #View Part
W Start Shift ¥ ]ob Document
®End Shift #® Farms
¥ Start Trave ¥ Hold Job
WEnd Trave ¥ Reject lob
#¥Take Photo Do not use cellular data
¥Take Signature ¥ Assign job to ancther staff on mobile

UFDATE USER DEACTIVE USER

Select Staff to open the Staff Menu screen shown below.

Click Add Staff to individually add each staff member or Click Import Staff to upload your staff details via a spread
sheet. Instructions forimporting data can be found in Chapter 17.

5_ .::

Staff




Adding Staff Individually

Enter your staff details as shown below.

Username:- The username which this person will use to log into the system
Password:- The password which this person will use to log into the system
First Name & Last Name:- The person’s name

Mobile Number:- The person’s mobile number (please drop the first zero in the mobile number). Required to send
optional SMS messages, such as reminders For Example 0413 604870 should be entered 413 604870

Email:- The person’s email address. Required to send optional email messages, such as reminders

Phone:- The office or landline phone number

Hourly Rate:- This can be either the persons salary hourly rate OR the persons charge out hourly rate.
Overtime Rate:- This can be either the persons salary overtime rate OR the persons charge out overtime rate.

Staff Role:- The Staff can be a Admin (Office Staff, Job Dispatcher or Reporter) or Workers in the field using Smart Phone
Apps (Mobile Staff or Subcontractors).

Staff Skills & Qualifications

In the staff file you may enter skills or qualifications that the employee has accreditation for. A Cerificate might be a
Driver's License, a First Aid Certificate, Plumbing qualification where as a skill may be a desirable attribute to match the
worker to a job, for example the ability to speak a second language.

o

You may either select a certification from the drop down box, or type in a new item
Enter an expiry date and select ADD
o You will then see a list of the staff member’s skills and qualifications appear on the right.

o

ek palwelr Avaq 100
o A CEUELILE JUADICE AYOG CIsE
W OPIIE hELEA0UZ CHECK\ ML CPECK Y|

A | OB Y99 MEM ExbilA D& WDD >> BENOAE <<

A | OB YQQ MEM EXbILA pge: | 20%0@\s0TE

cafpiceouz

2ranz whs1|spls & [q7 LIS QSCIAL5 Q62 PS|oM 1L AON DO MOL 3515C0 , YASISPIS,

Mobile Permissions:- Tick the functions you would like the mobile user to access on their mobile device. Think carefully
about these options before selecting.




Role

Username

Paszsword

Confirm Password

Firstname

Lastname

Mobile

Email

Phone

Time zone

Hourly rate -5

10 -TaxRate % | o .'.i;i\ppliez only to subc

04271434237

b

ontractor staff

ontractor staff

Cvertime rate-5 15 -TaxRate 3| g |4bApplies only to subc
Charge outrate-5 20 -TaxRate ¥ | o

Charge out gvertime -5 25 -TexRate |0

Status Bovaitable w

Skills

A Pleaze declare dates if you D0 NOT select "Available”

v |ORANEW:

Certifications ~
v |OR ANEW:
Maobile Permissions ®Generate Invoice End Travel

¥ Accept Payment
iAdd Part

IAdd Timelog
#Edit Profile

# Change Staff Status
IStart hift

IEnd Shift

IStart Travel

UPDATE USER DEACTIVE USER

#Take Photo
#*Take Signature
#Add Client
#add Job
#Reschedule Job
#Quick Add Client
#add Part Type
#View Part

Import Staff

Staff Add Staff mport Staff Staff Messaging Staff Location

/b, Attention :

i-Dispatch.com.au subscription is AUD $0.50 per user per day payable at the end of each month. New staff entered wil

[Sta ff Type

P Attention : Please download the excel f

Office Staff w ]

e and modify it and upload it through the system

Select Modified Excel File

Choose File | no file chosen

UPLOAD SELECTED FILE

appear under the Pending Staff tab and cannot be allocated jobs until subscriptions are paid.

Download excel sample

Staff need to be imported in batches, according to their staff type. For example System Administrator, Mobile Staff,
Subcontractor, Job Dispatcher or Reporter. It is easiest to separate each staff type onto their own spread sheet.

Select the staff type and ensure that the file is in an excel format.

Choose File. This will open a browser window where you can locate the file. Click on the file to highlight and select

Open




Select Modified Excel File Choose File | No file chosen Download excel sample

[ UPLOAD SELECTED FILE ]

SUBMIT EXCEL FILE

L
[

StaffChargeOutRate u staffChargeCverRate u DO NOT IMPORT StaffFirsthame StaffHourlyRate StafflastName
Charge Out Rate Charge Over Rate Firstname Hourly Rate Lastname

20 30 eric{@eric.com.au Eric 10 Erico

25 35 charlie@charlie.com.au Charlie 150 Charlieo

25 35 ada@char.com.au Adam 50 Char

Select Upload Selected File and the mapping grid will appear.

Select the appropriate column heading to match the datain the column. For example select Staff First Name, in the
column of data containing the employee’s first name. IF there is no header to match the data, then select DO NOT

IMPORT.

Ensure that you have mapped all the columns —if you take your mouse to the bottom of the spread sheet there is a
scroll bar, which will take allow you to see any further columns on the right, if there are any.

Once dll the fields are mapped, select the Submit Excel File. Move your mouse off the submit Excel File button. If you
get a message asking if you would like fo continue select OK

A success Message in Green will appear, indicating how many records have been inserted. Change the Staff type to
the next grouping to import, and repeat the process.

Staff Availability Status

The office administrator and Job Dispatcher may manage a mobile Staff's status by selecting View/Edit in the staff
member profile.

User Name Firstname Lastname Status View/Edit Send Message
charlie Charlie Charlieo Office Staff Available View/Edit
Dorothy Dorothy Dix Mobiie Staff Available View/Edit | SEND MESSAGE | | sEnD sMs
Fifi Fiona Bardh Subcontractor{Mobile Staff) Available View/Edit SEND MESSAGE SEND SMS

Selecting the Status, the To and From Dates and UPDATE USER.

Status On Sick Leave E| 16-10-201: || 16-10-201: | 4 Please declare dates if you DO MNOT select "Available"”




Firstname Lastname Status View/Edit Send Message

charlie Charlie Charliec Office Staff Available View/Edit

i 5 ; -00 - To: 1
Dorothy | Dorothy | Dix Mobile Staff enSickteave (F'°’“‘16/186_20%1)3 8000 ¥o- 16/ 20/ 20 3 View/edit | | senomessace | | | senpsms |
cify Ficna Bardh BUIcEODEE S URs Available View/Edit ‘ SEND MESSAGE \ J SEND SMS \

Staff)

Mobile device users can also update their availability. (Please refer to the Smart Phone Section of this manual Chapter
40)

Viewing & Editing Staff Details

Click on the Staff Tab in the fop menu bar.

Staff | Add Staff Import Staff | sStaffMessasing Staff Location Pending Staff

User Name Firstname Status View/Edit Send Message Send SMS Last Location
charlie Charlie Charlieo Office Staff Available View/Edit [ ‘
Dorothy Dorothy Dix Mobile Staff Availabie View/Edit ‘ SEND MESSAGE ‘ | SEND SMS i Show
Fifi Fiona Bardh Subcontractor(Mobile Staff) Availabie View/Edit ‘ SEND MESSAGE ‘ | SEND SMS ‘ Show ‘
Jennifer Jen Holy ‘ Reporter ‘ Available View/Edit ‘

Jono ‘ Gicvanni ‘ Buring ‘ Job Dispatcher ‘ Available | View/Edit ‘ | ‘

Click View/Edit and the following screen will be displayed

Role | Mobile Staff |

R |

Password | Lezve biani to keep existing passwond |

Confirm Password | Leave blank to keep existing passwond |

Firstname Luca |

astname = |

Mobile | Busstralia {(+51) || 0427143427
Email | faring@hotrmliam |

Phone 03 63319402 |

Time zone | {UTC+10:00} Canberra, Melbourne, Sydney E”

Hourly rate - 5 —Tax Rate 3 fhﬁ\pplies only to subcontractar staff
Cvertime rate -5 E-Taxnate"s I
Charge gutrate-5 7Ta;<R_a:E
Charge cut owertime - $ EI—TEKRE:E

dis spplies only to subcontractor staff

Status || .....:_::,.” I |dj§PIEasE declare dates ifyou DO NOT select "Available”
Skills ~
oo DR;«NE\.-.-:l |
Certifications Eoat Lisenss ~
Chent Site
Diwars Lizznse
v DRHNEW:l |
Maobile Permissions #Generate Invoice CIEnd Travel
#Accapt Peyment #Tak= Photo
ladd Part #Take Signaturs
ladd Timelog #add Client
#Edit Profile #add Job
WChange Staff Status #Reschedule Job
IStart Shift #Quick Add Client
FIEnd Shift #add Part Type
EiStart Travel #View Part

[ weoarcuser |[ oeacmve user |

Details may be changed and then UPDATE USER selected, or the user may be deactivated, by selected DEACTIVATE
USER




Sending a Message to Field Staff Mobile Device

Click on Staff in the top menu bar. Click on Send Message. This message will appear under the messages icon of the
mobile user. Messages sent are usually of a generic nature, where notes sent are specific to a job and will remain within

the job file.

Staff Add Staff Import Staff Staff Messaging Staff Location Pending Staff

User Name Firstname Lastname Status View/Edit Last Location
charlie Charlie Charlieo Office staff Available View/Edit
Dorothy Dorothy Dix Mobile Staff Available View/Edit SEND MESSAGE SEND SMS Show
Fifi Fiona sardh Subcontractor{Mobile Staff) Available View/Edit SEND MESSAGE SEND SMS Show
Jennifer Jen Holy Reporter Availabie View/Edit
Jonec Gicvanni During Job Dispatcher Available View/Edit

Type your message and Send

Send Message

Message :

This message will be sent to the Gerry Gardner’s Smart Phone App. (Please refer to the Smart Phone Section of this
manual)

A transcript of messages sent can be seen by going to the Staff Messaging Tab and selecting the parameters required
and SHOW CHAT HISTORY

Staff Add Staff Impors Staff [ Staff Messasing I Staff Location Fending Staff
Office - From : Philippa Durante [
staff- To : Luca Darling =

[ SHOW CHAT HISTORY ]

Philippa Durante said :

sending this message to test the Android

Sending an SMS to Field Staff Mobile Device

To send an SMS to the mobile staff member’s phone from i-Dispatch, is an alternative to sending a message to i-
Dispatch or sending notes. From the employee list select SEND SMS to activate this. SMS credits may be purchased via
Company Details and SMS Credit.




Staff Add Staff Import Staff StaffMessaging | |

User Name Firstname
charlie Charlie Charlieo Office staff
Dorothy Dorothy Dix Mobile Staff
Fifi Ficna Bardh Subcentracter{Mobile Staff)
Jennifer Jen ‘ Holy ‘ Reporter
lono ‘ Giovanni ‘ ‘ Job Dispatcher

During

Location of Field Staff

Staff Location

Pending Staff

Status

Available

Availabie

Availabie

Availabie

Available

View/Edit
View/Edit

View/Edit
View/Edit

View/Edit
View/Edit

Send SMS

‘ SEND MESSAGE ‘ | SEND SMS ‘

‘ SEND MESSAGE ‘ ‘ SEND SMS ‘

Last Location

Show

Show

Click on Staff in the top menu bar. Click on Show under the header Last Location. It will pick up the location of the
employee when the employee last changed a job. This might be the addition of a note, the change of a status or the

addition of a signature for example.

Import Staff Staff Messaging ||

Staff | Add Staff

Staff Location

Pending Staff

Status

View/Edit

Send Message Send SMS

Last Location

User Name Firstname Lastname
charlie Charlie Charlieo Office Staff
Dorothy Dorothy Dix Mobile Staff
Fifi Fiona Bardh Subcontractor(Mobile Staff)
Jennifer Jen Holy Reporter
Jono ‘ Giovanni ‘ ‘ Job Dispatcher

During

west
o Laungeston

Available

Availabie

Available

Available

Available

Newstead
vste.

3 22\

View/Edit

View/Edit

View/Edit

View/Edit
View/Edit

‘ SEND MESSAGE ‘ SEND SMS ‘
‘ SEND MESSAGE ‘ ‘ SEND SMS ‘
Map view Sé(ellite Temsain
> e
Ravenswood 1 2
Bushland J <2
ot if {
_ H )i
s /
,r,ls{vood"'ﬁ\

——

To see the location of an employee, on a particular date or all staff, select the Staff Location tab and enter in your

required parameters.




StaFF Add St=FF Import SE=fF St=fffMessssine I St=ff Locstion l Pendins St=ff
staff: | Dorothy Dix [~ ] | | From Date: | 15-10-201: | | To DETE:l 15-10-20013
SHOWY SELECTED STAFF LOCATIHOMN | | SHOWS ALL STAFF LOCATIOMN |

Pending Staff

When entering new mobile staff they will appear under the Pending staff tab until payment has been received. Jobs
cannot be assigned to staff while they are in Pending Staff

i-Dispatch

STAFF

Pending Staff

Staff Add Staff Import Staff Staff Messaging Staff Location
Staff List
User Name Firstname Lastname Role Status View/Edit]
RO reaie

L e Rallzioceze A rliten




Chapter 3: Clients

Click on the Clients Menu The following screen will display

Client Details may be added manually and individually by clicking Add Client, or may be uploaded from a spread sheet
by clicking Import Client.

CLIENT

Select File:| | Choose File | Mo fie chosen UPLOAD SELECTED FILE

Add Clients Individually

Enter your client’s details as shown below. Clients may be companies or individuals.
*Client Name:- The name the company is known by. This needs to be a unique entry from all other clients
*Code:- A unique alpha and or numeric code given fo this client
*First Name:- The given name of the contact at the clients
Last Name:- The last name of the contact at the clients
*Company:- The companies official entity name, required for invoicing
ABN (or Tax Number):- Clients ABN, required for invoicing
Position:- the position on the client contact
Email:- the email address of the client contact
Phone:- the office phone number of the client contact
Mobile — a mobile contact number
Fax:- the fax number of the client contact
*Address #1:-the physical address of the client
Address #2:-the physical address of the client if it requires additional space
Suburb:- the suburb of the physical address of the client
State:- the state of the physical address of the client
Country:- the country of the physical address of the client
Postcode:-the postcode of the physical address of the client
Mailing Address#1:- the mailing address of the client

Mailing Address#2:- the mailing address of the client if it requires additional space




Mailing Suburb:- the mailing suburb of the client
Mailing State:-the mailing state of the client

Mailing Country:- the mailing country of the client
Mailing Postcode:- the mailing postcode of the client
Notes: - Type in any notes relating to the client.

PLEASE NOTE: items above proceeded with an asterisk * are mandatory fields.

a
a
m
oo

Company
Business Type Fizzaria

ABRBN NMumber| or TAX Number) DD e e e e e

Positicon

Email

Phone 235

Mobile A e - 2355851245
Fase

Address 21 Hag
Address #2

Suburk Melbowrne

Country Bosstralia

FostCode

Mailing Addres=s £1 Wisheet Awenuse
Mailing Address #2

Mailing Suburb

Mailing State =

Mailing Countr

Mailing PostCode

Motes

Import Client

Select Upload Selected File. A grid will then appear, with the details from the spread sheet you are importing. The
headers (column names) on your spread sheet are in the white font, on the darker blue background. From the drop
down menu, select the type of data in the column, so that it willimport into the correct field. For example in your
spread sheet header for the first column is Client First Name, then select Client first Name from the drop down menu.
Ensure that you have mapped all the columns —if you take your mouse to the bottom of the spread sheet there is a
scroll bar, which will take allow you to see any further columns on the right, if there are any.




Clients Add Client Import Client

Select File: | [ Choose File | Nofile chosen UPLOADSELECTED FILE

SUBMIT EXCELFILE

ClientAddress1 ClientBusinessType | v M ClientCode DO NOT IMPORT "

Client FirstName ClientABN ClientAddress ClientBusinessType ClientCode ClientCountry ClientEmail

Once dll fields are mapped, so that the name on the spread sheet header matches the mapping name, OR DO NOT
IMPORT is selected for columns with no data or no header match. Then Select Submit Excel File. Move your mouse off
the Submit Excel File button. If you get a message asking if you would like to continue select OK. A Success Message in
Green will appear, indicating how many records have been inserted. If there is a large number of records to be
imported, you may need to refresh the screen for them to appear.

Once clients are added, they will be displayed under the Client Menu as follows.

Rebuck Se

Reche

Renald M

nald House Canberra

Roysl Hotel Ques nbey:

| Braidwood

Sub Clients

Where a business will do third party jobs. For example a gardening business may have a client who is a real estate
agent. The gardening business is employed to tidy gardens at residents managed by the real estate agent. These
residents are third parties or sub clients.

Click on the client who has appointed you to work at a third party location. Select Add Sub Client. The entry screen for
the sub client contains all the same fields as the client. Sub clients cannot be imported

Edit Client Sub Client List

i)

Client Name
Code

First Mame
Last Name
Company
Business Type

ABM A bard ae TAY M bhart

ABC Real Estate

ABCRE

Penny

Money

ABC Real Estate Agncy

Property Management




Sub clients can then be seen in client lists as the name of the sub client then a dash and then the client’s name. This
allows them to be easily identified as a sub client.

CLIENT
Client List

[ Brown - ABC Real Estate

Quick Add Clients

Mobile users have a permissions option fo Quick Add a client. This can be used when they are out in the field, and
cannot get the complete client details to add them info the database. When the mobile user has “Quick Add” the
client, the client will appearin the client list.

Please note: A job cannot be saved to this client until their full contact details have been entered.

Client Login

You now have the option of creating a client login from the client file. If you tick this option the client will be emailed a
user name and password to access i-Dispatch.

NOTE: In order for this fo work, you must have a valid email address set up in the client file.

When the client logs into i-Dispatch, they will be able to add a new job into the system. This job will be unassigned and
you will receive an alert advising you that they have just entered a new job in the system and to assign it. The client will
also be able to see any progress of any existing jobs in the system.

1. Inclients select the client you would like to access the system and tick to generate their login credentials

This function when selected, will send out an i-Dispatch login option to
your client. The client will be able to enter their own jobs into i-Dispatch
and review the progress of their existing jobs.

You must have a valid email address set up in the client file to use this
fumction.




2. The client will receive an email advising them a login has been set up for them with their login details.

Login Information

Hello,
P1 Enterprise has offered you a log into i-Dispatch, our job dispatching system. This login
will enable you to add jobs directly into the system and to check the status of current jobs

Go to and enter the following user name and password

Username:

Password : 70cl]sGTxc

3. When the client logs into i-Dispatch they will only have access to add a new job or view existing jobs. To add a
new job it will automatically pick up the client — their address and their contact details. The client will

add the Job Title [what is to be done],

a Job Customer Ref [a purchase order number or similar]
their preferred date and time for the job to be done,
change the priority if required

any comments regarding the job.

ADD JOB

00000

JuB

Job Infermation

Person

0407858715

Job Title

lob Customer Ref
Job Start Dare 201 - v |- -
Duration hours) v

Address 1

Address 2

Suburb

State

PostCode

Country




4. To view existing jobs the user will select the Jobs tab and may search by any status and date range. Only that
clients jobs will be listed — showing the job number the staff member allocated the status the date and time the
job has been booked and the option to print out the job details.

Search
Job Status: 7.'.” Jobs v | | From: | 27082015 SEARCH
JoblD Title Staff Address Job Date Started Date Print Job
5606 27/08/2015 15:00 Print
5607 dlient job test T Unassignes o = Ave Urassigned 27/D8/2015 11:00 Print

5. Job Detail printout will enable the user to have a printed copy of the job they have entered info the system.

[9 test.i-dispatch.com.au/JobPrint.aspx?jid=5606

JOB CARD

Job Number 2606

Deescription test

Start Diate Thrsday, 27 Augnst 20135 3:00 PM
Customer 32 Holdings Pty Ltd t'a Tree House Bar
Address 12 Northbourne Ave ACT 2601
Cotact Person Pippa

Contact Mo 02 6257 7779

Customer Faf Nostest

Cormmments Test

Booked By Plulippa Dhrante

Booked Date Thrsday, 27 Augnst 2015 9:42 AN
Allocated Ta Wi Bouse




Chapter 4: Company Details

Editing Company Details

Company details are entered at the time of sefting up the company. If these details require editing at any time select
Company Details. Make the required changes and UPDATE COMPANY DETAILS

Company Info Parts WorkGroup

Company Name

Emai

Billing emai

Phone

Mobile

ABM Mumber( or TAX Number )
Address#1

Address#2

Suburb

PoxCode

Stae

Country

Mailing Addres #1

Mailing Address #2

Mailing Suburly

Mailing PosCode

Mailing State

Mailing Country

Company Logo

Company Conditions : (Apply for Invoice)

fest

UPDATE EOMPANY DETAILS

Parts

Staff Status Sems Credit Subseription Signature Message Job Documents Foems Company Labsl Mobile Staff Tracking | | Software Integration

pisidurante@gmail.com

03 63318402
Australia {+51) ¥ || 0so7 858715
123456789

caladh

53 Elphin Road

Launceston

7250

Australia

P O Baox 30

Choose File | Mo file chosen

View Logo

Parts or inventory items may be added manually and individually by clicking ADD PART, or may be uploaded from a

spread sheet by clicking UPLOAD EXCEL FILE.

out fees.

ADD PART

Choose File | Mo file chosen

Part List

Part Name

Parts may also be used for flat rate charges to clients for example call

UPLOAD EXCEL FILE | | Download excel sample

Part Code Purchase Price Sale Price Description Delete

Add Parts Individually - Enter your Parts as shown below. Fill in the fields and select ADD PART.




Part Name:- the country of the physical address of the client

Part Code:-the postcode of the physical address of the client

Purchase Price:- the mailing address of the client

Sale Price:- the mailing address of the client if it requires additional space

Description:- the mailing suburb of the client

Fart Name Tap Wissher 123

Part Code EWrEEoel T34

Purchasze Price —_—

Ssle Price 5. /00 Tax Rate 3| 10

Description Tap Washer to suit all standand taps.

ADD PART

Import Parts
Ensure that your saved Parts file is in an Excel format. Choose File to open a browser window. Navigate to the saved

parts file. Click on the file to highlight and select Open. Select, Upload Excel file and the data mapping grid will
appear below. Map the fields of data to the header options for example, the column of data containing the purchase
price, should be linked to the header option Part Purchase Price. If there is a column of data where there is no

matching header, select DO NOT IMPORT. When all columns of data have headers assigned, select Submit Excel File.

Choose File | Mo file chosen UPLOAD EXCELFILE | Download excel sample

[SUBMIT EXCEL FILE

PartCode W PartDescription v PartName PartPurchasePrice |w PartSalePrice PartTaxRate

Code Description Purchase Price Sale Price Tax Rate

CarWash Car Wash CarWash 3 20 1
CarVac CarVacuum Car Vacuum 10 25 1
CarWax Car Waxing Exterior Car Wax 15 40 1
Mow Mowing Lawn hourly Rate Mowing Lawns 30 60 1
PaintEx Painting Exterior Hourly Rate PaintExterior i3 70 1
Paintint nterior Painting Hourly Rate Painting Interior 25 50 1

Pnnlh A i Cunrimmmmime men I mmmimsmmamen hmrhe rmdn Fmal RAmimsnmmmen an an a

Deactivate Parts. Click on the work active and a message will appear on the screen confirming your choice, select OK.
Once the part has been made inactive, it will no longer display on the parts list under the JOB ID and parts, nor will it be
available on the parts list on Android or Apple apps.




Broadcast Group

Staff may be added into teams or work groups, therefore allowing job dispatch to a single mobile worker or a team of
staff.

For example:- A project requires an Electrician, Plumber and Carpenter. You can allocate staff with those skills to a
group and then allocate the broadcast to a Job. Or a new “Southern Region” feam is established to undertake a
project.

Company Info Parts Broadcast Group Staff Status Sms Credit Subscription sena

Group Mame

O TN T O

Staff Lucas Darling
Annie Spencer
Daffy Duck
Mickey Mouse

4

4

ADD NEW GROUP

Broadcast Group List

Engineers

Staff Status

Click on Company Profile and Staff Status to add any staff availability status that applies to your business, which is not
already in the list. Type the name in the Status Name field and then ADD STATUS

Compary Info parts WOrkGoun Stam Status Seres Creiit MamiBErshin

[ itatus Name I

l ADD STATUS |

Staff Status List

Avaiabe Dialata
Oin Annusal Leave Dielete:
Oin Sick Leawe Delete
O Leswe- Dther Dizlete
apo Dizlzte

ADD Deelete




SMS Credit

If you are electing to send SMS messages to your mobile staff rather than use the messaging or notes features within i-
Dispatch. SMS credits may be purchased in bulk packages of 100, 500, 1000 or 5000 from this screen. When the number
of SMS has been selected you will be forwarded to a BPAY screen for payment. The credit history is reflected below this

Company Info Farts WorkGroup Staff Status Sms Credit Membership
frms Credit Package Select... E

100 (% 15.00)
500 (3 75.00)
1000 ($ 125.00)
5000 ($ 500.00)

Available Date - Time

Tuesday, 24 September 2013 3:54 P

Monday, 2 September 2013 10:29 AM

A tax invoice can be printed at any time from the Download Invoice opfion

COMPANY DETAILS

Buy Sms Credit
Sms Credit Package Select.

BUY SMS PACKAGE

Sms Credit History

Purchased Amount Available Date - Time Invoice

Wednesday, & November 2013 3:50PM Dewnload Invoice

100 58 Tussday, 24 September 2013 3:54 P Download Invoice

Manday, 2 September 2013 10:25 AM Downlozd Invoice

Showing total { ) entries

Subscription

The Subscription tab allows you to see details of your i-Dispatch subscription renewals due and payment history.

Any renewals due will appear in the first instance of opening the screen. Tick the boxes of those you wish to renew and
PAY NOW.

ZUMPANY UETAILS

Companyinfo Pans WerGrovp Seaff Status Sma et Subscrption Sznateee Wazsaze

SHOV/ MEMBERSHIP HISTORY INVOICE

pay oW
Pay Now Username Name - Surname Current Expired Date Next Expired Date Montly Fee
aes Quentin Bird Saturday, 30 November 2013 12:00 AM Tuesday, 31 December 2013 11:00 P 515,50
Luca Lucas Darling Saturday, 30 November 2012 12:00 AM Tuesday, 31 December 2012 11:00 PM $15.50
Annie Annie Spancar Saturday, 30 Novembar 2013 12:00AM Tuesday, 31 December 2013 11:00PM 515,50

Showing total { ) entries




To review the historical payments made, SHOW MEMBERSHIP HISTORY INVOICE and a screen similar to the SMS credit
screen will display and you may download copies of invoices from here.

In the lead up to your frial finishing or your subscription falling due, you will receive a countdown o the end of the period.
This allows the user to easily determine how many days they have left in their trial /subscription. This appears on the job
and scheduler screens, on the upper right and side above the messages and notes, and also when you log into the
program.

1

DAYS UNTIL MEMBERSHIP EXPIRES

Please select PAY MEMBERSHIP to pay now,
or select X to continue and pay later.

PAY MEMBERSHIP

Signature Message

Signature messages allows the company to add a script or words around the signature capture. For example, asking
the client to sign that goods have been received in good condition.

Company Details | Signature Message.
Type in the message that you would like to appear on the mobile, for the customer to sign their name
against.

o select ADD SIGNATURE

Company info Fams WorkGroup Staff Status Sms Credit Subscription Signature Massage

ADD SIGNATURE

Sighature Message List

Signature Description Active?

Good Receive d Inzitive

Waork Completed Active

Job Documents

Service Reports / Quotes [Company Details | Job Documents] allows the mobile user to produce a quote or service
report for a client on site. This report has the option of displaying or masking dollar values and requiring a signature.
Company logos may also be added to these documents




Company nfo Fas WiorkGroup Stff Status Sms Credit Subszipon || Senanurefessaze || Job Documenss

Doc Type

Company Loge on the document (Choose File | o fie chosen

£ADD DOC

Job Documents List

Job Doc Title Prices Shawn? |s Signature Required? Active?

Testing Service Report YES VES Active

Service Report January No VES Active View Logo
Servica Report No VES Active ViewLogo

e Select the document type of either Service Report or Quote

e Inthe Title field, type in the title you would like to appear on the top of the report

e Tick boxes to show price or document requires a client signature - if required

e If youwould like a company logo to appear on the report, select Choose File and file the logo file via the
bowser.

Sms Credit Subseription Signaturs Message Jzk Dozumants

[ Show Price

¥ Signature Requires

e Press ADD DOC

When the document has been processed on the mobile side it will then appear in the job details tab, under job
document. Here you can see any job documents produced, if they have a signature, who they were created
by and open the document by selecting View, to view it.

YUU U T Uy

Doc Title Created Date Created By Signature Document
Testing Service Report Tuesday, January 21, 2014~ Luca Darling View View
Service Report January Tuesday, Janu -11:57 Luca Darling View View

Service Report Thursday, January 23, 2014-11:38 Luca Darling View




Forms

Many of our clients require staff to complete a checklists at various stages of a job. For example an Occupational
Health and Safety checklist before commencing a job.

From Company Documents | Forms. Enter the name of your form, tick if you require the staff member to add their
signature on completion. Enter the Name of each field and select the type of field the mobile employee requires for
their response. Enter as many fields as required and then select Add Forms and fields.

Form MName ———

¥l Signature Requires ?

=l Is Active 7

Form Fields = Type: Date - s Active:i=®
* Type: Tex - 5 AcTive =
= Type: vES O - S AcTive:ls
= Type: Es O w | Is Active:=E
+ Type: vE 10w | Is Active:=

the ground is soiid und= |+ Typed] ve 1o w |Is.Active:
= Type: mbe w |15 Active:

UPDATE FORM & FIELDS

Forms are then added to the job from Jobs | Add Job, select to apply a form to a particular job status.

Company Label

These fields_allow for clients with diverse needs to record specific different details regarding their jobs or industries. Clients
may enter a name for these fields. Then under the Add Job | Job Additional Fields, these fields will display with the
labels given. The data in these fields will display on both the Android and Apple apps.

Job Additional Field 1 Pallet type 1
Job aAdditional Field 2 Pallet type 2

Job aAdditional Field 3 Pallet type 3

UPDATE




Chapter 5: Jobs

Click on Jobs and the following screen will display. Click Add Job to individually add each job or Click Import Job to
upload your job details via a spread sheet.

JUB

Jobs Aadd lob Import lob

Add Job

The following screen will display. Please add your jobs. See an example below. Mandatory fields are marked with a
small *

If one of these fields has not been completed when adding a job, a message will appear advising which of the fields
require data.

The page at i-dispatch.com.au says:

The following fields are mandatory, in order for your job to
save:

- Please add a job title

- Please select a date

To assign a job to multiple staff, hold eth CTRL key down and select the required employees.




When adding a new job, the time defaults to near the current time, so jobs are not inadvertently added to times
in the past.

The fields against the other headings for example Job Additional Fields are hidden and only need to be completed if
needed.

Job Information
Client
Contact Person
Contact No
Contact No 2
lob Title
lob Customer Ref
Job Start Date
Duration hour(s) 100 ¥
Address 1
Address 2
Suburb
Stae
PosiC ode
Country
Priority

stxus

Assign to Staff

]
@

roadkast to

o]

Comment

( \ Y,
lob Additional Fields

Add Job Note
Reminder
Registration Number

App ly script to job signatu re

@Iy forms to job status )

ADD 108

Company signature is attached to a job, and has scripting, therefore the client will see sign that Goods have been
received or sign to confirm work has been completed. [script is added from Company details | Company Signature]
This option has now been linked to a job status, so the mobile employee will be prompted when they change a job
status to get a signature.




Registration Number

Apply script to job signature

‘Work Completed Assign Work Completed-Completed
Goods Received Started
Called By Completed

On-Hold ~|| ADD= REMOVE ==

Apply forms to job status

Forms are also applied to ajob status. Click on the form, the job status that the mobile user will be prompted to

complete the form and select ADD.

Apply forms to job status

OH & 5 check Assign OH & S check-Started
3rd test Completed
On-Hold « || ADD=- REMOVE <=

Once the form has been completed on the mobile end, this may be viewed, by clicking on the JOB ID on the jobs list

and under the company documents tab.

PLEASE NOTE: Once a jobis Save is selected a job reference number will be allocated. See Below

[ @ Success Message < Job has igned 11! - CUICK THE DETAILS ]

© \formation Message - 5y default the ob st will isplsy jobs basad on the job dste from 11-08-3015 10 11-08-2015. To changs the default, | cLICK MERE

§. Attention Message
Job{s): 7941 - BE77 - 14926 - 33707 - 34364 - 37248 - 37598 require(s) rs

eduiing plesse!

Staff: | A v Client: | &) b nclude Sub Clientslobs | Job Status:| allicbs v From: | 11-09-2015

Communcate

Print Jot

Started Date
50292 PO 235685 picic up shipping container 24! Daffy Duck Airport Interational Hotel Boeing Parade Queanbeyan ASSIGNED 11/08/201503:18
23490 Low Maintenance Quote on rejuvenation Daffy Duck The Vines 16 Mildura Street Fyshwick ASSIGNED 11/09/2015 12:00
23225 Low Maintenance Quote on rejuvenation Daffy Duck The Braddon Club 99 Canberr= Avenue Braddon ASSIGNED 11/09/2015 12:00
27y 50-152582 QUALITY FOOD WORLD Unassigned Woolmers estate Woolmers lane longford Unassigned 11/09/2015 15:00
Import Job

Sand

Send

Sand

Send

Ensure that your saved Jobs file is in an Excel format. Follow the previous instructions to convert the file fo excel if
required. Choose the file to open a browser window. Navigate to the saved jobs file. Click on the file to highlight and

select Open.

Print

Print

Print

Print

Select Upload Selected File and the mapping grid will appear. Select the appropriate column heading fo match the
datain the column. In the columns for staff and client — the mapping occurs against each item. Select from the drop
down arrow at the end of each line, which staff member and which client each job belongs to. Ensure that you have
mapped all the columns —if you take your mouse to the bottom of the spread sheet there is a scroll bar, which will take

allow you to see any further columns on the right, if there are any.

Once all the fields are mapped, select the Submit Excel File. Move your mouse off the submit Excel File button. If you
get a message asking if you would like to continue select OK. A success Message in Green will appear, indicating how

many records have been inserted.




Viewing Jobs list information Office PC

Click on Jobs Menu:- Jobs may be viewed in a table format. By default the jobs displayed will be based on their booking
date in ascending order one month in advance and one month in arrears of today's date.

Search
Job ID: | staff: | A v| | Client:| an v | Dinclude Sub Clients Jobs | Job Status:| Al jobs v || From: |29-04-2015 | To:| 29-04-2015 SEARCH
Action To: | sele: v | susmim
Customer Ref = Send  Print 5 Sublet Recur =
Jobl | Title Staff Customer Address Status Job Date Started Date Invoice/Warranty = Action|
No Note Job Invoice/Warranty  Job
6578 HighMaintenance | Fixfence DaffyDuck | Riverpoint 23 Lonsdale St Braddon STARTED i:./f;/zms 29032015 Send | Print Recur
12295 8956 Fix tap Washer s poDKuEr 55 Benwerrn Cres Norwood RESCHEDULE REQUIRED 29/03/2015 Print Recur
Darling estate 1800
R Low Mainterance. | Fornightly Lawn DeffyDuck | The Good Guys | AddressUnit3, The Hyperdome House & Home 76 Athllon Drive 29/04/2015 | 29/04/2015 = e nelinveioe p—
== Mowing Tuggeranong 1600 £2 Bxta
19053 Bins Only Maintenance Level 3 ::;‘ia The Vines 16 Midura Street Fyshwick ASSIGNED %?/;:/2015 Send Prnt S
23388 MidMaintenance | replace windows Daffy Duck 2:; Shefee Shop 1, Glassey Place Spence compzrzn ig_/g;/zms gg/ f3UE send | Print Recur

Job priorities are clearly visible — Yellow = low priority, Amber = medium priority and Red = urgent.

Job comments are visible by hovering your mouse over the JOB ID number on the job screen. When entering a job,
there is a comments field. If comments are entered at any stage during the job, they are easily seen.

Customer Ref

Title

Test 2

Access Point Check Quote on

Vizintenance rejuvenation

Sorting Jobs:- may be done at a screen level, by selecting the up or down arrow to the right of an item. By selecting the
down arrow in a particular column, you will sort all the jobs by highest to lowest values or Z-A alphabetically, based on
the data contained in that column. By selectin the up arrow the sort will be the lowest to highest number or A-Z
alphabetically. You may also select your own default sort criteria, for each time you open the job screen.

Click on Schedule:- Jobs may also be viewed in a calendar function. Click on the job to open details.

i-DispatCh ki : 0 S ..-“ C'Eﬂs COVWB‘#VDEW“S
SCHEDULE ) PHLPPA DURATE

Unassigned

» woyy v Monday 27, Apr - Sunday 3, May osy [[Wheek | naonn

oncay Agri 27 Toeiay A28 Wesnesiay At 25 [ e ] oy oy 1 S oy 2 Sun a3 |

Assigned

Closed

Rescheduled

Fr——




Changing Job Search Defaults

A default list of jobs will appear when you first log into the job page [as noted above] . You may change these defaults
by selecting CLICK HERE, selecting your search criteria and Search. Each time you enter the software the job search
defaults most suited to your business will appear.

Jobs Add Jab Impart Job

x
6 Information Message : By default the job list will display jobs based on the job date from 01-09-2013 to 30-11-2013. To change the defa§t, | CLICK HERE
Search
JobID: | staff: | A v|| | Client:| Al w|| | JobStatus:| AllOpenlobs |w|| | From:|01-09-201:| | To:| 30-11-201:| | SEARCH
Click on Jobs in the Menu Bar — View Status Column
Customer Ref Started Send  Print = Sublet Recur =
JobID No Title Staff Customer Address Status Job Date Date Nere: Jdob Invoice/Warranty v Warranty B oo ion|
High Daffy. . /04/2015 | 25/04/2015 .
6578 e Fixfence S Riverpoint 23 Lonsdale St Braddon STARTED £ S Send | Print Recur
12205 8956 Fixtap Washer | UC3S Woolmers 55 Benwerrin Cres Norwood RESCHEDULE REQUIRED /Dy/2015 Print Recur
Darling estate 2
Low Fortnightly Lawn | Daffy. The Good Address Unit 3, The Hyperdome House & /04/2015 | 28/04/2015 . -
23108 Maintenance Mowing Duck Guys Home 76 Athllon Drive Tuggeranong COnIFLEIEE 200, 09:45 Ak e Ziul s ety
19053 Bins Only JIRErEDES e The Vines 16 Mildura Street Fyshwick ASSIGNED 1020 send | Print Recur
Level 3 Spencer :30
Mid . Daffy. The Spence /04/2015 | 29/04/2015 .
23388 Maintenance replace windows Duck oot Shop 1, Glassey Place Spence 100 53 Send  Print Recur

Job Status is updated by the field worker Smart Phone Application. (Please refer to the Smart Phone Section of this
manual) or can be updated by Office PC

The status Unassigned cam be used for clients who are importing jobs from spread sheets or other software, sometimes
the jobs will not have times or staff assigned at the time of import. These will be imported into a category called
Unassigned. Or you may have jobs which need to be done, without a specific timeframe, which are scheduled in
around other jobs. These may be categorized as unassigned.

Filtering by job status, available options are as per the screen shot below.

Job Status:| AN lobs v

Cancelled By Mobile

Rescheduled
- Reschedule Reguired -

Reschedule required appears when a job list when a mobile worker has requested the office reschedule a job.

o T, o S
4940 PO 852369 Excavation Daffy Duck | Youth Services Zsrifcf?t;be”a Avenue RESCHEDULE REQUIRED ’rnj




When you select this, a screen will display asking if you would like to transfer some of the attached items from the
original job to the new job. Tick the boxes of those items you would like transferred to the new job and select SUBMIT.

Reschedule Job Please select to be transferred
HRegular time log
Select Staff : HOvertime log

HPart Used
Wlob Images

Job Start Date - Time MJob Notes

Daffy Duck - Available

Viewing Jobs Details On Office PC

Job Detail:- click on the job ID number and details of the job will then be displayed

EDIT JOB - JOB ID # 33354

Job Detal Staf Deta Customer Detail EMal EM5 Wk e Parts Used Image & Sigrature Joh Nates Location Map Invmice Recehved Payment sab Dacuments

Job Information

Client Wioalmers eetste v
Contact Person Paus
Contact No
Contact No 2
Job Description
Jab Customer Ref
Job Start Date - Tme a0 v v
Dwration hourls) :EVI
Address 1 Wigimess lane
Address 2
Suburb langford
State
PostCode 7000
Country AUSTRALLA
Priarity prov— -
Status Assign v
Assign to Staff -
e
Oafy Duck - Awsilable ¥ | ORBroadcastto | an

Comment Call before arriving|

Job Additional Fields
Reminder

Registration Number

Apply script to job signature

Apply forms to job status

EDIT 08 CANCELIOS || PRINT oUT




Staff Detail:- Staff Allocated to the Job is displayed

FOIT JOB - JOB 1D # 1426

Jdob Deta Staff Deta Customer Deta E-Mail - =

(W]

n
(8]
o

Firstname
Lastname
Mobile
Email
Phone
Company
Hourly Rate

Owertime Rate

Customer Detail:- Shows Customers Contact Information

ompany name

Business Type

Email-SMS:- Use this menu to send a reminder email and SMS to the client and the mobile worker.
Greener Pastures is the Customer.

Luca Darling is the mobile staff. Select the top box for email and bottom box for SMS enter the message and SEND




o Detai Sta Detai ‘Customer Detei i - s Work Tame ot Uses maze & Signaturs 1on Hotes Locetion - Mep rvrcice Smomiuma Fapment

Send Email & SMS To:

Customer IGreener Pastures Community Care

Staff #®Luca Darling

i SMS | 51427143422

Meszage Plezze 5o to reception and ack for Garry the Miintenance Manager

-
(=1
Sender Sent To Recipient Type [ ¥ —
Phifippa Durante Curtcmer Ficna Sijzh Ema tectrestrest 24/05/2015 1523
Phifippa Durant= Statf testrestiest 24/05/2013 1523
Philipp= Durants Customer Ficna Sij=h SMS trstrestrest 24/03/2013 15:23
Philippa Durante Sratf Lisca Darfing shs tectrestrest 24/05/2013 15:25

The system will confirm any emails or SMS’s sent in the table below the sending options. See Email Example Below

A Message From |-dispatch Inbox  x

no-reply@i-dispatch.com.au no-reply@i-dispatch.com.au
to me |-

This is a reminder that we are coming out today to set up your generator

Work Time:-

Click on the job ID and select work time. Three time options will display.

System work time which is the time calculated automatically between starting and completing a job. And normal and
overtime, both derived from Timelog entries via the mobile device.

When an employee does noft register a time log on the mobile device, this may be added by the office user.

NOTE: The option to add a time log from the office module will only display once the status of the job is Completed.

atteation Message
The o has Baan complatec. 230 be daeas 3t Ay
*The invoice has 1ot ves been generated. To generate 19 imvoice clck on the invoice 1ab sbove
08t 108 5oW
stem work lime

Descrigtion Hour Hou Rate Tatal{ine Tax)

Systam Work Tims 0tourts) and 2 mine 52500 s0a

me o v|houra) o v |mmen
avoTive 106

Toral{nc. Ta)

Hour Rate: Tatol(ine. Tex)

Showirg totd () entries




Part Used:- Use this menu to show Parts Used on the Job (as keyed in on Smart Phone by fieldworker). Parts may also be
entered from the office module. When adding parts via the office both the item code and the item name will display to
make part identification easier.

B Artention Messege @
The job has been completed. it can be closed at anytims

Add Part

ltemn Code: Setect =

HasAttachment? Quantity Price Totallinc. Tax) Delete

Traff o mhoes 2B/10/POLT BST-1LE AN

Showing total [ ) entries

Parts may be entered with a decimal quantity for example 0.5, 1.25 etc. This functionality is available on all three
platforms — the office interface and both Android and Apple apps.

Images and Signature:- Use this menu to show Pictures and Signatures taken on the Job.(via Smart Phone)

I Dispatach

EDIT JOB — JOB ID » 1375

fob Det= St=ff Der Cistomer Det= E-retasi - Shas Vi ook Tire Parts Usec maze & Sisnature
iE. Attention Messaze -
The job has been compieted. ITcan be ciosed 2t anytme
r =ted. To Senerate 3n invoics Chick ©n the invoics t2b =bove

Clients are able to download photos and signatures captured as part of a job, to their computer.
Click on the image or signature and the View /Download option will display and select Download.

Where the signature used is a company signature, that is one with scripting attached, the scripting message will display
under the signature box




Good Receved

Sending Job Notes:- Sending Notes and Documents from the Office to the Smart Phone. I-Dispatch allows the office to
send documents to the Smart Phone relating fo each job. These documents may be Instruction Manuals, OH&S Data
Sheets etc.

Notes and their attachments, may be sent from Add Job Note, when entering in a job, from the Communicate & Send
option on the job list or from Notes within a job.

When selecting the send option under Communicate you may now send either a job note, staff message or SMS via this
one control.

a. Press Send

b. Type inyour message. If you are sending the message as a note, you may add an attachment
file. [the aftachment file will not work for messages or SMS's]

c. Selectif your communicationis a note, message or SMS. It will default to note

d. Press Send

e. Ifyou are using the SMS option, you will need to purchase SMS credits via the Company Details tab.

ACTION 102




I-Dispatch Communication Daffy Duck

"The attachment will Hot Be sent wis Maessage, SMS ~ only via Notes
*The SMS message w nclude the first 160 characters of the message
Mezzage
Job Note

-
Message

IENRD

Receiving Job Notes:-
When a mobile worker sends a job note, it will appear on the right hand side of the job screen [as well as under job
notes when clicking on the JOB ID.

o Click on the message to see details of the sender, job time the note was written
o Toremove the message from the right hand panel tick the box, Mark As Read.
o To keep the message displaying in this panel, do not tick the box.

From : Mark As Read
Daffy Duck g

Time :

11/02/2015 11:41:24 AM

Note :
responseto message

REPLY

o On the office module it will display with a paper clip indicating an aftachment as it comes into the right
hand panel. On the notes tab under the JOB ID it will display with a yes.

s
Note to office
Note to office

Mot to office

Recsived Messages
0- test with atrach
testmess.
mess2
mess

- =it

test message




Luca Darling Friday, 1 May 2015 3:04 PM

Luca Darling Friday, 1 May 2015 3:04 PM

Showing totd () entries

e An option to display or hide the messages and notes on the right hand side of the job screen is available. If this
panel is hidden it makes more room on the screen for the job fields to display. If jobs or notes are received a
number displays, so you can identify that new communications have been received.

[ 1 3y _
- Xd_\-\: |
|M"
—
U
o e

ShowHide Motes 1] B Messages

I

Location Map:- Use this menu to show locations of all job status updates. Selecting Show in the location column will
reveal a map showing the staff member's exact location at the time the status was changed.

oo Detsi Stas Detai Custommer Deti S - TS ‘Worrk Time Farts Used mape & Tignetune oo Motes

rivoice Recehved Pryment

. Attention Message ©
The job has besn compisted. it can be closed ot anytime

CLDSE JOE NOW

lob Status Location

Monday, October 28, 2013

Monday, October 28, 2013 1145 AM Luca Darfing
Monday, October 28, 2013

Showingtotal [ )entries

Invoice: - This menu item gives the user a number of options 2 options

1. To create an External Invoice. This option would be selected by clients using a 3@ party accounting system
to generate theirinvoices. The invoice details are then entered retrospectively into the job for recording
purposes. The invoice number, amount of the invoice and invoice date are entered and submitted.

lob Cctmil Staff Cctmil Customer Dozail E Mail SM3 Waork Time Morts Jscd Imagz & Signature lob hetos Lomticr Wop Invoicz Rcocived MPaymert

b, Attention Message :
TneJob has oezn completzd. itcgr 22 closed atarytims
FTke irvcize has not vet been generated. To generate an invoice cliz< or the irvoizz tao zbhove

CLOSE 103 NOW

vUILG

/b, Attention :

Cencrate an invoice in a 3re party accounting system ond znzer the details below
CR
- Generate 31 Invoice within -dispatcn

Select Invioce Tyoe ®External Invoice
Otsencrate Invoice

External Invoize Numker - Amount: & - Invoice Date: | 08-11-2013 SUBMIT INVICE DETALS




2. To Generate Invoice option would be selected by client using i-Dispatch to invoice their clients in the first
instance. Select if this is for invoice or warranty purposes, apply system hours to the invoice [exact time
taken to complete the job] or alternatively apply rounded the time via the TimelLog either as regular or

overtime in increments of 15 minutes. Enter the hours and over time to be charged to the client. Any parts

allocated during the job will automatically feed through to the invoice. Select Generate Invoice

Ul Juu T Juu U " LUIL

Job Detail Staff Detail Customer Detail E-Mail- SMS Work Tme Parts Used Imzge & Signature Job Notes Location - Map Invoice

/b, Attention Message
The job has been completed. It can be closed at anytime
= The invoice has not yet been generated. To generate an invoice click on the invoice tab above

CLOSE JOBNOW

§, Attention :

"~ -Generate an invoice in a 3rd party accounting syfktem and enter the details be low
OR
- Generate an invoice within i-dispatch

elect Invoice Type UExternal Invoice
‘®Generate Invoice

ype ®nvoice

N
ystem Hours | 4 hours and 29 minutes APPLY SYSTEM HOURS AS REGULAR HOURS I
‘ime Log - Regular 0 v|.| oo * |hr(s) I\ please enter the total hoursto be charged on thisinvoice
‘ime Log - Overtime 0 v|.| oo v |hr(s) A\ please enter the total hours to be charged on this invoice
-omment

4
GEMERATE INVOICE

The invoice may be either prinfed or emailed by selecting the appropriate option on the upper right.

Qi dispatch.com.au/Invoice.aspx?&jid = 23133&typelD = 1
i-Dispatch
BN e TAX INVOICE

If you select to email the invoice, you will then be prompted to check the client email address or enter an email address

if a default is not available, before selecting SEND.

Involce Emall

[l ASY o

19 DT M VO el B0 e, A 8IS e B ey




Company Logos may be added to invoices, .pdf Job card & reports

o Company Details | Company Info

o Inthe company logo field, press Choose File and navigate to and select your logo.

o Select UPDATE COMPANY FILE

Company Info Parts Broadcast Group

Company Name
Email

Billing email
Phone

Mobile

ABN Number( or TAX Number)
Address #1
Address #2

Suburb

PostCode

State

Country

Mailing Address #1
Mailing Address #2
Mailing Suburb
Mailing PostCode

Mailing State

Staff Status Sms Credit Subscription Sgnature Message

Pl Enterprise

pdurante @i-dispatch.net

pisldurante @gmail.com

Australia (+61) ¥ || 0407 858715
123456789

Caladh

53 Elphin Road

Launceston

7250

Tas

Australia

P O Box 30

Box 30

dlic o Cou e
| Company Logo

Choose File | logo.prg View Logo

Company Conditions: (Apply for Invoice)

UPDATE COMPANY DETAILS

Received Payment: - when an employee receives a payment on site from the client, these details and entered via the
mobile unit and then will appear under Jobs and Received Payment.

Job Deta Staff Deta Customer Deta E-Mail - SM3 Work Time Parts Used mage & Signature Job Notes Location - Map nvoice

1, Attention Message :
The job has been completed. It can be closed at anytime

CLOSE JOB NOW

I, Attention :

Payment has been attached the invoice

The invoice will then reflect that a payment has been received.




Pr Enrerprise TFTax lnvoice

DATE 8/11.2013
INVOLCE =LI32o00s

Job number: 1332

Customer order number: SIS: Lawn

Nlowing

[Prodauct Description Price unit] Quantity] Price] ST aluel
[Elcce Pressurs Mlachine BRMI bass l=vel muodel 200BIT 0. 00| 1 0. 00| &.00| &6.00|
T abor X 200 X X X
L atoor Crrertioe o.on o359 .00 ©.o0 o

Toral S0.00 .00 S50
[PAVAENT DATE: /1172013
FAYMENT METHOD: CASH

PAYAMENT REF: 123cash

[(Comments:
| =ast

[(Oar conditions -
e=sr

Job Documents When a form or company document [quote or service report] is saved by the mobile worker, these
documents may be opened and viewed via the Job documents tab.

Recerved Payment lab Documents

Rescheduled List: When the job you open has been part of a rescheduled job sequence. NOTE this tab will only display if

the job is related to a rescheduled job. This tab will display: all jobs related to this job [before and after this job]; the date
the job was rescheduled on and the comment regarding why the job was rescheduled.

er Detall EMall S5

cat... Click for the details
ber: 5274 | Click for the details




Job Recurrence

In some businesses, jobs may have a pattern of repetition. For example alawn mowing business may have regular
clients whose lawn is mown fortnightly. Rather than entering a new job every fortnight, a recurrence may be setup, so
the job will automatically reappear every fortnight.

Select Recur job on the main job list

Search

Job 1D: Staff: A " Client:| & " nclude Sub Clients Jobs Job Status:| aNOpenlobs " From: | o1-

SEARCH

Export To: | select Format... ~ SUBMT

Print Sublet

Customer Ref No Customer Status Invoice/Warran A
lob W L Invoice/Warrar oy
g || CESIEEEEER Clean Guttering (o= ABCRealEstate | »/230Hish ASSIGN Send | Print
Guttering Carling Street
Testing Mobile to _ e
1830 | AeEEPt- Accept- tuea o ranzen 1 Frincess ASSIGN SRS Send | Print
Reschedule Darling Street Kew 10:00
Reschedule
1a1p | ABCheadoffice Clean Guttering Lues ABCReslFstace | 1/E3THIED Rescheduled Send | Print
=== | Guttering e Darling Street

Then select the frequency of the recurrence - daily, weekly or monthly. From here further options will be given as to the
cycles of recurrence. For example if weekly is selected, the prompts will then be every ¢ weeks, and what day of the
week. And how long the recurrences should continue.

TIP: when selecting the start date of the recurrence remember that the job has already been entered and saved.
Therefore by starting the recurrence on the same day as the entered job will create a duplication. If the job is
fortnightly, the original job entry will be in week one and the recurrence start date will be week 3.

Create Recurrence Job

Select Date Range ¥

Recurrence Range

Start:| 13-10-2014
For 12 months

End After: CCCUMTEnces

®End By:| 13-11-2014

CREATE RECURREMNCE JOBS

Recurrency Alert If any job that currently has recurrences attached AND these recurrences are going to cease within the
next month, then this tab will appear on the jobs screen. Jobs will be listed with the first and last date of the recurrences.

Recurred Jobs List

JoblD  Customer Ref No i Customer The First Booked Date The Last Booked Date  Recur Job|
51 BSHELO0594 Thursday Week Two bt Ma—— girmingham Road, opposite Emmanuel College Carrara 14/11/2013 09:00 13/11/201409:00
216 | BSHELO0324 Thursday Week One oo Vark [S— Opposite 4 Brooke Avenue Southport 07/11/2013 09:00 13/11/2014 09:00
2k | acucinnan Mo Wianl Ana and Tun, S - 2840 Ald Caact Linhway Sirfare Dararica anfs a2 nann narifnin nann

Select Recur on the far right, and recur the jobs as usual for the next 12 months. Once the new recurrence is saved, this
job will drop out of the alert list.




Identify original job.
When you have a contract to complete a job fortnightly for a client, this is set up as a recurring job ini-Dispatch. If the

contract ends and the jobs beyond the end date need to be removed from your system, how do you find the original
jobin the sequence? We have added a new tab on the jobs screen called Recurrency List. This list displays any jobs
which have a recurrency which has been created from them.

1. Toremove any recurring jobs, select Recurrency List

- - —

@ Information Message : The below job list is the actual jobs which have been occured. If it is required to extend or to delete the recurrency, please pick from the below list

Customer Ref No Recur Inh
1657, 26032014 test 2 26032014 test 2 Luca Darling 26032014 test 2 79 North Fenton Street Devonport Recur
2394 0363319402 0363319402 Luca Darling Woolmers Estate Woolmers Lane Longford Recur

2. ldentify the job and press Recur
3. Scroll down to see the list of recurrent jobs originating from this job

4. Tickin the delete column of any jobs you would like to delete from your system.

Recurrence List

DELETE SELECTED RECURRENCE JOBS

" Job ID Customer Ref No Title Staff Customer Address Status Book Date Delete

504 2397 0363315407 0363315407 Luca Darling Woolmers Estate Woolmers Lane Longford Rescheduled 30/06/2014 12:00

506 2399 0363319402 0363319402 Luca Darling waoolmers Estate woolmers Lane Longford cancelled By Mabile 28/07/2014 12:00

507 2400 0363319002 0363319402 Luga Darling Woolmers Estate Woolmers Lane Longford Rescheduled 11/08/2014 12:00

508 2401 0363315402 0363315402 Luca Darling Woolmers Estate Woolmers Lane Longford Completed 25/08/2014 12:00

511 2304 0363319402 0363319407 Luca Darling waolmers Estate woolmers Lane Longford cancelled By Mobile 06/10/2014 12:00

512 2408 0363315402 0363319402 Luca Darling Woolmers Estate Woolmers Lane Longford Closed 20/10/2014 12:00

513 2406 0363319402 0363315402 Darothy Dix Woolmers Estate Woolmers Lane Longford Accepted 03/11/2014 12:00

514 2307 0363319402 0363319402 Luca Darling woolmers Estate woolmers Lane Longford completed 17/11/2014 12:00

515 2008 0363319002 0363319402 Luca Darling Woolmers Estate Woolmers Lane Longford Completed vy

519 2412 0363319402 0363319402 Luca Darling Woolmers Estate Woolmers Lane Longford Assigned 26/01/2015 12:00 -
520 2413 0363319402 0363319402 Luca Darling Woolmers Estate Woolmers Lane Longford Rescheduled

5. Please note —you may only delete a job if the job status is Assigned.

Recur jobs as Unassigned
For clients who recur jobs for the future, sometime is it not possible fo know which staff member is the most appropriate

to undertake the work 6 months from now.

A new field has been added to the create Recurrence job Screen allowing the mobile staff member to be set to
unassigned for the recurrences.




Create Recurrence lob

clect DateRange.. ¥

Recurrence Rangs

JEnd Mter ocrurrences

Mobile Staff Member

Apply the following items
Company Forms

Company Signatures

CAEATE RECURAENCE 1085

Copy Company signatures and company forms from original job to recurring jobs
When a job is created with a company signature and or company form is attached and then this job is recurred, you

now have the option of applying the company signature and form to the recurred jobs

1. Create the original job and aftach the company signature and or company form
required

2. Select Recur to move to the recur screen and set your recurrence options as per
normal

3. Tickto apply company forms and or company signatures

" End After: CCCUITences

e

‘“End By:| 30-06-201

Apply the following items

Company Forms

Company Signatures

4. Click CREATE RECURRENCE JOBS

PDF Job Cards

Tick the jobs to export and select Export To Job card PDF Format and press SUBMIT

Export To:| Job Card PDF Format v SU]MIT

Sublet
Invoice/Warranty

oice/Warranty

show Invoice Recur 4




Tick the items you would like to print out with the Job Card, or select Check All, and press SUBMIT

i Flease salect to be exported

check/Uncheck all
Job Detai
lob Parts
Job Photos
Job Signatures
Job Company Signaures
Job Notes
Job Notes Attachment
Service Reports
Quotes
Comparny Forms
nvoice

suBMIT

A list of the various documents will display for downloading and display as done previously.

DOWMNLOAD FORM #5WNMS

DOWMNLOAD PDF FILE - #1690
DOWMNLOAD PDF FILE - #4029
DOWMLOAD PDF FILE - #2622
DOWMLOAD PDF FILE - #4599
DOWMLOAD PDF FILE - #4503
DOWMLOAD PDF FILE - #1694

PLEASE NOTE: Company forms and Quotes/Service reports will print out to separate pdf documents. Job notes and Job
images will be included as part of the main document, but will print on separate pages.




Chapter 6: Schedule

Scheduler View

- - " & L L
i-Dispatc Do s Comparyostal
SCHEDULE () PHLPPA DUBAVTE
) | lozourd®
| Schedule- b |
Al Mobie St B (c] Urassigned
P otoday v Manday 27, Oct - Sunday 26, Oct Day ‘WR‘(‘ Month
Vonday. Octeber 20 1uesday. Cctober 21 'Wadnesday. October 22 _ -~riday. October 24 saturday October 25 sunday, Uctober 26
-
S e a—
SO.155RE = |
o
0 £
e — emnens |
‘ 230330 drect? T |
' ‘ assasan ‘ 250320.4test2 " |
| 1
= Show 24 neurs...

The default view is the current week, all mobile employees, all job status’s. Jobs will display in the scheduler as scheduled
view. They will display coloured as per their current status. [key is on the right]. Today will be marked with grey through
the date header. Jobs will display that are booked between éam and épm [business hours]

On the left hand side you will see scheduler, indicating that the scheduler is your current view option.

| Scheduler =7

EXPORT TC PDF

All Mobile Staff 4
— All M obileStaff

Quentin Sparr ow e
e o
—| CaherineBird
—| Dorothy Dix
Peony Rosemond
Pip Mobilke Durante

Mini Mouss
Fiona Bardh

1nam

EXPORT TO PDF on the left, will allow you to print a screen shot of the scheduler as it appears on the screen.




Filter jobs by mobile staff member. On the left, the default will be All Mobile Staff. You may select the drop down and
click on the name of one particular mobile employee, then the scheduler will refresh to only show jobs allocated to this
person.

Filter jobs by job status. Ticking or unticking job status key selections on the left then selecting UPDATE SCHEDULER, will
cause the schedule to only display jobs of the status requested. For example you may not wish to show jobs cancelled,
closed or rescheduled, so untick these and UPDATE SCHEDULER

=l Unassigned
=l Assigned
7 Accepted

Startzad

On-Hold

Iri-Hrograss

Complatzd

Closed

Rescheduled

TR By Adrninisirator

L] GINRBY VB hiTE

| UPDATE SCHEDULER I

Date selection options: Above the scheduled jobs is your date selection bar. The < arrow will take you back and the >
arrow will take you forward. If you selection on the right is Day, then the arrows will take you back and forward a day. |If
your selection on the right is Week, then the arrows will move you back and forward a week. If your selection is Month,

then the arrows will move you back and forward a month. If you select the down arrow  to the right of today a
calendar will display and you may select a specific date.

1 » today T Wednesday, October 22, 2014 |Da.f| Week  Month

View job Details: Hover your mouse over a job on the scheduler to see the details. Click Show On Map at the bottom of
this information to see where the job is. *TIP this will help in allocating subsequent jobs close to where the employee is
currently working. Use the roller on your mouse to increase or decrease the focus on the map.




S
J0B ID: 2615

lob Booked on: 22/10/2014 10:30

Job Status: Started

Mobile Staff: Quentin Sparrow

Customer: Woolmers Estate

Address: WoolmersLaneLongford 7301 Tas
Description:

Show On Map

Edit a job: Double click on ajob on the calendar to open it up to edit it or cancelit.

Add a job directly via the calendar, right click on an empty space and left click on Add Job. A quick job enfry from is
available. * NOTE adding a job via the scheduler is designed to be a quick entry option. If you require additional fields,
forms, signatures etc, these will need to be added via the Add Job entry point under the Jobs tab.

|| =) s0b Detail
Job Title Clean Guttering
Status Assigned v
Client Dragonfly v
Contact Person Darren
I Contact No 03 63319402
Job Start Date [23/10/2014 10:30 AM o
Duration hour(s) 030 ¥
\Address 1 56 Dodgin Street
Suburb Wynyard
| |State Tas
PostCode 7230
Country Australia

\Assign to Staff Quentin Sparrow v

Comment Access via rear laneway

ADD JOB

View jobs booked over a 24 hour day, on the bottom left hand side select Show 24 hours

5em

+ Show 24 hours..




Actual View

Change the view to Actual, you will see the actual time of the jobs. Therefore if s job was started and not completed,
this will display as started and continue on [see the green bars on the below screen shot representing incomplete jobs].
If a job was due for completion at 10:30, but actually finished at 10:00, you can see this with this view.

| Actual -
Sl oo Tovee| e | ST

Monday, October 20 Tuesday, October 21 | Wednesday, October 22 Friday, October 24 Saturday, October 25 Sunday, October 26

[ - 9
T E Unassigned

Assigned

unassigned 1 o ‘ UPDATE SCHEDULER
gm
0% soas0:0
Recehved Messages

120"
. o
[e=m— ZHos0na ez
3e7 = l

e Jobsmay be viewed, edited and added as per the scheduler view
e Choice of displayed jobs by status is as per scheduler view

e Option to display business hours or 24 hours is as per scheduler view




Chapter 7: Reports

General Report

To select data: Enterin your date range parameters by clicking on the calendar icons at the right of each date field.
Select SEARCH

lob Date From: | ;03,2015 i Job Date To: | a/04,2015 11 searcH

Data listed on the General report: JOB ID; Customer Ref No; Job Title; Job Booked Date; Address; Suburb; Postcode; State;
Status Type; Client; Staff, Data from the 3 additional fields [only if data is entered against these fields]

SN Sales Ropart Parts Used seaff List Client List Pairts. List

Booked Date From: | 1,031/201% B Booked Date To: | 3p/03/2015 B | seanc

By | | X | A
5 EE

Drag 2 column header and drop it here to group by that column

Customner Ref No Joits Tiele Joh Bookied Diate: Addre=ss Suburb PostCode State
¥ |7l |3 v |7 [+ || L
Wrest Wrost :l\;:_{c::c,\ PO Ban 645 Kingstan 2604 ACT

Created By Created On

Status Type

PH

Assigred Luica Darling 28/03/2015 TS430

To search by Job, enterin the JOB ID in the search box
To see details of a job, click on the arrow to the left of the job ID
Reorder report data: To reorder the data on the report drag and drop the column headings.

= Click on the column label you would like the report to sort by

Genera SalesReport Parts Us=d Stat Lt ClientList PartsList Time-Action Buk Invoice
Booked Date From: ; 12015 Booked Date To:| 15/04/2015 SEARCH
JobBooked Dae o XJ St 4 X m
JobiD# Customer Ref No JobTitle JobBooked Date | Address Suburb PosCode Stae T S
_ \ 4 FC J@l+| 51 51 I3 I L <) [l
o recordsto dpiay.

=  When you see the arrows appear on either side of the line on the far left, let go of the mouse
click.




= Repeat this process with as many headings as you wish fo sort by

Booked Date From: | 1/03,2015 [ Booked Date To:| 31/03/2015 [ | sesrcH

X
JoflBooked Dare v X - State . X {ID 4 X
JobIDi Customer Ref No Job Title Job Booked Date | Address Suburb FosCode Stae StatusType
_ L4 & |V | An M|
4 || 10bBooked Date: 9/03/2015 4:00:00 PM

State: ACT
4 ID:Assigned

59 Canberra

» 26810 FO 123 Check Door N Griffith 2501 ACT Assigned
Avenue
4 lobBooked Date: 9/03/2015 3:45:00 PM
4 State:ACT
4 ID:Assigned
3 5138 delivery of goods Delivery 17 Franklin St Manuka 2603 ACT Assigned
4 lobBooked Date: 9/08/2015 12:00:00 PM
4 State:ACT
4 ID:Assigned
» 23004 Low Mairtenance Qe on L8 Mildra Fyshwick 2609 ACT Assgned
rejuvenation Street
» 23356 Low Mairtenance Qe on L8 Mildra Fyshwick 2609 ACT Assgned
rejuvenation Street

4 JobBooked Date: 6/03/2015 5:00:00 AM
4 State:ACT

Saving data to .xIs. Click on the icon of the format you would like to save the report to. This will display on the upper left
of the report and will save to the download folder on your computer.

b |
(R . - [ |

Booked Date From: IT

4

lob Booked Dae = X [ 5

JobID#

Sales Report

Enter in your date range parameters by clicking on the calendar icons at the right of each date field. Select SEARCH

Data listed on the Sales report: Invoice Number; Job Title; Invoice Date; Client; Staff; Payment Received; Amount; GST;
GST incl. Amount; Customer Ref Number and Job Number.

The sales report is great to clearly see which job’s payments are outstanding and what the amount of these payments
are.




Payment Recened? Amount G5T AmountGST

[ NO - |

MO 5604.00 56.00 5610.00
MO 5120.00 51.20 5121.20
MO 5175.33 56.90 5182.23
MO 5136.67 51.20 5137.87
MO 5640.00 514.50 5654.50
51,67 6.00 529.80 $1,705.80

Parts Used

Enter in your date range parameters by clicking on the calendar icons at the right of each date field. Select SEARCH

Data listed on the Part Used report: JoblID; Job Title; Job Booked Date; Mobile staff; Part Added by; Part code; Part
Name; Purchase Price; Sales Price; Sales Price Charged; Quantity; GST; Total; Gross Margin; Gross Margin as a %

This report is great to see what parts and how many have been used for inventory control purposes. Also if a product is
recalled, you can easily identify which customers have been allocated the part. And assess your part charges to ensure
that your costs are being covered.

Example Part Code entered Tap, with filter Contain selected, will pick up any part codes with the word tap in the code
for example Tap Washers. | can then see 50 Tap washers have been used in the selected date range.

Purchase Recommendeg Sale Price

C Ty 3
Part Code Part Mame Price Saia Price Charged Quantiy G
Tap T
Tap Washer Tap Washer 52.00 53.50 53.50 50 51

Total parts 1 $2.00 53.50 53.50 50.00 s
Total part= 1 %2.00 $3.50 53.50 50.00 S0

Resizing columns: In order to display a filter, you may need to resize a column.

e Click on the line between the column you would like fo increase and the next column to the right.
e Atwo sided arrow will appear with a message Drag to resize
e Dragthe line between the two columns to the right to increase the size of the left column




N

= 5i

Part Name PurghasePrice Quantity « ol
Drag to rifsize

1] | — ) [
Mowing Lawns 530.00 1 50.60 113
Mowing Lawns 530.00 1 50.60 13
Total parts 2 560.00 2.00 5120 51

e This method may also be used to hide columns, by dragging one column into the next

Staff List

Select GET STAFF LIST

Data listed on the Staff List report. Staff ID; First Name; Last Name; Role; Mobile Number; Email; Active/Inactive; Created
date

Lastname Rode Kobile Mumber

HMoFiker

Contains

nmon

In order to filter the report by all mobile staff, enter Mobile in the filter box and select Contains, this will select all staff with
the word Mobile in their role.

It is great to have allist of current staff to compare against your payroll.

Client List

Select GET CLIENT LIST




Data listed on the Client List report: Client ID; Client Name; Client Code; Company; First Name; Last Name; Mobile;
Phone; Email; Address 1; Address 2; Suburb; Post Code; State; Created Date.

HNotIsEmaTy

To sort by all clients with email addresses select the filter icon and the opfion Not is Empty and only clients with emaiil
addresses will display.

This report is really useful for reviewing to ensure that customer contact details are up to date and to see gaps which
may need to be filled. This may also be used for mail merges to keep in regular contact with clients.

Example - to find any new clients — for customer relations purposes - Select created date 1/1/2015 and the filter Greater
Than. This will display any new clients added to the database since the 1/1/2015.

Received Meszages

State Creaed Date
voeos | [T
NoFier
Tas 20/03/2015 12:15 EquaTo
MotEqualTo
Unknown 18/02/2015 22:00 GreaterThan

LessThan

GreaterThanOrEqualTo

LessThanOrEqualTo
sMul

Notlshu:

Parts List

Select GET PARTS LIST

Data Listed on the Part List report. Part ID; Part Name; Part Code; Purchase Price; Sales Price; Tax Rate; Active/ Inactive:
Created Date.




Part Code Purdhase Price Salc: Price T Rate ActivefInactive

To filter all parts with a 10 % tax rate, Type 10 in the filter box then select EqualTo. Only parts with a tax rate of 10% will
then be listed.

You are able to filter data by more than one criteria at a time, for example filter all active parts with a 10% tax rate.

This report is useful to ensure that your parts list is current that and that any parts made obsolete and replaced or parts
which have undergone pricing changes have been deactivated and replaced in your database.

Time —Action

Enter in your date range parameters by clicking on the calendar icons at the right of each date field. Use the drop
down arrow to select your employee then press SEARCH

Data Listed on the Time-Action report. Date, fime; Address; JoblD; Status: Client; Staff; Description; Job Duration; Shift
Duration, Travel Duration, Time Log entries or normal and overtime and Customer Reference Number.

This report is great to use as a timesheet toal, to assist in the accurate production of payroll data. It provides simple
analysis of billable time on the job, travel time and other time to make up a daily hours.




Compary Name: P Enterprise
Date Report Generated: 14/04/2015
Report Generatad by: Philippa Durante
Employee Time Sheet
For the Period - 5/2/2015 15:12 - 11/2/2015 15:12
| Date Time [ Address [ | Status [ Client [
I I | I I
Date: 10/2 /2015

10/02/2015 15:32|53 Elphin Rd, Launceston TAS 7250, Australia [shift started Luca Darling
» 10/02/2015 15:32|53 Elphin Rd, Launceston TAS 7250, Australia [Travelling started Luea Darling.
| 10/02/2015 15:42 |53 Elphin Rd, Launceston TAS 7250, Australia Travelling Ended Luca Darling
? 10/02/2015 16:12|53 Elphin Rd, Launceston TAS 7250, Australia 2634|started Woolmers Estate Luca Darling
} 10/02/2015 16:37|53 Elphin Rd, Launceston TAS 7250, Australia 2634|completed 'Woolmers Estate Luca Darling.
5 10/02/2015 16:50(|53 Elphin Rd, Launceston TAS 7250, Australia Shift Ended Luca Darling
i 10/02/2015 17:02 |53 Elphin Rd, Launceston TAS 7250, Australia 4488|Started 'Woolmers Estate Luca Darling
¥ 10/02/2015 20:27 4488|Completed 'Woolmers Estate Luca Darling
r 10/02/2015 20:27 4490|started 26032014 test 2 Luca Darling
3 10/02/2015 20:42 [Travelling Start=d Luca Darling
1 10/02/2015 20:42 Shift Started Luca Darling
¥ 10/02/2015 20:43 4430|Completed 26032014 test 2 Luca Darling
I 10/02/2015 20:46 2413|started 'Woolmers Estate Luca Darling

Bulk Invoice

In the instance where you may do multiple jobs for the one client, we now have the option of including multiple jobs on
the one client invoice.

Client:

Invoice To: | susmm

Customer Ref No

Car Detail 48C Car Rentals Car Detailing. Lucas Darling ABC CarRentals. 123 High Street

2734 Brown Merc 125 Car Detail Car Detialing Merc 125 Lucas Darling ABCCar Rentals 123 High Strest

Showing total () entries.

o Select the client, and date range of jobs.
o Tick the export box and Submit

REPURT

Eenarz Beullic Inwoicing

w || | From: | To:| 28-11 SEARCH

Alu Artention
- Generate an invoice in @ 3nd party acoounting system and enter the details below
OR
- Generate an invoice within i-dispatch

Select Invoice Type External Invoice
®=Generate Invoice

Type = lnvoice
Warranty
Comment Ino

GENERAT E INWMCE

o Enterthe invoicing details e.g. external, infernal, invoice or warranty and generate invoice.




Skills & Certificates

In the instance where you would like to check any skills or certificates listed against your staff and the expiry dates of
these documents, we now have the option of producing this information.

o Select the skills-Certificates tab
o Press GET SKILLS —CERTIFICATES LIST
o Select any sorting or filtering criteria required

Data Listed on the Skill & Certificate report: if the item is a skill or cerfificate, the name of the skill or certificate, the expiry
date, the staff name and the staff members role.

Chapter 8: Dashboard

Select Dashboard from the menu selection on the top right.

The dashboard will provide a summary of what is happening in your business today. It will display some simple
measurement matrix to provide transparency and enable maximum business efficiencies.
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On the left hand panel we have:

Select Date

17-04-2014

& seTDaTE

When opening the dashboard, it will default to today’s date. To change the date, click in the date field, select the date
on the calendar and press set date.

PLEASE NOTE, when changing the date, some data will not be available and will not revert to the previous date’s data.

Data Refresh Frequency

Ewery 5 manutes ¥

& serFRECUENCY

Data refresh frequency defaults is of every 5 minutes. This means the data on the dashboard will automatically update

every 5 minutes. This frequency may be reduced to every 10, 30 or 60 minutes. If you require the dashboard to refresh
more frequently, simply select the reload icon next to the address line.




Jlobs Started On Time

Mumber of jobs started on time today is 0

Jobs Started on time will display the number of jobs which started on time today.
MNumber of lobs On Today

Number of jobs started today is 6

Number of Jobs on Today, will display the number of jobs started today. This information updates automatically from the

job table.

Num. of Available Staff On Today

Number of available staff countis 5

Num. of Available Staff On Today, reflects the number of staff with the status marked available. This information updates

automatically from the staff records.

Clients Served Today

Dussnbevan Amed Came Centre
RN DEYEN ASED TR RN

UNITInG Lains BEins

SEND SM5 AND MESSAGE

Clients Served Today, will list clients who have jobs starfed today. As the status is changed to started they will appearin

the list.

You are able to send a SMS message or email to a client or clients from this screen.

1. Tick the boxes of the clients and select SEND SMS AND MESSAGE




(] |-Dispatch | Dispatching - Google Chrome = B

[} testi-dispatch.com.au/DashboardClientMessage.aspx?cid=113 @

DASHBOARD CLIENT MESSAGING

Woolmers Estate Ema # SMS | 0407858715

(5]

Queanbeyan Aged Ema SMS
Care Centre

Message

SEND !

2. If an email address and Mobile number have been provided for the client, they will automatically
propagate the fields, if not, of there are different details, over type the fields to enter the correct
contact details.

3. Tickif you would like to send the message by SMS or Email or both
4. Type inthe message and press SEND

Meed Help - Enter your question here

SEND I

Need Help. then enter your question in the box and select SEND. This message will come through to the support team.
A member of our support team will then make contact with you, and respond to your query.

On the right hand panel we have:




Current lob Status Summary

(3
0
@
§

(=] (=] (=] (=] (=] (=] (=] (51) (K1) (=] (=]

Current Job Status Summary will display all jobs which are being worked on today, by their current status. To see a job,
click on the number displayed, and a list of the jobs will appear.

Staff By Current Status

o 5 =7 k
s L Dariine & Ei=
Catherine Bird Svailable
Dorothy Dix A i
Peony Roc=mond O Anvrvual L - Tall: 30,70.4,2014 00400
Pip Mekdle Dussnte Oy Arruesl Lesre — Tl 2200 2014 0000

SEND MESSAGE

Staff by current status, will display all mobile staff and their current availability. If a mobile worker changes their
availability, this will automatically update on the dashboard.

The office is also able to send a message to the mobile staff member from the dashboard.

1. Select the employee [s]
2. Type the message into the box provided
3. Select SEND MESSAGE




lob Motes

Date - Time

Sender Meszage

The lBdder provided 172014 114133

Cartherane Bard

3taff Messages

Semnder Meszage Date - Time
Catherane Bard Stopped on Mediands 17042014 113248
L Drarfing Jst taiing an sarky... 17042014 113821

Job Notes and Staff Messages — any job notes or mobile staff messages, will automatically come through to the

dashboard, for the job dispatcher to see.

In the middle panel we have:
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Map View — you may view this by current location of all staff, the location of all jobs booked in today, or the current

status of all today’s jobs.
Clicking on the coloured marker will display details of the job, job time and location. The colours next to each of the job
statuses in the summary, match the marker colours on the map, so you are able to identify at a glance, the current

status of all jobs.




Inwoice

TODAY WEEK MONTH

1o b= invoeced 1 4

L

-

rd

nvoiced 1 1

Invoice displays any jobs completed foday and in the last week that have been invoiced or are to be invoiced. This will
ensure that you can easily see any jobs which could be invoiced to bring revenue into your business. Click on the
numbers to see a list of the jobs which they relate to.

Parts
TODAY WEEK MONTH
Totsl Ozt £183.00 420000 £2,875.00
Total Soid $273.40 %1,700.320 5571630
Total Uzed o a7 147

Parts will display the units or quantity of parts used today and this week, and the value of these. This will assist with stock
control, ordering and invoicing control.

Jobs Qutstanding

0 - 5 min 0
Smmn - 15 mn L]
15 min - 30 min [

S man- 1k i)

I
T
'

e
T

I

1
4 h- 1 day 0
1 day - 2 day o

2+ day 0

Jobs Outstanding displays the difference between the booked time and actual job start time. For example a job is due
to start at 2:00pm and actually starts at 2:10pm. This will appear under

Job Duration Exceptions
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Job Duration Exceptions shows any job which has gone over the duration set in the job details. For example when
entering the job in the system it is enter with a duration of 30 minutes to complete the job and the job takes an hour, this
job will display in the 30-60 minute area. This will allow the business to be aware of the length of time actually required to
complete a job and therefore maximum efficiency in scheduling. Click on the numbers to see a list of the jobs which
they relate tfo.

5-15 minutes. Businesses can then interrogate why jobs are starting late to better manage this. Numbers can be clicked
on to see the jobs they pertain to.

Assigning work based on job location.

= You may change the Select date to tomorrow and SET DATE

=  You may change the map view to All jobs booked in today [which will then represent
fomorrow's jobs]

=  You may see the current job status summary of fomorrow's jobs.

= ALL OTHER FIELDS WILL CONTINUE TO REFLECT TODAY'S DATA

Select Date Change Map View :| Al jobs Booked InToda v Current Job Status Summary
3 % i % . ; vapview ) ( Unassgned 1
& ) ad 2 z
i Vo % H b :
T Nature Accepted
@ SETDATE ! Reserve Braddon, =
m Hoyey 2 Austr @7 Started
r
Natiogzl Complered
University.
Data Refresh Frequency P Reid Fairha Lzl
7 memmPalk Acton e OrrHoid
3
4 Commonwieaith , y i in-Progress 0
v o Park % $
QF 9 @ Rexcheduled 0
é‘% = Y Campbell %% Cancelled By Adminstrator 0
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@ SET FREQUENCY @ éjv‘:u; Park W Caricelled By Mobile 0
[ St
bt Greuilea
Parkes Park Majura .
Jobs Started On Time varaumia - Canberra o Staff By Current Status
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o Assign unassigned jobs. When reviewing tomorrow's jobs, you may
= Click on the number of to the right of Unassigned jobs, under Current Job Status Summary and
see the summary detail of any jobs.
= Click the drop down arrow at the end of the staff field, to allocate a staff member.




[ i-dispatch.com.au/DashboardPopup.aspx?type=6&joblD=25962|
PHILIPPA DURANTE

DASHBOARD DETAIL 8 s

Current Job Status Summary

i, Attention Message R 7
i you wish to assign the unassigned jobs, please picka staff and submit it \ . |

Accepted

o
Job ID Customer Ref No Booked Date Staff Customer
Started 0
25562 P0O235 17/02/2015 10:00 Clean Filter Woolmers estate Complezed o
3 Clos=d )
Showing total () entries Quentin Bird
Lucas Darling On-Hold 0
Annie Spencer | In-Progress 0
SUBMIT Daffy Duck Rescheduied o
- - Mickey Mouse |
Cancelied By Admmnstrator 0
Cancelled By Mobile 0
Staff By Current Status
Q«‘—i!:q | @ Quertin Brd Available
\’ ng% \ g (] LucasDarfing Sick Leave
W TTIARSSORES L Py N £ i - = 2

PLEASE NOTE: If you have staff that do not appear on your maps, or on the location tab in the job, please check they
have the location settings furned on, on their mobile device. [Seftings | Privacy| Location Services| i-Dispatch - check
this is sef to on, on the mobile device]




