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Overview of Gold Service

Gold Service is split into 2 elements: The Mobile App and The Web Portal. The engineers will use the Mobile App to log time, activities and documents
against jobs and this information is fed back to the Web Portal for users to view, amend and authorise this information.

The following diagrams show the process followed by engineers using the Mobile App and approvers using the Web Portal:

- MOBILE - WEB -
APP PORTAL

When the manager is happy
that the job is completed, it is
then invoiced to the customer
using the usual Gold process

The Manager then approves the
data for the job in the Web Portal,
and has the option to print off the

The engineer works on the job
using the Mobile App. Information
is sent back to the Portal at

A job is created in Gold or
Scheduler and assigned to the
engineer. The job then appears

in the Mobile App

different stages in the process

updated job confirmation

Enter a short
Start Labour Ca:z;t;t;he Go to the Job E:m';li:e“tmhzt Press the “Save’ Stop Labour comment in the
Time . Story screen : button Time Labour
instructed has been done I
Information is Information is
The clock will Comments box sent to the Portal Labour line sent to the Portal
start recording the iob has been and Gold and is comments box and is visible
time clu stomised visible in the Job will appear next to the
Story box labour line
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This document is intended to be used as a training manual for all users of the Web Portal. It contains screen shots and process instructions for all parts of
the Mobile App and Web Portal. There is a separate, bitesize Training Manual for the Mobile App for the Engineers.

You can also find lots of short training videos on the Gold Service Landing Page, which can be found in the Customer Portal of the Ibcos Website.

Overview of the Web Portal

The Web Portal contains the information from jobs that are being worked on in the Mobile App including:

Stop and start times for travel and labour

Clock hours of the machine the engineer is working on

Travel Mileage

Job story

Parts used and returned on a job (only available with a Gold Service 2 licence)
Photos added to the job (only available with a Gold Service 2 licence)
Customer signature

Using the Web Portal, the managers can review jobs in progress, view and authorise photos added to the job and approve completed jobs.

Ibcos Gold

&  ibcos@ibcos.co.uk
To access the Web Portal, open a web browser and enter the specific URL provided by Ibcos

when Gold Service was implemented. ol B
This URL is unique to each dealership. e
The URL will prompt you to enter a username and password. Note: This will be different to

the username and password used to access Gold. It will have been provided by a system administrator.

00

J 012
[ =]
=

Enter the username and password, and press the Log In button
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Overview of Core Portal Screens

When you log into the Web Portal, it will take you to the Job screen. You will see 2 tabs at the top of this screen: ‘In Progress’ and ‘Logged’.

The ‘In Progress’ tab shows you all the jobs the engineers are currently working on and have not yet marked as completed. The ‘Logged tab’ shows you
all the jobs that have been completed and are now logged for checking. You will also see a drop-down menu which allows you to move between depots as
well as a search bar which allows you to search for information.

WO rkShOp Emma Hunter &

f Workshop v Jobs

1 -Ibcos Computers Ltd (POOLE) ) (T pe to Search ‘ )
1

Q Job Search

©® Time Approval

Type ID Description Account Name Contact Name
P4 106797 PLNSRV 10000439/0 COM3560/PW0006 Planned Maint - Wgd Service
pa 106793 PLNSRV 10000515/0 C5150/PW0006 Planned Maint - Wgd Service

Down the left-hand side of the screen, you will see various options to take you to other areas of the Web Portal. These include:

e Jobs: Shows a list of all jobs which are allocated to engineers.

e Job Search: Enables you to search for jobs

e Time Approval: Enables you to approve engineers time entries and amend the data before approval
e Engineers: This read only screen provides details of all the engineers

S’ Did you know?
- 0 = When you select an individual depot, only the engineers belonging to that depot will be shown. However, all time logged, regardless of
@ & depot, will be shown for each engineer.
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The Job Search screen allows you to carry out advanced searches for information. At the top of the screen you will see a search bar. You can input your
search criteria here, and then use the filters shown underneath the search bar to narrow down your search field. These filters include:

Depot filter
Engineer filter
Status filter
Start date filter
End date filter

When you click on either date field it will bring up a calendar mode allowing you to easily choose the required date.

Workshop P 0

# Workshop *  Job Search

©® Time Approva Search Q
a8s Engineers All Depots v All Engineers v All Statuses v 23/06/2019 & 23/05/2019 ®
ID Description Status Engineer Created Date Account Name Account No
( orkshop Invoicing Live Emma Hunter 24/06/2019 11:13am Smith & Sons 1225
106528 28/06/2019 10:08am
Workshop Invoicing Live Emma Hunter 22/07/201903:49pm Abacus Building Company 1220

S o7 Did you know?
- 0 = If you need some help on the screen you are in, you can click the blue help button at the top right. This will bring up a description box to
w = &xplain how to use the screen.
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In the Portal, you will see a new title under the workshop section called ‘Engineers’. If you click on this, it will show a list of your engineers.

WO rkShOp Emma Hurkter £
# Workshop ~  Engineers

B Jobs -
Q Job Search

Id Name Depot Skill Level Active Jobs Gold Service
&8s Engineers 1 ohn Skill 1 1

2 Meil Manners 1 2

3 Rupert Jackson 2 3

When you click on an engineer’s name, it will open to a new page with 2 tabs: ‘Details’ and Stock’.

WOFkShOp Emma Hunter £

#F Workshop -
B Jobs

Engineer Rupert Jackson | 3

Q Job Search

Details Stock

(@ Time Approval

S o/ Did you know?
- 0 = The Stock Tab in the Engineers screen relates to the parts feature. More information on this feature can be found in the Parts Feature
— section.

10
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The Details tab shows all the information about that engineer, including their lunch start and end times, skill level, weekly working hours etc. All the fields
shown in this tab are read only and cannot be amended. Should you need to amend any information, you will need to do so in Gold.

Workshop Emma Hunter &
#5 Workshop ~ Engineer Emma Hunter | 333
B Jobs
Q Job Search St-:c\
© Time Approval
Engineer Scheduling

28 Engineers

[8] 333 Depot 1

MName* Emma Hunter

Initials EH

Password:

Lunch Stark: 12:00:00

Lunch End: 13:00:00

Skill Level 1

weekly Hours 39

Exclude Lunch = 0

lgnore Utilisation 1

11
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How to search for a job in the Portal

There are two main areas on the Portal that you can search for jobs: the ‘Job Screen’ and the ‘Job Search’ screen (both options can be found in the menu

to the left-hand side of the screen). The Job screen is a high-level search function, whilst the ‘Job Search’ screen allows you to search on more in-depth
filters and information.

To search for a job using the Job Screen, enter the job humber in the search bar located at the top right-hand side of the screen. You will notice the ‘In
Progress’ and ‘Logged’ tabs show the number of jobs matching that description. If you are in the wrong tab, it will say ‘no jobs match your search criteria’,
whilst the correct tab will show a number against it indicating a job has been found.

WorkShop Emma Hunter ¢
f' Workshop v Jobs
< B Jobs —
1-1bcos Computers Ltd (POOLE) $ 106839| E/)

Q Job Search

B Job Requests In Progress (0) Logged (1)

@ Time Approval Type D Description Account Name Contact Name

8 Engineers 21 106839 Workshop Invoicing Abacus Building Company Emma Hunter

The Job Search screen allows you to search using drop down filters to narrow the search on depots, engineers, status of the job, start and end date of the

job.
Works ho p Emma Hunter &

A Workshop ~  Job Search
B Jobs
< Q, Job Search , m
® Job Requests 106847 Q,
@ Time Approval (All Depots v All Engineers v All Statuses v 13/10/2019 =] 13/01/2020 ]
ERERIEES D Description Status Engineer Created Date Account Name Account No
106847 Change Filter Live Emma Hunter 16/10/2019 04:10pm Depot A 100A

12
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How to add, amend, delete and approve time in the Portal

When engineers log time using the App, it will show in the Time Approval screen on the Portal. From here, the managers can view and approve the time
that the engineers have logged. They can also add, amend or delete entries if necessary.

Workshop I
## Workshop ~ Engine i jes
B Jobs
1-1lbcos Computers Ltd (POOLE) s Add Hours
Q_ Job Search
J sts
< L — w| Emma Hunter | 333

CamgEs ¥ 04/01/2020©
Start Stop Hours Job No. Customer Comment Rate O
08:03 10:00 1h 57m 106847 DepotA AUTOMATIC (m]
10:01 10:37 oh 36m 106883 Abacus Building Company Travel to Ling Road AUTOMATIC m}
10:39 23:39 13h Om 106883 Abacus Building Company Was meant to log off at 5pm. AUTOMATIC O

P 09/01/2020©

» | Dan Maple | 88

The default view is set to show all depots and all engineers. This can be changed using the drop-down box at the top left of the screen. When you select
an individual depot, only the engineers belonging to that depot will be shown.

Click on the engineer to expand their details. Time entries are shown in date order, with the oldest first. All time logged by that engineer for that day will be
shown on this screen, even after it has been approved. This is to ensure you have complete visibility of what the engineer has done for that date.

Click on the spanner or van icons to see if the charge is standard or set against a flat rate. If it is a flat rate, the description of the rate will be shown.

Click on the job number to open the job and view Customer, Wholegood, Labour and History information. More detail on this can be found in this manual.

13
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Start Start time of labour or travel time recorded
Stop End time of labour or travel time recorded
Hours Total time recorded for that entry

Total Hours  Shows the total number of hours logged by that engineer for the day

Job No. Shows the job number that the time entry was logged against. Click on the link to open the job in full screen mode
Customer Shows the associated customer
Comment Displays any comments added to the time recording in the App by the engineer

Shows that the time recorded is related to labour

Shows that the time recorded is related to travel

The tick boxes allow you to select the row. The tick box at the very top of the column allows you to select all rows at once
Shows that a row has been selected

Allows you to delete a selected row. This symbol is only active against rows which have not yet been approved

Shows that a row has been approved

Apprave The Approve button allows you to approve time of the selected row(s)

il tne The Add Hours button allows you to add further time for the engineer against that job

QIIHEIJHEI

Shows the number of unapproved data entries for that job

14
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You can add hours for an engineer in the Portal using the Time Approval Screen. There are 2 methods of doing this.

The first is to use the ‘Add Hours’ button at the top right-hand side of the screen. This will open a new box and allow you to fill in the details to add extra
hours. In this screen, you have the option to ‘pre-approve’ the time before you add the entry. When you are happy with the content, press the save button.
This will take you back to the Time Approval screen.

The second is to use the ‘Add Hours’ button at the bottom right-hand side of the screen. This will create an extra labour line at the bottom of the engineer’s
section, allowing you to enter the data for the extra hours.

WO rkShOp Emma Hunter €

4~ Workshop ~ Engineers Time Entries

B Jobs

1-Ibcos Computers Ltd (POOLE) : & Ref esh Add Hours
Q, Job Search
Job Requests

@ Time Approval vI Emma Hunter | 39 Workshop
&% Engineers
= N 09/01/20200 A Workshop * Create Time Entry
& Jobs
Jobr Q
Q Joh Search
Start Stop Hours Job No.  Customer Comment Rate O — oo
i ngineer
09:39 10:02 oh23m 106797  Planned Maint - Wgd AUTOMATIC ¢ A0 © Time Approval St P
Service a2 Engineers
End m
15:33 16:39 1hem 106839  Abacus Building AUTOMATIC % 0 Activity
Company
Comment
17:07 033 fh 10h26m 106839  Abacus Building AUTOMATIC A0
Company

Total Hours: 11h 55m

Add Hours P >prove

Labour % 03:33 | | 00:00
Total Hours: 11h 55m

ca

15
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All time entries made in the App by the engineer will show in the Time Approval screen on the Portal.

WO rkS hOp Emma Hunter £t

J Workshop ~ Engineers Time Entries

Change Stop Date X 8 Jobs
1-1bcos Computers Ltd (POOLE) 5

Q, Job Search

Activity 17:07 - 03:33 for job 106839 stops on a different day. Job Requests
Start: 09/01/2020 05:07pm @ Time Approval v| Emma Hunter | 39
Stop: 10/01/2020 03:33am o i

& Engineers v 09/01/20206

If this is incorrect, please select 2 new stop date below:

Start Sto Hours Job No.  Customer Comment Rate
10/01/2020 ’ o
09:39 10:02 0)23m 106797  Planned Maint - Wgd AUTOMATIC % A0
Service
m 16:39 1h 6m 106839  Abacus Building AUTOMATIC  + 0O
Company
h26m 106839  Abacus Building AUTOMATIC A0
Company

Total Hours: 11h 55m Add Hours

You can amend the start and stop time of the entries if they are incorrect. To do this, click into the box you want to amend and enter the new time. Time
entries must be in the format hh:mm — if the recorded time goes past midnight into the next day, a black triangle will appear next to the labour line. Clicking
on this triangle will open a box asking if this time is correct and enable you to change the stop date if necessary.

Any amendments made to the start and stop times will be captured in the history tab of the Portal for auditing purposes.

!

- - Did you know?
,o\ When amending labour time in the Portal, if the screen refreshes before the amendment is approved, it will revert to the original time.

16
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All time entries made in the App by the engineer will show in the Time Approval screen on the Portal. Individual time entries can be deleted selecting the
entry and pressing the ‘Bin’ icon. A message will appear asking if you are sure you want to delete the entry. Press ‘Delete’ to remove it, or ‘Cancel’ to
abort.

Workshop Exmma unter 2

# Workshop ~ Engineers Time Entries

B Jobs i
1-lbcos Computers Ltd (POOLE) ]
Are you sure? X

Q, Job Search
@ Job Reguests m

. v . ]
© Time Approval I Emma Hunter | 333 Do you really want to delete this item? This process cannot be undone.

g
& Engineers - 04/01/20209
Start Stoy Hours Job No. Customer Comment Rate
P o Cancel Delete
08:03 10:00 1h 57m 106847 Depot A F
10:01 10:37 0h 36m 106883 Abacus Building Travel to Ling Road atomaTc =+ Be@ O
Company
-
10:39 23:39 13h Om 106883 Abacus Building Was meant to log off at 5pm. AUTOMATIC : * o}
Company

Total Hours: 15h 33m Add Hours

When an entry is deleted, the row will appear crossed out on the screen initially. Once the screen has been refreshed, the entry will disappear completely.

Start Stop Hours Job No. Customer Comment Rate

08:03 10:00 th57m 106847  DepotA +~
106883

W !

- - Did you know?
+ & When you delete an entry, it will be captured in the History tab of the Portal for auditing purposes.

17
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You can now change the rates set against individual time entries in the Portal before approving them. This feature allows you to select specific rates other
than the time clock control determined ‘Automatic Rate’.

WO rks hop Emma Hunter £}

F Workshop v Engineers Time Entries

B Jobs
1-lbcos Computers Ltd (POOLE) ] Add Hours
Q, Job Search

Job Requests

® Time Approval vI Emma Hunter | 333

& Engineers - 07/01/20200
Start Stop Hours Job No. Customer Comment Rate O
07:47 10:39 2h52m 106839 Abacus Building Company pa Tl O
09:39 12:37 2h 58m 106839 Abacus Building Company AUTOMATIC P T O
AUTOMATIC
15:33 16:39 1h 6m 106839 Abacus Building Company "ME P
- OVERTIM

3 - APPRENTICE MORMAL

4 - APPRENTICE OVERTIME
5 - CONTRACTORS
12 - ADJUSTMENTS

Total Hours: 6h 56m

This functionality will only work in conjunction with the current Gold process which is to set the applicable labour rates on either the ‘Hours Per Day’ or
‘Time of Day’ basis in the ‘Time Clock Control’ maintenance program.

You will see a drop-down list in the Time Approval Screen under the ‘Rate’ column. The Labour Rates descriptions set in Gold will determine the options
available in these drop-down lists, and the option you choose will determine the rate that is charged to the customer for that labour line.

The default rate on the Portal will be set to the ‘AUTOMATIC’ option, which will pull the rates from the Time Clock File in Gold. If no information is set in
the Time Clock program, the default labour rate set on the invoice types will be used. If no rates are set in the Invoice Type Screen, the default labour rate

set in the Engineer Rate program will be used.

To override the default rate, choose another option from the drop-down list, and approve the time entry. The next few pages show you how to set the
labour rates up in Gold, and how to amend them in the Portal.

18
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When the engineer has logged time in the App, it will show in the Time Approval screen. From here, it will need to be approved for the entry to be added to
the job. If you hover over the spanner icon, it will show you what type of labour rate it is (i.e. standard labour rate)

To approve the time entry, select the row using the tick box, and press the ‘Approve’ button. Any rows which have been selected will show a tick in the tick
box and these will all be approved. Once they have been approved, the tick box will change to green

Once all the rows have been approved for a specific engineer / date combination, the time entries will disappear from the screen when it is refreshed. If
more time is logged against that engineer for that date, all the time entries will all re-appear on the screen again with the status of approved.

WO rkShop Emma Hunter £

#~ Workshop v

B Jobs

vl Emma Hunter | 333
Q, Job Search

w 07/01/2020©

Job Requests

@ Time Approval

Start Stop Hours JobNo. Customer Comment
& Engineers
e 07:47 10:39 2h 52m 106839 Abacus Building
SEmpEDy Standard Labour
09:39 12:37 2h 58m 106839 Abacus Building
Company
15:33 1639 1hem 106839  Abacus Building >~
Company

Labour + 16:39  00:00
Total Hours: 6h 56m

- - Did you know?
+ &+ When the time entry has been approved in the Portal, it will be updated in Gold.
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Overview of the Full Screen Mode of a Job

Job numbers in the Portal are hyperlinks and can be used to open the job in full screen mode. These hyperlinks will work in any screen that they appear in

(for example, the Search screen, Time Approval screen and Jobs screen).

When you open in full screen mode you will see numerous Tabs across the middle of the screen — Job, Customer, Wholegood, Labour and History. At the
top of the screen you will see the job information (Job Number, Status, Customer, Invoice Type and Date), and at the bottom of the screen you will see the

Job Confirmation button. All of these will be visible no matter which tab you are in.

When you open a job in full screen mode, you will default to the Job Tab. If you want to make the story box and parts box bigger, you can click on the 3
lines at the bottom left hand corner of the box and drag it down. This will make the box larger.

Workshop B Hunter 2

Invoice Type:

21 - Workshop Invoicing

I

Date:

Mileage:
0
Story:

The above equipment has been serviced in
accordance with the manufacturers
specifications

Engineer:

# Workshop *  Job 106839

B Jobs

Jo0: 106839
Q Job Search <5;:; Logged

1220 - Abacus Building Company

Job Requests
(® Time Approval C Job Customer Wholegood Parts Labour )
RAERqineets Order Number:

Depot: POOLE (1)

Completed By: Emma Hunter (333)

Completed On:

Clock Hours:
333
Parts:

parts

O

Emma Hunter (333)

06/08/2019 11:41am

‘ Job Confirmation

N 7 Did you know?

- o = When you are in Full Screen Mode and you press the back button of your internet browser, it will take you back to the previous main screen
S and will not navigate back through the tabs. This is expected web-based behaviour which we are unable to change.
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You can view and amend details added to the job by the engineer in the Gold Service Mobile App. To do this, search for the job that you want to view or
amend and click on the job number to open the job’s full screen mode. The screen will default to the ‘Job’ tab. From here, there are 4 main areas you can

amend:
Workshop Erma e &
& Workshop - Job 106802
B Jobs
Job: 106802 Invoice Type: 21 -Workshop Invoicing
Q Job Search Status: Live
‘Customer: 1225 - Smith & Sons Date: 29/11/2018
8 Job Requests
® Time Approval Job  Customer  Wholegood  Parts  Labour  Documents istory
18t Engineers Order Number:
Depot: POOLE (1) Engineer: Neil Manners (2)
Mileage: Clock Hours:
3339 7
Story: Parts:
The job story will show here Mo parts
D
Mileage: If the mileage has been entered in the App by the engineer, it will appear on this screen. If not, it will remain blank
Job Story: If a story has been set against an invoice type in Gold, it will here alongside any information entered in the App by the engineer
Clock Hours: If the clock hours have been entered in the App by the engineer, it will appear on this screen. If not, it will remain blank
Parts: Parts notes added to the parts text box in the App will be visible here once the job has been marked as completed in the App

To amend these areas in the Portal, click on the box you want to amend, type in the information and press the save button. For mileage and clock hours
you can use the arrows that appear when you click on the box to increase or decrease the value as necessary.

If you enter information and want to revert to the original data, you can press the reset button. This only works if you have not yet pressed the save button.
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The Customer Tab provides visibility of the following information:

= Customer Account Number
= Customer Contact Name

= Customer Delivery Address
= Account Name

= Customer Phone Number

WO rkShOp Emma Hunter €t

o#F Workshop ~ Job 106839
B Jobs
Job: 106839 Invoice Type: 21 - Workshop Inveicing
Q Job Search Status: Logged
Customer: 1220 - Abacus Building Company Date:

Job Requests

@© Time Approval Job Customer Wholegood Parts Labour Documents History

a8 Er

“&: Engineers Account No.: 1220 Account Name: Abacus Building Company
Contact Name: Emma Hunter Contact Phone No.: 01202714200
Delivery Address:

Job Confirmation

The data on this screen is pulled from the information entered when you created the job in Gold and cannot be amended in the Portal.
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The Wholegood tab contains all the information relating to the Wholegood being worked on.

WO rkShop Emma Hunter ¢

# Workshop
B Jobs

Q, Job Search
Job Requests
@© Time Approval

& Engineers

~ Job 106839

Job:
Status:
Customer:

Job Customer

Wholegood Number:
Make:

Engine Power:
New/Used:

Group Code:

Registration Number:

Warranty End Date:
Replacement Date:
Finance End Date:

Specification:

Wholegood

106839
Logged
1220 - Abacus Building Company

Parts Labour Documents

10000629

Normal Franchise

Used

USED TRACTOR

05/08/2019

History

4 Wheel Drive, Aircon, 16 Forward 8 Reverse, Hydro Spool Valves

Invoice Type:

Date:

Serial Number:

Model:
Clock Hours:

Year:

21 - Workshop Invoicing

Job Confirmation

This data on this screen is pulled from the information entered when you created the job in Gold and cannot be amended in the Portal.

Engineers can add the serial number to the job in the description tab of the App. This information is then fed back to the Portal. Should the information

entered not correspond with the serial number registered to the Wholegood, you will see a warning triangle
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The Labour Tab allows you to view all the labour recorded for that job by all the engineers who have worked on it. This screen cannot be edited.

WorkShOp Emma Hunter ¢
#F Workshop ~ Job 106839

B Jobs

Job: 106839 Invoice Type: 21 - Workshop Invoicing
Q, Job Search Status: Logged

Customer: 1220 - Abacus Building Company Date:
Job Requests
Time Approval Job Customer Wholegood Parts Labour Documents History

8% Enai
&+ Engineers Approved Labour: 1.12 hours.

Rate Labour Description Date Engineer Hours Value
1 11.40-11.41 LA 06/08/2019 Emma Hunter 0.02 0.60
2 15.33-16.39 LA 07/01/2020 Emma Hunter 1.1 38.50

Job Confirmation

* The Rate Column — Shows the rate the labour was charged against

= The Labour Description - Shows the times for the labour

= Date Column — Shows the date the work was carried out

= Engineer Column — Shows the engineer who recorded that labour line

=  Hours Column — Shows the total number of hours for that labour line

= Value Column — Shows the monetary value of that labour line — this information matches that in Gold

S .7 Did you know?
- 0 = When you are in the Labour Tab, you can click on the Engineers name. The hyperlink will take you to the Engineers details page where you
® = canview information such as lunch start and end times, skill level, weekly hours worked etc.
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The History Tab captures and records all activity that is made from both the App and the Portal and is particularly useful for audit purposes.

WorkShop Emma Hunter £

A Workshop ~ Job 106839
B Jobs
Job: 106839 Invoice Type: 21-Workshop Invoicing
Q, Job Search Status: Logged
Customer: 1220 - Abacus Building Company Date:

Job Requests

@ Time Approval Job Customer Wholegood Parts Labour Documents History
282 En i
EAEngineers 21/01/2020 11:072m (117) Emma Hunter: Created activity.

EH

Created through the Portal.

10/01/2020 03:33am (117) Emma Hunter: Stopped labour.
EH2

09/01/2020 05:07pm (117) Emma Hunter: Started labour.
EH2

09/01/2020 04:49pm (107) Emma Hunter: Created activity.

EH
Created through the Portal.
09/01/2020 04:39pm (103) Emma Hunter: Stopped labour.
EH2
09/01/2020 04:38pm (105) Emma Hunter: Approved labour for Emma Hunter.
EH
Approved time from 07/01/2020 15:33:00 to 07/01/2020 16:39:00.
09/01/2020 04:37pm (106) Emma Hunter: Created activity.
EH

Created through the Portal.

09/01/2020 04:37pm (105) Emma Hunter: Created activity.

v7.21.0.202001211303 Company: 333 Ibcos Demo Data Depot: All

S .7 Did you know?
- 0 = The History Tab also captures the GPS location of an engineer when they stop recording time. You will need to have a Gold Service 2.0
w = licence to take advantage of this feature. More information on the GPS Stamp Location feature can be found in this manual.
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How to view and print a PDF Job Card

At any point before invoicing a job, you can view and print a PDF job confirmation from the Portal. To do this, search for the job you want and open it in full
screen mode. You will notice a blue ‘Job Confirmation’ button at the bottom right hand side of the screen. This button is visible on all tabs in that job and

can be utilised from any area.

f Workshop
B Jobs

Q Job Search
@ Job Requests
@® Time Approval

& Engineers

> Job 106839
Job: 106839
Status: Logged
Customer: 1220 - Abacus Building Company
Job Customer Wholegood Parts Labour Documents
Order Number:
Depot: POOLE (1)
Completed By: Emma Hunter (333)
Mileage:
o
Story:

Job story will show here

Invoice Type:

Date:

History

Engineer:
Completed On:

Clock Hours:
333
Parts:

Parts will show herd

21 - Workshop Invoicing

Emma Hunter (333)

06/08/2019 11:41am

Emma Hunter £

Reset Save

)
Job Confirmation

Click on the ‘Job Confirmation’ button, and it will open the Job Confirmation in a new page. The next page of this manual will show what this looks like.
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The job confirmation will contain all the details of the job. The data provided will pull through from the job on the Portal. You can use the ‘Back’ button to go
back to the job and amend any necessary information, or you can use the ‘Export to PDF’ if you are happy with the content.

When you click the ‘Export to PDF’ button, the item will download to the bottom of your screen. Click on this to open the PDF on your screen.

Workshop s ot 3

f Workshop - Job 106839

Job Confirmation - Job No: 106839

Acc/Order No Date Fieg Mo. Job Type
1220/ warkshap Inwsking

Make/Mcdel
Specification

Serial Mo an Mileage

Job Description vorksho g
Contact Emema Huntar

Completed By: Emema Hunter (333) Completed On:
Customer Name: MMA Sigrature Date:
Customer Signature

T ="

Jab Instructians ‘ == Fata Land me ‘

Job Story

Farts | a |

O zervice Asminlsiratar O Farss Departmant O servics Dalhvary Manager

Date Hame Hours Description

(o Beorinr

N 7 Did you know?
- o = Once ajob has been invoiced, the Job Confirmation cannot be retrieved. Best practice would be to export the PDF and save this for future
w = reference, especially in relation to warranty jobs.
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Customisable job stories

When creating a workshop job in Gold, you have the ability to customise the job story. This enables elements of the job story to be completed at any time
by the engineer on the Gold Service Mobile app, and when saved, the information will reach the Gold Service Portal immediately and be displayed in the
Job Story box. This is without the engineer having to complete the job.

This feature has 2 methods of set up:

Pre-Set Headings:

Provides the engineer with separate sections to complete on the App based on pre-set headings in the story. Set them manually when creating a job or set
them as a default story against an invoice type to automatically populate the job with this information. This process can be repeated for different
combinations. Pre-set headings are often used for Warranty purposes e.g. headings of Complaint, Cause, Correction, Causal Part.

Free Text Box:

You can keep the job story in the App as a ‘free’ textbox, allowing the engineer to input any information without being prompted by specific headers.

It is not mandatory to customise the job story when creating the job in Gold. However, if you choose not to follow this process, then the engineer cannot
edit the story and can only enter final remarks when the job is completed.

We recommend using the Customisable Job story feature if you want the story to reach the Portal before this point. Every time the engineer enters text
into the story and saves it, the text will appear in the Portal. This feature works particularly well if the job is expected to last longer than a day and is for
one engineer.

Please note: there are some constraints relating to multiple engineers working on the same job. Before you assign the job to another engineer, please
ensure the previous engineer has checked the cloud icon in the app, and manually sent any outstanding data to the portal. If you do not follow these steps,
and their story has not reached the Portal, the information will not be visible in the App to the next engineer and will not become part of the story in the
Portal. Please also remember to upload Activities or documents first, and job completions last to ensure all the information reaches the Portal correctly.

The following table shows what symbols you need to use to customise your job story.

It is important that the text is entered correctly as it is the # and the = symbols that create the text boxes and single line fields. If this isn’t done, the
headings will not be split out into the separate sections for the engineer to complete.
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The symbols must be used at the start of the sentence. If you use them anywhere within the middle of text that you write, it will not have any impact.

Text to enter on Job Story in Gold | What shows up in the Job Story on the App | Example

# Section Name # Complaint

Generates a multi text area that the engineer
can complete on the App

# Section Name # Complaint
Some pre-defined text Enter details of the complaint
= Field Name = Causal Part
Generates a single line field that the engineer
can complete on the App
= Field Name: Field Value = Causal Part: enter part number
General Text Will just appear on the App Complete the following sections in full
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Here is an example of how to create pre-set headings. For any stories set up in this way, the text is displayed back on the portal and in other areas of
Gold, like prints or reports, as plain text. It will match the format set up in the story:

Job #106874
Morkshop Invoic
10/ ! A0 Job Story

F3 bdmend
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Here is an example of how to create a single free text box for any stories set up in this way, the text is displayed back on the portal and in other areas of
Gold, like prints or reports, as plain text. It will match the format set up in the story:

! vodafone UK = 11:06
IMNV Inwv Type:21 Workshop Invoicinc Parts: uln <
Myacus Bullding Company 10/1z/19 Lakhour:

Job #106875

Job Story

Job Story

My Story

- J
- ; ; = Labour Complete
F3 hmend ! G 3 = p!
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There are 3 areas that the engineer can add comments into Gold Service, which will reach the Portal. Each area should be used in a specific way to
maximise their benefits:

e Labour Line Comments — should be used to enter information about the labour carried out and is designed for small pieces of information. For
example: the engineer can use this comments box if they have forgotten to stop labour time.

e Job Story Comments — should be used to enter any information relating to the work they are carrying out. This information should be
comprehensive and provide full visibility of what has been done throughout the job.

¢ Final Remarks — should be used to enter any final thoughts about the job.

The next few pages explain each comment area in detail.
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When the engineer presses the button to stop logging time, a comments box will appear on the screen. It is hot a mandatory requirement to use this box,
but we do encourage the engineers to provide brief information about the labour time they have just recorded. For example: they can explain that they
forgot to stop logging time and finished earlier. This information is sent to the Portal immediately and is visible next to the labour line in the Time Approval
screen. It will also be visible in the ‘my story’ section of the Gold Service App.

Workshop Ema e &

#F Workshop ~ Engineers Time Entries
B Jobs

1 - Ibcos Computers Ltd (POOLE) : Add Hours
Q Job Search

< ® Time Approval v| Emma Hunter | 333
& Engineers - 19/12/20190
Start Stop Hours Job Ne. Customer Comment Rate
10:41 10:44 Oh3m 106880 Abacus Building Company AUTOMATIC

O oo

s i 0]
1045 10:47 oh2m 106380 Abacus Building Company C\Hnished 2t10.30 but Forgot to stop logaing time yommc s & oom
Total Hours: Oh 5m ‘Add Hours

As soon as the labour line has been authorised, this comment will appear in the History tab.

Workshop Erma Huter &

Status: Live

}' Workshop - Customer: 1220 - Abacus Building Company Date: 19/12/2019
B Jobs
Job  Customer  Wholegood  Parts  Labour  Documej
Q Job Search
B Job Requests o 19/12/2019 10:55am (68) Emma Hunter: Approved labour far Emma Hunter.

Approved time from 19/12/2019 10:45:00 to 19/12/2019 10:47:00.
@ Time Approval
19/12/2019 10:55am (62) Emma Hunter: Changed end time.

& i EH
#& Engineers End changed from 19/12/2019 10:47:10 to 19/12/2019 10:47:00.

19/12/2019 10:55am (62) Emma Hunter: Changed start time

Start changed from 19/12/2019 10:45:31 to 19/12/2019 10:45:00.
19/12/2018 TOTS
19/12/2019 10:47am (62) Emma Hunter: Stopped labour. s

EH
I finished at 10.30 but forgot to stop logging time.
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The Job Story section should be used by the engineer to provide information about the work they have carried out. If you have added any text into the Job
Story when creating the job in Gold, it will show in the Job Story section on the Gold Service Mobile App,

If you have customised the job story, the text box will be available immediately for the engineer to complete at any time on the Gold Service Mobile app,
and when saved, the information will reach the Gold Service Portal and Gold immediately and be displayed in the Job Story box. This is without the
engineer having to complete the job. (See Image 1 below)

If you haven'’t customised the job story, the text box will not be available to the engineer until they complete the job (see Image 2 below):

Image 1
Customised Job Story

aill vodafone UK 12:02
< Job#106880

Job Story

Job Story

t entered into the Story
creating the job in Gold show in the
here, and if you customise the Job
Story with 2 eer can add to

My Story
19/12/2019 10:44:58

19/12/2019 10:47:10
| finished at 10.30 but forgot to stop

> v
Labour Complete

Image 2
Non-Customised Job Story

«ill vodafone UK 11:45
< Job#106880

Job Story

Job Story

Any text entered into the Story when
creating the job in Gold S in the
here, but without the custom le #,
the engineer will not be able to add to
it.

My Story
19/12/2019 10:44:58

19/12/2019 10:47:10

| finished at 10.30 but forgot to stop
logging time.

19/12/2019 11:29:19

Job took much longer than expected due
to weather.

- v
Labour Complete
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When the engineer presses the ‘Complete’ button, the Job Story will be visible to refresh their memory of what has been added during the work carried

out. The Final Remarks box should be used by the engineer to add any final thoughts at the point of completing the job. This information will reach the
Portal and be visible in the Job Story box.

il vodafone UK 12:08

{Back  Complete Job #106880

WO rkShop Emma Hunter £

ANy Lexw enterea InLo e oSLory wriern
creating the job in Gold will show in
the here, and if you customise the
Job Story with a #, the engineer can

f’ Workshop
B Jobs

~ Job 106880

Job: 106880

: . = Invoice Type: 21 - Workshop Invoicing
add to it using the text box below. Q Job Search — -
Customer: 1220 - Abacus Building Company Date: 19/12/2019

# Job Requests
v ry (@ Time Approval Job Customer Wholegood Parts Labour Documents History
19/12/2019 10:44:58 e

CHEmEzs Order Number:
19/12/2019 10:47:10 Depot: POOLE (1) Engineer: Emma Hunter (333)
| finished at 10.30 but forgot to stop Mileage: Clock Hours:
I i ime.
ogging time 0 0
19/12/2019 11:29:19 Story: Parts:
Job took much longer than expected due -
to weather. No parts.

The engineer should read the job story above
and should use this section to add any final
remarks before completing the job.

19/12/2019 12:09:14 | Emma Hunter [333]
Completing Job Story

Final Remarks

The engineer should read the job story above and should use this
section to add any final remarks before completing the job.

4
Job Confirmation

35




.
I b COS A Constellation software company

Overview of the Gold Service Mobile App

This section provides a brief overview of the Gold Service Mobile App screens, how to navigate through them and what functionality is in each one.

The first step is the log in screen. Engineers will need to enter their email, password and specific URL credentials to enter the Gold Service Mobile App.
Once these have been entered, they will see the home screen.

The Log-in Screen The Home Screen

ibcos -

Email

Password

No jobs found for Today

URL
Refresh

M oeanner
i

s .7 Did you know?
- 0 = If the Gold Service Mobile App is inactive for a week or more, it will automatically log the engineer out and they will have to enter their log in
w = credentials again to gain access.
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The home screen is the first screen the engineer will see when they log into the App. This screen has various functions:

Search Bar

The search bar allows the engineer to search for a job using criteria such as job number, customer name, date etc. This search bar is visible in most
screens in the App.

Today / Tomorrow / In Progress Tabs
At the top of the screen underneath the search bar, you will see 3 tabs:

= Today Tab: Shows all jobs scheduled for that engineer for today
= Tomorrow Tab: Shows all jobs scheduled for that engineer for tomorrow
= |n Progress Tab: Shows all jobs the engineer has logged time against but not yet completed

To move through these tabs, simply scroll through the pages. You can also scroll the tab titles at the top
of the page and select the one you want. The orange bar under the title denotes which tab you are currently on.

Last updated Time and Date
Engineers must refresh their screens on the Gold Service Mobile App to receive any changes or additions that No jobs found for Today
have been made to their jobs. Whenever they refresh the screen, the date and time of when this action was
carried out will show at the top right of the screen (underneath the search bar).

Manual Upload Cloud

Any data that has not managed to reach the Portal will be visible in the cloud icon on the App. Simply click on it,
and it will list all jobs which require a manual upload. It is recommended that the engineers do this as a matter of
course at the end of every day.

Main Menu
The 3 lines at the top left-hand side of the screen will open the main menu. More information on this is
shown in the Main Menu section

<!/, Dd you know?

- 0 = The jobs which are shown in the ‘Work In Progress’ Tab will remain visible on this screen even if they have been invoiced. They will only be
/@ & removed from this screen once the Month End process has been carried out.
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Jobs on the App will show as different colours, depending on their current status. Below, you can see what each colour represents.

GREY BLUE
ul vodafone UK =

= ibcos

il vodafone UK =

= ibcos

Tomorrow In Progress

all vodafone UK =

= ibcos

Tomorrow In Progress Tomorrow In Progress
Job #106583

Abacus Building Company
Workshop Invoicing. .

Job #106583

Abacus Building Company
Workshop Invoicing. .

Job #106583

Abacus Building Company
Workshop Invoicing. .

NOT STARTED STARTED COMPLETED
Job has not been started yet — no Time has been logged on a job, The job has been marked as completed,
time has been logged against it but the job hasn’t been completed. and is now in ‘Logged for Checking’
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In the Home screen of the App you will see a menu icon at the top left of the screen. Click on this icon to open the Main Menu.

Jobs Section:

Your Jobs: takes you back to the home screen

Favourite Jobs: Shows jobs marked as favourite (Gold Service 2 users only) ‘
Week Summary: Shows a summary of the time logged for that week

all voaaigne UK <

= ibbcos

More detail on the favourite jobs and week summary screens are provided in
this manual Today

Parts Section: (Gold Service 2 users only)
Collection: Shows parts allocated to specific jobs which need to be collected
Stock: Shows a list of stock allocated to that engineer to use when necessary

. . . . . . No jobs found for Today
More information on the Parts feature is provided in this manual

System Section:

Settings: Shows systems settings for that phone and Mobile App

Account: Shows account details for that phone and Mobile App

Diagnostics: Shows App version, Device Manufacturer and Model and OS version

Log Out:
If you need to log out of the App you can do so via the main menu

- Did you know?
W+ The main menu can only be accessed from the Home screen of the Mobile App.

Here you will see:

ol vodafone UK =
ibcos
Gold Service

[ Jobs
Your Jobs

Favourite Jobs

Week Summary

@5 Parts

Collection

Stock

{3} System
Settings

Account
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In the Main Menu, you will see the ‘Week Summary’ option. If you click on this, it will open a new screen which displays all labour and travel time the
engineer has recorded for that week. You can change the week that you are viewing by using the arrows located next to the week commencing date

Lundafone ]
ot dafone UK ull vodafone UK & wll vodafone UK o=

ibcos

Gold Service

wll vodafone UK 13:41

{ Day Summary

= Week Summary &

Week Commencing
< 13/01/2020 >

Wednesday
< 15/01/2020 >

[5] Jobs

Your Jobs
Labour Travel Total

00:00 00:00 00:00

Labour Travel Total

00:01 00:00 00:01

Job #106884 Favourite Jobs

Abacus Building Company
Workshop Invoicing. . ‘

Time & Attendance: 00:00

Time & Attendance: 00:00
Week Summary

& Parts ‘ Monday

Labour Travel

00:00 00:00

Z2Job #106863

Collection 12:05 - 12:06

Completing Job Story
Stock

{83 System

Wednesday

Settings
Labour Travel

00:00 00:00

Account

On the home screen, click Choose the ‘Week Summary’ Click on one of the days to Click on a day to see all jobs
the Main Menu. This will open option to see all labour and view all the jobs that time that time was logged against
a new screen travel time logged for that week was logged against for that particular day

Did you know?
) /  The white line shows time logged but not yet approved in the Portal. The green line shows time logged and approved in the Portal.
- 0 = The white values will always represent exactly what the engineer has recorded. So, if they have logged 10 hours, 10 hours will be displayed.
™ If 5 hours are approved in the Portal, 10 hours will show in white and 5 hours will show in green. If a service admin reduces the remaining 5
hours (which have not been approved) to 4 hours, and then approves it, 10 hours will show in white and 9 hours will show in green.
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Tabs within the Job

The Description screen is the first screen the engineer will see when they open a job in the App. It contains:

Description of the job
This screen will show a brief description of the job which has been pulled from the invoice type in Gold

Job Instructions
When a job is created in Gold, the user has the option to add instructions for the job in the instruction
screen. Any information added to this screen will show in the Instructions section on the App.

Job: 106885 INV  Inv Type:21  Workshop Invoicing Parts: 0.00
Cust: 1220 Rbacus Building Company 17/01/20 | Labour: 0.00

|Head|Cont |Parts|Lab|FlatR| Story| mnv]IsEIaqm | Oo | Prt|Audit|Docs|OIP| Txt | Events|
When creating the job in Gold, any Intormation added to the instruction
screen will show here

Wholegood Number
The Wholegood number is populated from the information in Gold. This field cannot be edited in the App

Wholegood
The name of the Wholegood is populated from the information in Gold and cannot be edited in
the App. If it is not entered in Gold, this field will be blank.

Registration Number
The registration number is populated from the information in Gold and cannot be edited in the App.
If it is not entered in Gold, this field will be blank.

Serial Number
The Serial Number field is a blank text box where engineers can manually enter the machines serial number.
This information will show in the Wholegood Tab of the Portal when the job has been completed.

Clock Hours
The Clock Hours field is a blank text box where the engineers can manually enter the machines clock hours.
This information will show in the Wholegood Tab of the Portal when the job has been completed.

ol vodafone UK = 10:15

< Job#106885

Description

Workshop Invoicing. .

Instructions

When creating the job in Gold, any information
added to the instruction screen will show here

Wholegood
Wholegood No.: 10000629
Wholegood: Normal Franchise

Reg:

Serial:

Clock Hours:

Complete
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The Job Story is the second tab in the Gold Service Mobile App. The screen is split into 2 sections:
‘Job Story’ and ‘My Story’.

Job Story

The job story box is a blank text box where the engineer can provide information about the work they
have carried out on the job. As soon as they enter the information and press the save button, the data
will be visible in the ‘Job Story’ tab on the Portal.

Please Note: This box will only appear if the customisable job story has been utilised when creating
the job in Gold. If this feature has not been utilised, the engineer will not be able to enter information
into the text box until the job has been completed. More information on the Customisable Job Story
feature can be found in this manual.

My Story
The ‘My Story’ section captures all labour and travel time recorded by the engineer, as well as any
comments added when they stopped recording time.

This information will appear in the Job Tab of the Portal as soon as the engineer has completed
the job.

@ & befound in this manual under the ‘Dictating the Story’ section.

il vodafone UK = 12:27

< Job#106889

Job Story

Job Story

Use this section to add information
about the work carried out. When the
save button is pressed, this information
will be visible in the Portal immediately.
Information can be added to this box at
any point up until the job is completed.
My Story

17/01/2020 12:16:02

When the engineer stops recording labour or
travel time, it will show here under the ‘My
Story’ section of the App. Any comments added
when labour or travel time is stopped will also
show here.

Ch & v
Travel Labour Complete

S’ Did you know?
- 0 = Instead of typing the information into the Job Story section, you can ‘dictate’ it by speaking into the phone. Instructions on how to do this can
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The Customer Screen is the third tab on the Gold Service Mobile App. This screen contains customer
details such as:

Account Number
Shows the customer’s account number. The information is populated from Gold and cannot be
edited by the engineer.

Account Name
Shows the name of the customer. The information is populated from Gold and cannot be
edited by the engineer.

Contact Name
Shows the name of the person the engineer must speak to when on site. This information is populated
from Gold and cannot be edited by the engineer.

Customer Phone Number
Shows the customers phone number. This information is populated from Gold and cannot be
edited by the engineer.

Customer Address

Shows the location of the customer and where the engineer should go to visit the site. This information
is populated from Gold and cannot be edited by the engineer.

‘® ° App. More information on this feature is shown in this manual.

il vodafone UK . 14:28 owm
< Job#106889 & vy

Customer

Customer

Account No.: 1220
Account: Abacus Building Company
Contact:

Phone:

Address: Acorn Business Park
Tower Park

Poole

BH12 4NZ

Ch & v
Travel Labour Complete

AP Did you know?
- 0 = If you are a Gold Service 2 user, you can take advantage our feature which enables you to dial the customer phone number directly from the




.
I b COS A Constellation software company

The Documents screen enables engineers to add images to the job in the App. They can choose to take a photo using their phones camera or add images
from their existing camera roll.

All images which have been added to the job will show as thumbnails on the screen, and you can view these in ‘full screen mode’ by clicking on them.
From here you can swipe left or right to scroll through the images attached to that job. Images are then sent to the Portal to be approved by the managers.

More information on the Images feature, and how to approve them in the Portal can be found in this manual.

ull vodafone UK = 17:00

< Job 106812
Job #106889
Job: 106812 Invoice Type: 27-PDINF
Status: Open
Customer: 41 - PDI/FREE SERV-MF TRACTOR

Date: 20/12/2018

Add Documents —

i e
3 Photos .

IMG_20190403_1201... (] IMG_20190403_1201.... (] IMG_20190403_1201.... (]
Docst
Drop Files Here T
Uploac
o & v
Travel Labour Complete

S o Did you know?
- 0 = The Images Feature is only available to Gold Service 2.0 users. If you are not a Gold Service 2.0 user, the images tab will not appear in
either the App or the Portal.
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Parts which are allocated to a specific job are now visible in the App for the engineer to mark as collected, used or returned. This information is then
updated in the Portal. From here, managers can run a ‘Parts Audit’ report to keep track of these parts.

Stock can also be allocated to engineers. This is different to parts which have been allocated to a job, and instead acts as ‘spare parts’ for the engineer to
use as and when necessary on any job. This information is then updated in the Portal, where managers can run ‘Stock Take’ reports and monitor the
usage of the allocated parts.

This features a full audit trail of which parts have been collected, used or returned, and allows engineers to be accountable for the parts allocated. More
information on the Parts feature can be found in this manual.

il vodafone UK = 12:39
) o WO rkShOp Emma Hunter
¢ Back Job #106827 ﬁ

# Workshop - Job 106830
& Jabs
5 Job: 106530 Invoice Type: workshop Invoicing
Q Job Search Status: Live
Customer: 1220 - Abacus Building Company Date: 26/06/2019
® Time Approva
D Use Parts
&8s Engineers Job Customer Wholegood Parts Labour Documents History
Allocated Parts:
Used: 0.00 Part Description Collected Used Returned To Invoice @
CA-01034157-L FILTER 12 L] 0 12
CA-21001277 COMPOUND 2 0 0
Available: 3.00 Used: 0.00 o
CA-230397A FILTER OIL 0 0 0 7
FD-0340649
CA-887354 HOSE a0 0 0 1
CAP
FLES954220 SPARK PLUG 0 0 0 17
Available: 7.00 Used: 0.00
Parts Audit
Job #106827 M2:
= & € Back Job Confirmation
Travel Labour

N’ Did you know?
- 0 = The Parts Feature is only available to Gold Service 2.0 users. If you are not a Gold Service 2.0 user, the Parts tab will not appear in either
w = the App or the Portal.
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The signature screen allows engineers to capture the customer’s signature where necessary. This is especially useful for jobs relating to Warranty.

! Vodafone WiFiCall + 11:58 N ] a1 | Vodafone WiFiCall = 12:06 a il vodafone UK 4G @ 13:42 a@ %) a1 Vodafone WiFiCall = 12:08

< Job#106847 & vy { Back Customer Signature < Job#106847 &% vy {Back Review and Complete Job

) Summary
Signature Signature

The above equipment has been
serviced in
Customer Signature Customer Signature accordance with the manufacturers
specifications.
Displaced oils, hydraulic fluid and

items containing asbestos and other
Get Signature harmful items will be disposed of
in an environmentaly friendly way.
No job story.
Date: 14/02/2020 13:42

Customer Name ACTiVHy Total: 00:00
Customer

Ch & v e N} & v
Travel Labour Complete Travel Labour Complete

On the signature tab, there will be Using their finger, the customer Once the customer has added their If the engineer tries to complete
a ‘Get Signature’ button. Pressing can sign their name. When the signature, click in the space under the job without a customers
this will open a new screen with a signature has been captured, ‘Customer Name’ and add signature, they will be prompted

space for the customer to sign. press the ‘Accept’ button. the customer’s name. to do so on the summary screen.
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Using the App

Engineers can log time on a job in the App to show how long they have taken for each activity. This information is then fed back to the portal for the

manager to approve. Any comments logged against the time recorded will also show in the portal and can be found next to the labour line in the Time
Approval screen.

w1l vodafone UK &
| vodafone UK % 17:01 17:02

< Job#106797 < Job#106797 Update job story

Description DScHRICE Job #106797

17:02 - 17:02 00:00:39
PLNSRV 10000439/0. PLNSRV 10000439/0. _
COM3560/PW0006. COM3560/PW0006. Describe work done

Instructions Instructions Engineer should insert their comments about

the time they have logged here.

Job #106797 P 00:00:12

v
v
Complete ﬁ

Labour Complete

To start logging time in the app, press Time will begin recording in the bottom right A labour comments box appears for the

the ‘Labour’ button. The labour button hand side of the screen. When time is being engineer to provide information about the

will appear on every screen within the logged, the labour button turns red. To stop time they have logged. Press the save
app and can be used at any time. logging time, press the labour button again. button for this information to reach the portal.

N Did you know?

- 0 = The labour comments should be used to provide information about the time logged — for example, if the engineer forgets to log off of a job,
4 A Y

— they can add the correct end time to these comments.
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Engineers can add information into the Job Story box by speaking into the microphone. This will translate their words into text, removing the need for them
to manually type it in. (The Job Story box can only be used during the job if the customisable job story has been utilised when creating the job in Gold. If
not, this box will not be accessible until the job is completed. More information on the Customisable Job Story feature can be found in this manual).

w1 vodafone UK & 12:32
< Job#106889

Job Story

Job Story

My Story
17/01/2020 12:16:02

1/ vodafone UK 5 = 12:32

< Job#106889

Job Story

Job Story

My Story

17/01/2020 12:16:02
When the engineer stops recording labour or
travel time, it will show here under the ‘My

«1'/ vodafone UK = 12:32

< Job#106889

Job Story

Job Story
When you speak into the phone it will
translate it to text in this box.

My Story

17/01/2020 12:16:02
When the engineer stops recording labour or
travel time, it will show here under the ‘My

| Hi You Done Story’ section of the App. Any comments added
when labour or travel time is stopped will also
QW EURT Y U O P show here.

4 Z X CVBNM &

LB & v
Travel Labour Complete

123 0 space return

Click in the job story box to make
the keyboard appear, then click
on the microphone icon

Soundwaves will appear to show
it is recording. Press the ‘Done’
button when finished

What you say will then appear in
the Job Story box. Click the
‘Save’ button to save it

- 0 Did you know?
+» W Touse the Dictate Feature, the microphone will have to be enabled on your phone. You can enable it via your settings.




.
I b COS A Constellation software company

Engineers must refresh their screens on the Gold Service Mobile App to receive any changes or additions that have been made to their jobs. To help them
monitor this, we have provided visibility of the last date and time the App was refreshed.

This information is visible in 2 areas of the App: The home page of the job (which is visible to both Gold Service and Gold Service 2.0 users), and the parts
tab in the job (which is visible to only Gold Service 2.0 users) and can be found in the top right-hand corner of both screens (beneath the search bar).

The home page of the job The Parts tab in the job
visible to both Gold Service and Gold Service 2.0 users Only visible to Gold Service 2.0 users
wil vodafone UK 11:50

< Job#106797

ull vodafone UK =

= ibcos

In Progress

. Use

CA-12693
FILTER OIL

Job #106797

Planned Maint - Wgd Service
PLNSRV 10000439/0. COM3560/PW0006 .
Available: 0.00 Used: 0.00

CA-230397A
FILTER OIL

Available: 0.00 Used: 0.00

Job #106801

G Frankinstein,

Workshop Invoicing. . CA-236547

AIR FILTER
Available: 0.00 Used: 0.00

Job #106840

CASH SALE-DEPQOT4
Workshop Invoicing. .

JD-01167489-A
TENSIONER

Available: 0.00 Used: 0.00

FD-0340649
CAP SCREW

Job #106846 Available: 0.00 Used: 0.00

CA-D132933
FILTER ASSEMBLY

Available: 0.00 Used: 0.00

Abacus Building Company
500 Hour Service. .

There are two ways an engineer can refresh the screen. If they are in the home screen and have no jobs in their lists, they will see a ‘refresh’ button.
Clicking this will refresh the screen. (If there are jobs in their list, this button will not be visible). Alternatively, in any screen on the App, they can ‘pull down’
on the screen to refresh it. Whenever the engineer refreshes the screen on the app, the ‘last updated’ information will be updated.
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Activities and documents will automatically be sent to the Portal from the App. However, for various reasons this doesn’t always happen, so we have

enabled them to be manually uploaded. We strongly advise that the engineers check their manual uploads folder at least once a day to ensure any data
which has not reached the Portal is sent.

ol vodafone UK 4G

= ibcos

il vodafone UK 4G

<

al vodafone UK 4G

<

Upload All Upload All

In Progress

WSJ 106883 Image WSJ 106883 Image

31/01/2020 16:38 31/01/2020 16:39

Job #106883

Abacus Building Company
Workshop Invoicing. .

WSJ 106883 Image

31/01/2020 16:38
Job #106885

Abacus Building Company
Workshop Invoicing. .

Done

Job #106889

Abacus Building Company /\
Workshop Invoicing. . Activities
Documents >

\Jmiﬂ-’s/

Click on the ‘cloud’ icon at the top right It is split into 3 areas: Activities, Documents You can upload items individually by
of the screen to open the uploads folder. and Job Completions. It only uploads items pressing the cloud button next to it.
Here you will see all the items that have for the category you are in, so you must go Alternatively, you can upload them all at

failed to reach the Portal. into each category to upload items. once by using the ‘Upload All' button.

S o’ Did you know?
- o = ltems from the Activities and Documents category must be uploaded, and Job Completion last. If items from the Job Completion category
/@ > areuploaded first, it will close the job off in the Portal and any activities or documents associated with that job cannot be uploaded.

50
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Settings in the App

Gold Service 2.0 now comes with a ‘Clear Data’ button, which allows the user to clear any user created data but will still retain the individuals log in
credentials (such as their email and password etc). This can be used if you are experiencing issues with the App. This should only be used when the App
is not active, and no time is being logged.

The engineer must upload any outstanding data using the cloud icon to the top right-hand side of the screen, before they use the clear data function.

il vodafone UK = il vodafone UK = 16:26 al vodafone UK = 15:26

ibcos i = Diagnostics = Diagnostics

Gold Service

o Vedafone UK =

‘ = /bcos

‘ App Version:
[5] Jobs 2.1.1.1891 2.1.1.1891

Device Manufacturer:
Week Summary

Apple

% Parts
Device Model:

Collection iPhone,3 7 Clear Data
Do you wish to continue?
No jobs found for Today Stock OS Version:

No Yes
{33 System LEE

Settings
Send Support Bundle

Account

Diagnostics e Clear Data

® Logout

In the homescreen of the App, click  This opens the main menu. Go to Here you will see the details of the ~ When you click the button, you will be
on the main menu at the top left- ‘Diagnostics’ which can be found App. The ‘Clear Data’ button can be asked if you want to clear the data.
hand side of the screen under the System section found at the bottom of the screen Click yes to clear it, and no to exit
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You can choose the settings for uploading items in the App. For example: you can choose to upload over WiFi only to save data, and you can choose the
size of the photos you send.

will vodafone UK

= ibcos

all vodafone UK 5 7 aull vodafone UK "=

IbCOS i — Settings
Gold Service
Gold ID:

Jobs https://stage-master.ibcos.gold

Photo Size:
Medium

In Progress Your Jobs
Job #106883

Abacus Building Company
Workshop Inveicing. .

Favourite Jobs Upload Documents Over
WiFi Only:

Week Summary
Analytics:

Job #106885 & Parts

Abacus Building Company
Workshop Inveicing. .

Crash Reports:

Collection

Job #106889 S5

Abacus Building Company
Workshop Invoicing. .

63 System
Settings

Account

In the Home Screen of the App, From here, click on the Settings Option You can choose to upload over WiFi,
open the Main menu to open the settings page and select the size of the photos

AP Did you know?
- 0 = If you choose to send documents over WiFi only instead of using your data, items will only reach the Portal when you have a WiFi
4 “ i
— connection.
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Dial phone numbers from the App

For Gold Service 2.0 users, you can now dial phone numbers from within the App. When creating the job in Gold, you can add the customer contact
number. The phone number will then appear in blue underlined text in the customer screen in the App. From here, the engineer can click on this number,
which will open a dial screen and allow you to make the call. If the phone number is white with no underline, the link to make the call will not work. This will
probably be due to the number not being input correctly within Gold.

17:04 o
{ Back Job #106838

Job #106838

Customer

Delivery Address
Name: Name

Address:

Post Code:
01202 714200

Contact: Emma Hunter

Cancel

Phone:

Customer

Account No.: 1220 Account No.:

Account:

Account: Abacus Building Company

Contact: Contact:

CE & v
Travel Labour Complete

S o Did you know?
- 0 = If anything other than numerical values are stored in the phone number field, this function will not work. Always ensure that only numbers are
/@ * usedto populate a phone number when storing contact details.
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Favourites Menu

For Gold Service 2.0 users, engineers can now mark jobs as ‘favourites’, adding them to their favourite jobs folder. This feature has been designed to
reduce the need for engineers to search for jobs that are no longer visible on their today or tomorrow screens. The process to add jobs to their favourites
folder is simple:

all vodafone UK 5 12:34 ol vodafone UK & 12:34 -lll.‘«'ﬂdﬁfﬂﬂé UK =
< Job#106863 < Job#106863 iIbCcos ' = Favourite Jobs
Gold Service
Description Description Y Ses Job #106863
IE Jobs Abacus Bui\dingpompany
Workshop Invoicing. . Workshop Invoicing. . Werkshop Inveieing.
Your Jobs
Instructions Instructions
Wholegood Wholegood Favourite Jobs
Wholegood No.: 10000629 Wholegood No.: 10000629
Wholegood: Normal Franchise Wholegood: Normal Franchise Uizt SRy
Reg: Reg: 4 Parts
Serial: Serial:
Collection
Clock Hours: Clock Hours:
Stock
{53 System
Settings
& e
Labour Complete Labour Account
Open the job you want to add to Click on it and It will turn white. This Go to the home screen and click on In this folder will be a list all of
the favourite job menu. There will means that the job has now been the menu at the top of the screen. jobs marked as ‘favourite’. Open
be a star in the top of the screen. added to the favourite jobs folder. You will see the favourite jobs folder. the jobs by clicking on them.

N’ Did you know?
- 0 = Toremove a job from the favourite job menu, simply open the job, and click on the star again. When it turns black with a white outline, it will have
w = beenremoved from this list.
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GPS Stamp Location Feature

For Gold Service 2.0 users, you will be able to see the location of the engineer when they start and stop logging time. To see this information, go to the
History tab within the job. Next to any ‘stopped labour’ entries, you will see this icon: sZs

Workshop Ermma unter 8

F Workshop = Job 106863

B Jobs

Job: 106863 Invoice Type: 21 - Workshop Invoicing
Q Job Search Status: Live

Customer: 1220 - Abacus Building Company Date: 03/12/2019

Job Requests

Time Approval Job Customer Wholegood Parts Labour Documents History

2 Enai
& Engineers 13/01/2020 03:52pm (108) Emma Hunter: Uploaded time

EH

9 Allow Gold Service 1o access
this device's location?

13/01/2020 03:52pm (108) Emma Hunter: Stopped labou@
EH
GPS Stamp will show in the Portal

Haymoor Bottom &

43049

50°44'41.4"N 1°56'568.9"W
50.744820,-1949702

©  Pooke

Jorset Chambe
Som industry ower
+  P3V2+W4 Poole ) ' 6

Q,  Addamissing place @

Did you know?
: Engineers must grant Gold Service permission to access their devices’ location for this feature to work. They will need to turn the phones OS

- 0 = Locations Services to ‘On’ in their settings menu. When they first start to log time on the App, a notification will appear asking for permission to log
7 @ & theirlocation. They can grant or deny permission for this feature using this notification. Please note, if they click the ‘Allow’ option on this
notification, but their OS Location Services are set to ‘Off’ in their settings menu, this function will not work.
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Add images to jobs in the App

For Gold Service 2.0 users, you can now add images to jobs in the App via 2 methods: taking a photo directly in the app or choosing one from your
camera roll.

Please note: if it is your first time using this function, you will see a message appear on the screen asking you if Gold Service can access your photos.
Please press ‘ok’ to this option.

All images which have been added to the job will show as thumbnails on the screen. If you click on a thumbnail, it will open the image in ‘full screen mode’,
and from here you can swipe left or right to scroll through all images attached to that job.

If you have Wi-Fi connection, all images will be sent to the portal as soon as they have been added to the job. If you do not have Wi-Fi, the images will sit
in a queue and will be sent as soon as you have connection. You can see the status of each image by the icons next to their thumbnails:

(i) This symbol indicates the image has not yet been sent to the Portal
® This symbol shows the image has attempted to reach the Portal, but it has failed

@ This symbol shows the image has been sent to the Portal successfully

Approve images in the Portal

Once the images have reached the Portal, they will need to be ‘approved’ to enable you to send them to the Docstore. All images will sit on the portal for a
maximum of 30 days, before they are removed. If they have not been sent to the Docstore within this time, they will disappear completely. Note: Sending

the images to the Docstore is subject to a Docstore being licensed. If you do not have one licensed, you will not be able to save any items within the
Docstore.

' Did you know?
- 0 - You can choose to send images to the portal over WiFi only in the settings on the App. This will then send images to the Portal if you have
« connection. If there is no Wi-Fi they upload as soon as there is connection. If you untick this option, images will be sent using the phones
data. The Images then stay in the Portal for 30 days. If they are not sent to the Docstore in this time, they will disappear.
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& v

il vodafone UK = 15:28 15:28

< Job#106889

< Job#106889

Documents

@ Add Documents

0 Photo

Documents

@ Add Documents

1 Photo

W

}

Take Photo

i, s 2001 2 v
( Upload Photo ) FAN et B KR & :
Gh d v
Cancel ‘ Retake Use Photo ’ Travel Labour Complete

8] & v
Travel Labour Complete

In the Documents Tab, add ‘Camera Roll" allows you to If you choose "Take Photo’, Photos will show as thumbnails.
images to the job by clicking add photos from your photo you have the option to re-take Click on an image to open it in
the ‘Add Documents’ button at gallery. ‘Take Photo’ it or use it. The look of this full screen mode and scroll
the top of the screen. opens the camera function feature may vary across devices through them.

If there is Wi-Fi connection, all images will be sent to the portal as soon as they have been added to the job. If there is no Wi-Fi connection, the images
will sit in a queue and will be sent as soon as connection is available. You can see the status of each image by the icons next to their thumbnails:

(i\) image has not been sent to the Portal @5 image has failed to reach the Portal @) image has reached the Portal
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When an image has been uploaded to the Portal, you will see a yellow ‘document’ icon next to the job. This indicates it has documents awaiting approval.
This icon will disappear once you have approved all the documents.

Jobs

All Depots

L L3

Type to Search
In Progress (20) Logged (0)

Type ID Description Account Name Contact Name

27 106796 PDI New Equipment 10000771 PDI/FREE SERV-IMIF TRACTOR

P4 106797 PLNSRV 10000439/0 COM3560/PWO0006 Planned IMaink - Wgd Service @

T

In the job, you will see a new Tab called ‘Documents’. If you have images or documents that require your approval, you will see a yellow circle with the
number of outstanding items shown in it. When all the documents have been approved, the yellow circle will disappear.

Job 106812
Job: 106812 Invoice Type: 27 - PDINF
Status: Open
Customer: 41 - PDI/FREE SERV-IF TRACTOR Date: 20/12/2018

lob Customer Whaolegood History @

- o - Did you know?
24 Images stay in the Portal for 30 days. If they are not sent to the Docstore in this time, they will disappear.
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In the Documents tab, the screen is split into 2 sections: ‘Awaiting Approval’ and ‘Docstore’. Items in the ‘Awaiting Approval’ section have not yet been
sent to the Docstore. Note: Documents will only be held in the ‘Awaiting Approval’ section for a total of 30 days. If you have not sent the items to the
Docstore within that time, they will disappear from the Portal. Sending the images to the Docstore is subject to a Docstore being licensed. If you do not
have one licensed, you will not be able to save any items within the Docstore.

Images will show as thumbnails and when you click on an image, it will open in ‘full screen mode’. From here you can scroll through all the image within
that section of the screen.

Each thumbnail in the ‘Awaiting Approval’ section will have a yellow bar across the top of it showing the number of days remaining until it will expire. When
it reaches 7 days or less, this bar will turn red. If you hover over this bar with your mouse, it will show the exact date that the image will expire and be
removed from the Portal. The bar will disappear once the image has been approved and sent to the Docstore.

If you hold the mouse over each thumbnail, you will see a blue arrow appear in the bottom right hand corner of the item. Clicking on this arrow allows you
to download the item to your computer.

Next to each thumbnail, you will see a ‘tick box’. Selecting it will allow you to complete an action on that image using the buttons shown on the screen:
m The ‘Select All' button allows you to select all the thumbnails within that section of the screen

The ‘Approve’ button sends all selected thumbnails to the Docstore. Once this has been done, the selected thumbnails will move to the
‘Docstore’ section of the screen

The ‘Delete’ button allows you to delete all the selected thumbnails within that section of the screen

Once you have actioned all the items in the ‘Awaiting Approval’ screen, 3 things will happen:

. The split screen will disappear, and you will see one screen with thumbnails of all the documents that have been sent to the Docstore
. The document icon on the home page of the portal will disappear from that job [E
" The yellow circle on the documents tab will disappear &

Note: In this screen you will see a blank image box with a symbol in the middle of it. When you press this, it will open up the documents folder on your
computer and allow you to upload an image or document from your saved files.
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Click on this box to upload Click on the tick boxes to The yellow expiry bar shows If you hover over the
items from your computer. select the images. To select all the number of days until the expiry bar, it will show
You can also drag and drop images at once, click the blue image expires. It turns red with the full date of when the
items onto this section ‘select all’ button to the right 7 days or less remaining. image is set to expire
A A A A
Job 106813

Customer: 41 - PDI/FREE SERV-MF TRACTOR Date: 20/12/2018

Job  Custom Wholegood  History | Documents @8

Awaiting Apprjjval

.0

SelectAll |

DocStore

Drop Files Here To
Upload

e [osee
Job Confirmation

!

- Did you know?
,@\ If you hover your mouse over an image, you will see a blue arrow appear. Click on this arrow to download the image to your computer.
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Parts Feature

Our Parts Feature allows Engineers to mark parts as collected, used and returned on the App, and this information will feed back into the Portal where the
managers can view this information for invoicing purposes, as well as creating stock take reports of the parts for auditing purposes.

When parts are allocated to a job in Gold, they will be visible in 2 places: The App and The Portal.

The App: The engineer will see the list of parts within the job on the App. However, until the engineer marks the parts as collected on the App then,
although they will see them on the job, they will not be able to do anything with them. Once they have marked them as collected, they will be able to mark
them as used or returned.

The Portal: The list of parts will be visible within the job on the Portal. However, until they have been marked as collected on the App, the collected, used
and returned quantities will show as zero. Once parts are collected on the App, the collection quantities will increase accordingly, and when they are
marked as used or returned in the App, the quantities in the used and return columns in the Portal will increase accordingly.

This flow chart shows the process for the Parts feature.

Allocated parts will be visible

h 4

in the Parts tab in the job, but

.| the engineer will be unable to

Once parts have been marked
as collected on the App, the

Allocated parts will be visible
in the Parts tab in the job on
the Portal. Each part will show
a 0 quantity until the engineer
marks them as collected

Once the engineer has
marked the parts as collected
on the App, the quantity will

h 4

increase to show the amount
they have collected.

The engineer can mark parts
as used or returned on the

The quantity of parts used,
collected and returned will
show on the Portal to assist
with invoicing purposes.
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mark them as used or engineer can mark them as » A T

returned until they have used or returned. P :

marked them as collected |

I A ') I

> The App | I | [

Parts are added to a job in v | | :
Gold at point of creation (as Engineer marks partsas | l l |
per the normal process). collected on the App 1 l |
These parts are then visible [ | |
in two places: A | | |

N The Portal ' ¥ ! I

| | |

I

I
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To see parts that have been allocated to a job on the Portal, open the job and click on the Parts tab. This page shows all parts collected, used, and
returned and the information can be useful for invoicing purposes. You will see a ‘Parts Audit’ button to the bottom right hand side of the screen. This will
provide a read only report showing an audit trail of the parts.

Workshop Erma Honter

Worksh -
’: - Job 106830 Parts Notes:
Jobe Job: 106830 Invoice Type: 21 -Workshop Invoicing
‘Q Job Search Status: Live .
on ) Customer: 1220 - Abacus Building Company Date: 28/06/2019 InfFormation added to the
Time Approva
& Engineers Job Customer Wholegood Parts Labour Documents History Da I'tS I'ICI tE‘S SCFEE F‘I Wi “.
Allocated parts: show in here once the job
Part Description Collected Used Returned To Invoice @ has been com p leted in the
CA-01034157-L FILTER 12 0 0 12 !I:"l
PP-
CA-21001277 COMPOUND 2 0 0
CA-230397A FILTER OIL 0 0 0 o h "
CA-BBT354 HOSE 0 0 ] 1
FL-ES954220 SPARK PLUG 0 0 0 17 P

Job Confirmation

Before the engineer has marked the parts as collected on the App, the quantity for each part will show as zero. Data is only shown for parts that have
been marked as collected. If you allocate 10 parts to the job but the engineer only marks 7 as collected on the App, the data on this screen will only
include those 7 parts. We recommend the engineer marks all parts allocated as collected when they start the job, and then marks them as used or
returned as necessary.

If the engineer uses parts from their Van Stock, it will show on this screen. If they use parts which are the same as a part already allocated to the job, the
guantity of that part line will increase accordingly. If they allocate parts which have not already been allocated to the job, the data will show as a new line.

If you want to add any notes in relation to these parts, you can do so by clicking the blue arrow to the right-hand side of the screen. This opens a notes
section where you can store information.
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The Stock Tab will show you all the stock allocated to the engineer. Before you can allocate stock, you will need to assign a Van Stock job to them. You
can do this by either creating a new Van Stock job, or by allocating an existing Van Stock job to them.

Workshop

# Workshop ~ Engineer Emma Hunter | 333
B Jobs

Q Job Search

@ Time Approva

Mo Stock Job has been allecated to this engingg

Create Van Stock Job

Stock Job Id: V5

¥can create a new stock job or allocate an unassigned job below.

€ Allocate to existing job

000 | 1V501

< Engineers

Stock Account: 12 Van Stock Job

Assign 1V501
€ Back

To create a Van Stock job (1), choose a number in the Stock Job ID tab, and the Stock Account that you want to allocate the stock to. If the Stock Job ID
is already taken, the box will go red and you will not be able to press the ‘create’ button. Choose a number that is available, and the box will go green
allowing you to click on the ‘create’ button to proceed. To allocate the stock to an existing Van Stock job (2), simply pick the existing job from the drop-
down box and click the ‘Assign’ button.

Once a Van Stock job has been assigned, the engineer will need to log out of the app and log back in again for it to take effect. Once you have allocated a
Van Stock job to that engineer, you will not need to do it again, and they can use the same Van Stock job forever. However, should you allocate a new
Van Stock job to an engineer (replacing the old one), then they will need log out of the app and log back in again for it to take effect.

N Did you know?
- o - Certain criteria must be set up in Gold to allow the Van Stock module to work correctly. This will be handled by an Ibcos representative during
’ \
] set up.
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Once you have assigned a Van Stock job to an engineer, you will be able to see all stock allocated to them. To do this, click on the Stock Tab. You will see
2 buttons to the right of the screen: Unassign and Stock Take.

If you click the ‘Unassign’ button, it will revert back to the Van Stock set up screen (shown on the previous page of this manual), and you will need to
assign a Van Stock job to the engineer again before you can allocate stock to them.

If you click the ‘Stock Take’ button, it will open a PDF report of all stock allocated to that engineer.
You will see a ‘Parts Audit’ button to the bottom right hand side of the screen. This will provide a read only report showing an audit trail of the parts.

Please note: Both the stock tab and the Stock Take report are for viewing purposes only and cannot be amended.

Workshop Emma Hunter &
# Workshop ~ Engineer Emma Hunter | 333
8 Jobs
Q, Job Search Details | Stock
© Time Approval e
R Van Stock Job No: 1vS5012 >
Part Description
CA-01067489-4 TENSIONER 3
CA-12693 FILTER. QIL 1
Ca-C4p352 BEARIMNG

)
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The Parts section in the side menu on the App is split into two main areas: Collection and Stock. To access either area, click on the menu icon at the top
left-hand side of the screen to open the side menu.

COLLECTION SCREEN STOCK SCREEN

all vodafone UK = 8 a «ll vodafone UK & 17:29 all vodafone UK = B ] il vodafone UK &

ibCOS i E Collection List , ibCOS i — Stock List

Gold Service Gold Service Stock: 1VS012

Hellnclzs Job 106847 Your Jobs ca-238547

- AIR FILTER
AEELACRT Available: 1.00

Favourite Jobs Favourite Jobs

Job 106853 CA-169863

Available: 5 BELT
Week Summary Week Summary Available: 1.00
Job 106863 —
Available: 5 SA:({’_«JJ
@& Parts % Parts CA202
Available: 3.00

@

[t =)
o

Job 106882
Collection Available: 5 Collection CA-01077454-5

GASKET

Job 1VS012 Available: 1.00
Stock Available: 7 Stock

@ System @ SVStem Available: 1.00

FD-0340649
CAP SCREW

Available: 7.00

Settings Settings

Account Account JD-01167489-A

TENSIONER

The ‘Collection’ screen shows all parts specifically The ‘Stock’ screen shows a list of the engineers
Allocated to a job which need to be marked as personal Van Stock, which is available for them
collected before they can use them on the job. to use as and when necessary against any job.
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il vodafone UK &

il vodafone UK &

= Sstock List

You can allocate parts to a job from your personal Van Stock. Open the menu in the left-hand side of the screen to open the side menu and click ‘Stock’.

il vodafone UK =

= Stock List
Stock: 1VS012

= Stock List

Stock: 1VS012

CA-01077454-S

Use
GASKET

Available: 1.00

CA-01077454-S
GASKET

Available: 1.00

Error

No job is currently running, parts can
only be used against an active job.

£ <> >

Enter Quantity to Allocate:

Available: 1.00

J;\vallable: 7.00
Job #106797 & Job #106797 ﬁ 00:00:05
& & v
Labour Complete Labour Complete

You will see a list of all the parts
in your personal stock. The
‘available’ quantity shows how
many you have to use of each
part. This number will decrease
as you allocate the parts to jobs.

You can only allocate stock to a job
if you are logging time against it. If
not, you will see an error message
appear which says: ‘No job is
currently running, parts can only be
used against an active job’.

Open the job you want to allocate

stock to and start logging time. Go
back to your stock and select the
parts you need. Press the ‘Use’
button, choose the amount you

want to allocate and press ‘Accept’.
! Did you know?

’
I@\
v

The < > arrows increases the amount by 1, and the << >> arrows increases the amount by 10.

il vodafone UK &

= Stock List
Stock: 1VS012

GASKET
Available: 1.00
CA-169863
BELT

Available: 1.00

Available: 3.00

Job #106797 L 00:01:25

& v

Labour Complete

The available quantity will
decrease to reflect the amount
used. Once the full quantity of the
part is used, it disappears from the
screen entirely. Allocated parts are
now available on the job.

For any parts that have decimal quantities, you can increase or decrease the amount collected by a value of 0.1 by pressing the < > arrows
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The engineer will see the list of parts allocated to the job on the App. However, to be able to use these parts on the job, the engineer must mark them as
collected first. Parts that have not been marked as collected will be visible in the job, but the used and returns buttons will be disabled

all Vodafone WiFicall & 16:27 .l Vodafone WiFiCall &  16:27 | all Vodafone WiFiCall =  16:27 il Vodafone WiFiCall =, .28:27.
ibcos = Collection List < Job#106882 4 Job #106882
B Jobs Depot 1
Q Searct
Your Jobs Job 106847 CA-01077454-S
Available: 1 GASKET
E o . USF_‘ Available: 3.00 Collected: 0.00
avourite Jobs Job 106853 e
Available: 5 Zi;‘gmws FIL;E‘F{"AIR“
Week Summary PR — Available; 0.00 Used: 0.00 Available: 2.00 Collected: 0.00
& Parts L :IC;IIEHRE:::E ‘;:;TIA‘LLIEUIAF
Job 106882 Available: 0.00 Used: 0.00 Available: 5.00 Collected: 0.00
Collection Available: 5 SEL 1002028
I.|ET?\L STRAP BOTTOM 7
Stock i‘?ab”:s{esgu A:al'.ab'n' Q‘OD eaci000 Available: 10.00 Collected: 0.00
@ SyStem A\/allab‘le'o 00 Used: 0.00 STICKERS
e e Available: 4.00 Collected: 0.00
Settings CA-1002231
Account v
Labour Complete
To mark parts as collected, click This opens a new screen and will Alternatively, you can jump straight Collect parts individually, or
on the menu at the top of the show all the jobs which have parts to the collection screen from the collect all parts at once by using
screen to open the side menu. awaiting colleciton. Click on the job job by pressing the ‘box’ icon at the the collect all button. Note: once
From here, click on ‘Collection’ you want to to open the parts top of the screen. This will take you you have marked parts as
option in the ‘Parts’ section. collection screen. directly to the collection screen. collected you cannot undo this.

S Did you know?
- O\ Only parts which have been collected in the App will show on the Parts screen in the Portal. We recommend that the engineer collects all
- parts allocated to the job, and then marks them as used or returned in the App to ensure everything has been accounted for in the Portal.

’
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Engineers will see the list of parts within the job on the App. They must mark them as collected before they can mark them as used or returned on the job.

aill vodafone UK = 12:39 uil vodafone UK = 12:40

¢ Back Job #106827

ull vodafone UK = 12:40

¢ Back Job #106827 Job #106827

¢ Back Job #106827

C) Use Parts U2l
CA-01045712-0 m

s Use All?

Are you sure you want to use all parts?
This can not be undone.

‘ D Use Parts

Use All

Enter Quantity to Use:

«K <@ > >

Available: 6.00 Used: 0.00 Used: 0.00

CA-1423563

FILTER OIL

Available: 3.00 Used: 0.00 Mvailable: 0.00 Used: 3.00
\vallable: ised: .| H N e .
Job #106827 Job #106827 00:12:48 Job #106827 00:12:52
Travel Labour Travel Labour Complete Travel Labour Complete
In the job, scroll to the ‘Parts’ To use a part, press the ‘Use’ When the total quantity of the part To use all parts at once, press the
tab to see all parts allocated to button, choose the amount you is used, the use button disappears. ‘Use All' button. A message will
the job. Switch between the want then click ‘Use’. The quantity Note: Once you use a part in the appear asking if you're sure you
‘Use’ and ‘Return’ screen by and available numbers will change app you cannot undo it — this will want to use all. Remember, this
clicking the toggle button. to reflect what has been used. have to be done in the Gold. action cannot be undone in the App.
W, Did you know?
- 0_ The < > arrows increases the amount by 1, and the << >> arrows increases the amount by 10. For any parts that have partial quantities, you
24 can increase or decrease the amount collected by a value of 0.1 by pressing the < > arrows

If you don’t assign a Van Stock job to an engineer, they will see the list of parts on the job but will not be able to do anything with them.
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Any parts that are not required on the job should be marked as returned by the engineer in the App. This will then show in the Parts Tab ‘Returned’ column
on the Portal. All returned parts will be returned to the engineers Van Stock, and not into the Gold Stock.

ull vedafone UK & 10:31

< Job#106882

‘ . Return Return All
CA-01077454-S
GASKET

Available: 3.00 Used: 0.00

A= 5
CA-1254125 FE T
FILTER AIR

Available: 2.00 Used: 0.00

(LAELL] Return
METAL STRAP

Available: 5.00 Used: 0.00

CA-51002028 Return
BOTTOM

Available: 10.00 Used: 0.00

~A-810022
CA-81002231 Return
QTICKFRS

s v
Labour Complete

Make sure you are in the return
screen by pressing the toggle
button at the top of the page. Find
the part you want to return and
click the ‘Return’ button.

uil vodafone UK & 10:33 o= ull vodafone UK & 10:33

< Job#106882 & v < Job#106882

. Return Return All

Enter Quantity to Return: Augllablantee

CA-12541256
FILTER AIR
K < > D

. Return Return All

CA-01077454-8
GASKET

CA-01077454-S Return

Aueailable: 0.00 Used: 0.00
CA-1306

METAL STRAP

Available: 5.00 Used: 0.00
CA-51002028

BOTTOM

Available: 10.00 Used: 0.00

Return

Available: 10.00 Used: 0.00

CA-81002231 m CA-81002231 Return
STICKERS STICKERS

Available: 4.00 Used: 0.00 Available: 4.00 Used: 0.00

Choose the amount you want to
return and then click ‘Return’. The
quantity and available numbers will
change to reflect what has been
returned.

When the total quantity of the part
is returned, the return button
disappears. Once you return a part
in the app you cannot undo it — this
will have to be done in the Gold.

wil vodafone UK = 10:33

< Job#106882

Q Search

Return All ’

Return All?

Are you sure you want to return all
parts? This can not be undone.

Used: 0.00

Used: 0.00

Used: 0.00

To return all parts at once, press the
‘Return All’ button. A message will
appear asking if you’re sure you
want to return all. Remember, this
action cannot be undone in the App.
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All parts must be marked as either used or returned on a job before it can be completed; this ensures all parts allocated to the job have been accounted
for.

aill vodafone UK = 10:51 a aill vodafone UK = 10:51 «ill vodafone UK = 10:51 aill vodafone UK = 10:51
{Back Complete Job #106882 ¢{Back  Complete Job #106882 ¢ Back Parts Summary ¢ Back Parts Summary
Job Summary CA-1254125
sl FILTER AR FILTER AR

3279 Available: 0 Returned: 2 Available: 0 Returned: 2

Job Story CA-01077454-5

| have changed the oil, cleaned down
the machine and given it a full service. 8 Available: 3 Returned: 0

Missing Final Remarks
No final remarks have been entered.

GASKET

Returned: 0

My Story
CA-1306

20/12/2019 10:15:51 20/13 Do you wish to continue?
[No Comment] No METAL STRAP
No

Available: 5 Returned: 0 Returned: 0

CA-51002028

BOTTOM I . -
Available: 10 Returned: 0 Return All
CA-81002231 Use All
When the engineer is ready to If the clock hours or final remarks This will open a ‘Parts Summary’ A pop up will appear prompting you
complete the job, they should have not been entered, a message screen which shows a list of all the to ‘Return All’ or ‘Use All’ of the
review the information entered will appear asking if you wish to outstanding parts on the job and outstanding parts. This action
and then press the ‘Accept’ continue. Click the ‘Accept’ button their status (available / used / ensures all the parts allocated to that
button as per the current process. if you are happy to continue. returned). Press the accept button. job have been accounted for.
s Did you know?
- O- It is no longer mandatory to complete the Clock hours or final remarks. A notification will prompt you to confirm you want to leave them
’ A Y
v blank.
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Checklists

The Checklist feature allows you to add Checklists to jobs which the engineer can complete in the App. This is a Gold Service 2.0 feature.

The Portal provides a blank Checklist template which allows you to create bespoke templates. Checklists can be used for multiple purposes such as:

Risk Assessments

Health and Safety checks
Machine service checks
General ‘To Do’ lists

In the Portal, you will see a feature called ‘Checklists’. Using this feature, managers can create and store their Checklists and assign them to invoice types
or individual jobs so that they will be visible in the App for the engineer to complete. Checklists can be configured to be mandatory or non-mandatory, and
you can choose when the engineer should complete it:

= Start of job
= During job
= End of job

When the engineer updates the Checklist in the App, the information will be visible in the Portal.

This document is intended to be used as a training manual for all users of the Checklist functionality. It contains screen shots and process instructions for
all parts of the App and Portal. There is a separate, bitesize training manual for the App for the Engineers.
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Creating Checklists in the Portal

In the Portal you will see a new page on the left-hand side of the screen called ‘Checklists’. If you click on this, it will take you to the ‘Checklist Library’
screen. Here is where you can create and store your Checklists. The more you create, the more you will build up your library.

To create a Checklist, click on the ‘Create Checklist’ button found at the bottom right-hand side of the screen.

@] \Workshop Checklists

Id Title Invoice Types

}, E Jobs

[@ Jobs (New View) No items to show.
Q Job Search

Job Requests
o Time Approval

*&: Engineers

C Em D

!

B 0- The most recently created Checklist will automatically sit at the top of the list, but you can use the ‘ascend / descend’ to change this.

’ Did you know?

’ A

12
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When you have pressed the ‘Create Checklist’ button on the Checklist library page, you will be taken to a new screen. From here, you can:

= Name your Checklist: You can create the title of your Checklist to reference what it is used for

= Build up your Checklist items: Add questions or tasks which your engineer can complete in the App

= Configure your Checklist: Make it mandatory / non-mandatory, and specify when the engineer should complete the Checklist on the job
= Add Checklist to an invoice type: Add the Checklist to one or more invoice types so it automatically appears against any job with that invoice type

C) Workshop Checklist -
y o B Jobs Title

No current checklist items
(@ Jobs (New View) Template title.

Q, Job Search <4 Add checklist item

Mandatory []
Job Requests
Completion Stage
o Time Approval
End of job =
783 Engineers
Invoice Types

¥= Checklists

Type Description

No invoice types selected
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Once you have added your Checklist items, you can configure it via the right-hand side of the screen to ensure it is suitable for purpose.

= Title: To change this, click into the box and add your title. This title will be displayed in the Checklist library so you can identify it easily.
= Mandatory or Non-Mandatory: To make the Checklist completion mandatory, tick the tick box. The default will be set to non-mandatory.

= Completion Stage: You can choose whether the engineer completes the Checklist at the start of the job, during the job or at the end of the job. The
default will be set to the end of the job. Use the drop-down box to choose your selection.

Invoice type: You can add the Checklist to an invoice type, so it automatically appears on any job created using that invoice type. If you know the
invoice type number, type it into the box and press enter. If you don't, click on the search icon to open the search box. Search for the invoice type and

press ‘OK’. You can add multiple invoice types to the Checklist if necessary and all invoice types assigned to this Checklist will be visible at the bottom
right-hand side of the screen under the ‘Type and Description’ section.

Configuration Area Invoice Type Search Function
Title
Mew checklist Invoice TypE LOOI(LIIJ
Mandatory[]
Completion Stage |E|'ter search text
End of job s Type Description Program Code
Invoice Types Mo items to show.
Type Description
No invoice types selected
s Did you know?
- 0- Even if Checklists are set for mandatory completion at the start of a job, engineers can choose to skip them until later to allow them to
‘e’ continue with the job. The Checklists will appear everytime the engineer starts to record time on that job, until it has been completed.
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To add a new question or task to the Checklist, press ‘+Add Checklist item’.

(@) Workshop Checklist - New checklist
y? 8% Engineers i
- Mo current checklist items e
E flz MNew checklist
[ Jobs (New View) < Add checklist item
= Mandatory []
lob Search

A text box will appear allowing you to enter the question or task.

O Workshop Checklist - New checklist
.}, -'ﬁ'- Engineers Title
E Jobs Enter your text here and press the blue 'Add checklist item’ button]

Mew checklist

Add checklistitemn [ 4 Mandatory[]

Completion Stage
© Time Approval =+ Add checklist item

@ Jobs (New View)

Q, Job Search

End of job
¥= Checklists

Once you have entered the text, press the blue ‘Add Checklist item’. Your item has now been added to the Checklist.

@] Workshop Checklist - New checklist

y? 28+ Engineers Title

: "Enter your text here and press the blue 'Add checklist item' button.”
B Iwiz @ MNew checklist
@ Jobs (New View)

st Mandatory []
Q, Job Search = Add checklist item
N Did you know?

- @- You can edit the Checklist item by double clicking on it. This will reopen the text box and allow you to amend it. Ensure you press the save
’ Y

— button to save these amendments. You can also delete the item by pressing the T icon next to it.
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Once you have created your Checklist, you will see that it now exists within the ‘Checklist Library’ pa~z,of the Portal. Yov.“ave the option to e(‘]ﬁl duplicate
or delete the Checklist from this page. Next to each Checklist, you will notice 3 symbols. One to edit one to duplicate = and one to delete

@] Workshop Checklists
y? [ Jobs id Title Invoice Types
[@ Jobs (New View) 2 Risk Assessment No invoices Dﬁ ]ﬂ[
Q Job Search

Editing your Checklist

To edit your Checklist, click on the edit symbol, or the Checklist title. This will open the Checklist and allow you to make the necessary amendments. Once

you are happy with the amendments, remember to click the ‘save’ button at the bottom right hand corner of the screen. If you do not do this, your changes
will not be saved.

Duplicating your Checklist
To duplicate your CheckKlist, click on the duplicate symbol. This will open a duplicate version of that Checklist. You will notice that the title of the Checklist
will be the same but will have ‘copy’ at the end of it. You can only save this duplicated Checklist if something has been changed on it — for example: the

title, or a question or task. Remember to click the ‘save’ button at the bottom right hand corner of the screen to save the Checklist. If you do not do this,
your changes will not be saved.

Deleting your Checklist

To delete your CheckKlist, click on the delete symbol. A pop-up box will appear asking if you're sure you want to delete it. It will tell you how many jobs and
invoice types the Checklist is assigned to. Deleting it will only remove it from jobs and invoice types going forward and not retrospectively.

Are you sure? X

Do you really want to delete this item? It is currently assigned to 0
Jobs and 2 inveice types. This process cannot be undone.
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Overview of the Checklists in Gold

If you are creating a job with an invoice type that does not have Checklists assigned to it, the you can assign Checklists to the job in the ‘Instructions’ tab.
You will see a new item called ‘Chklist’. Click on this to assign a Checkilist to the job.

Job: 106597 INV Inv Type:21 Workshop Inveicing Parts: 0.00

Cust: 1220 Abacus Building Company 28/02/17 Labour: 0.00

|Head |Cont |Parts|Lab|FlatR|Story | Invjji) ey | Opt | Prt |Audit |Docs |OIP | Txt |Events |
No Instructions

Use Shortcuts or arrow keys to view

F3 Amend [F4 |F5 Chklist|k5 JobCard|F7 [F8  }]

_@_ Did you know?
24 Checklists can be accessed via both Workshop Entry Jobs and Jobs created via Scheduler.

I




.
I b COS A Constellation software company

Once you have selected the Checklist option, select ‘insert’. In the “Template ID’ section, you can enter the template ID and press enter. If you don’t know
the Template ID, put a question mark in the box and press enter. This will bring up all the Checklist templates that are available.

Flat Rate

allocated

Template Id

Use Arrow Eeys to Select then <Enter:> Use Arrow Keys to Select Item Required
F3 F4 F5 & 7 g i 3 Find

Select the Checklist you want to add to the job, and press enter. If you want to add more than one Checklist, follow the process again. You will see that
your Checklist is now added to the job.

Tze Arrow Keys to Select then <Enter:
2 sert |F3 F4 Delete |F5S

78




.
I b COS A Constellation software company

Overview of the Checklists in the App

When engineers now open the job in the App, they will see a new tab called ‘Checklists’. This is where the engineer can see all Checklists that have been
assigned to that job. It will be split into 2 sections: Mandatory and Optional

ull vodafone UK 4G 16:45 am
< Job#106601 & vy

Customer Checklists Documents Pa

Mandatory
Mandatory

This section will hold all Checklists which have been configured as mandatory
completion within the Portal.

Risk Assessment

Optional

Health and Safety Check Optional

071 This section will hold all Checklists which have been configured as non-mandatory
completion within the Portal.

pd v
Labour Complete
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When engineers click on the Checkilist, it will open it in a new screen and display all the questions / tasks within it. Next to each item you will see a ‘tick
box’ icon, and a ‘speech bubble’ icon. This page focusses on the ‘tick box’ icon.

The engineer can use the tick box to show that an action has been taken against that specific Checklist item. To use it, press anywhere on the Checklist
item. Pressing more than once will change the status of the item:

«all vodafone UK 4G @ 17:23

¢ Back Risk Assessment

Is the floor safe from
obstructions?

0O 0O

Is it raining?

&

Is the customer on site
with you?

O
=]
O

~
~
~
~

2/3
Complete

Did you know?

No action taken:
If the engineer has not pressed on the Checklist item, the tick box will be empty, and the colour
bar will be red. This indicates the engineer has not completed that item yet.

Press once:
If the engineer presses on the Checklist item once, a tick will appear in the tick box, and the
colour bar will turn blue. This indicates that the engineer has completed this item.

Press twice:
If the engineer presses on the Checklist item twice, a line will appear in the tick box, and the
colour bar will turn gold. This indicates that this item is ‘not applicable’.

The numbers at the bottom of the screen indicate the number of Checklist items that have been
actioned.

-,@\ You can press the Checklist item for a third time to reset it to its original state of ‘no action taken’.
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Engineers can add comments to Checklist items which will be sent back to the Portal as soon as they are saved.

al vodafone UK &

¢ Back Risk Assessment ¢ Back Risk Assessment

Is the floor safe from Is the customer on site with you? Is the floor safe from
obstructions? obstructions?

Enter comments here and press the save
button

Is it raining? Is it raining?

Is the customer on site Is the customer on site
with you? with you?

Enter comments and press the
save button

2/3 2/3
Complete Complete

To add a comment, press the speech When the comments have been entered, You will see that the speech bubble
bubble icon next to the relevant press the ‘save’ button to save the text, or icon now has 3 dots through the middle
Checklist item. This will open a new page the ‘delete’ button to remove the text and the comments entered are shown
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When an engineer has completed the Checklist on the App, the status of the Checklist will change to show it has been completed.

ol vodafone UK 7 16:57 am

< Job#106601 &% vy

Customer Checklists Documents Pa

a1l vodafone UK & 17:41 £ a1l vodafone UK 5 17:57

< Back Complete Job #106601 Update job story

Describe reason for
skipping checklists

Risk Assessment

Mandatory

Risk Assessment Add comments here and press the save

Risk Assessment button

Checklists
Before completing 21 on job #106601.
You have mandatory checklists to
complete.

Optional

‘ Health and Safety Check ’
3/3

Go Back Skip
11

Health and Safety Check

A v
Labour Complete

When the engineer has completed a If the engineer tries to complete the job with If the engineer chooses to ‘skip’
Checklist, it will show on the Checklist tab mandatory Checklists outstanding, they will be the Checklist, they will be asked to add
with a solid line through it, and the ‘total’ prompted to complete the items. If they press the a reason for the decision. Once they

will reflect that all items have been done. ‘accept’ button from this page, a notification asks enter their comments and press the
The engineer can go into completed if they want to ‘go back’ to the Checklists, or ‘save’ button, they will be taken through
Checklists and amend them if necessary ‘skip’ to complete the job the usual job completion flow
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Overview of completed Checklists

Managers can review the Checklist information from within the job in the Portal. You will see a new Checklist tab, and within it you can see all the
Checklists assigned to that job. This screen will tell you:

= |f the Checklist is mandatory or non-mandatory

=  Whether it should be completed at the start of the job, during the job or at the end of the job

= When the Checklist was last updated by the engineer and the status of its completion

(@] Workshop Job 106601
7 B Jobs Invoice Type: 21- Workshop Invaicing
(B Jobs (New View) Status: Logged Sub-Status: Logged
Customer: 1220 - Abacus Building Company Date: 30/06/2020
Q Job Search
Job Requests ob  Customer  Wholegood  Pants  Labour  Documents  Audic | Checklists
Q Time Approval
Titl M i
i Ergineers tle andatory  Completionstage  Last Updated Progress
¥= Checklists th and Safet, End of job 30/06/2020 05:41pm @z
k As: v During job Never @z
-]
A < Back Job Confirmation
-

S o’  Did you know?
- 0 = You can click on the title of the Checklist to open a ‘quick view’. This view will show you all the comments made by the engineer without you
S having to edit the Checklist to view this information.
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Managers can edit the Checklist information that has been submitted by the engineer. In the job on the Portal, go to the Checklist tab. Press the ‘edit’
button located to the right hand side of the Checklist you want to amend. This will open the Checklist in full detail. Each item will display the engineers

number to indicate who has completed it.

To edit an item, double click into the grey box and amend the item as necessary. Save these individual changes by pressing ‘save’, or discard them by
pressing ‘discard’. If you save the changes, they will show as a new line under the original comment. To save all changes, press the green ‘save’ button at

the bottom right-hand corner of the screen.

(@] Workshop Job 106909

» I Risk Assessment

(@ Jobs (New View) [1s the floor safe from obstructions?

Q Job Search N/A

Job Requests

.
© Time Approval Ols it raining?
===Engineer5 N/A

¥= Checklists

[ls the customer on site with you?

N/A

Add your comments in here and press save|| \
2
S

S o7 Did you know?
- 0 = If you amend an engineers comment, your changes will show as a new line underneath the original comment. Your ‘ID number’ will be
S visible next to this comment to show who has made the amendment.




