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GUIDE MAP

What you will learn

Follow the chapters in order for the complete workflow, from account creation to reporting.

01 Account and company access 02 Choose a platform

03 Maintenance dashboard 04 Job orders and filters

05 Job details and closure 06 Photos, dates and evidence

07 Asset register 08 Preventive maintenance plans

09 Requests, statistics and reports 10 Team and permissions

11 Inventory dashboard 12 Materials and stock control

13 Audited movement history 14 Asset custody

15 Inventory reports 16 Appearance and mobile use

Privacy: Every person, job, asset and material shown in this guide is fictional demonstration data.



CHAPTER 01

Account and company access
01

Create an account, register a new company or join an existing site with its code. New companies are reviewed before

access.

1
Choose Create account.

2
Select Register new company or Join with site

code.
3

Enter the requested details, verify your

email and wait for approval.
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CHAPTER 02

Choose a platform
02

Masters can open both workspaces from one clear home. Other roles go directly to the platform allowed for their work.

1
Open Maintenance Management for jobs,

assets and PM plans.
2

Open Inventory Management for stock and

custody.
3

Use Switch platform in the side menu

whenever required.
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CHAPTER 03

Maintenance dashboard
03

Start with active work, pending orders, recent photos and the latest site activity.

1
Review the summary counters.

2
Prioritise overdue or critical work.

3
Open an order directly from the dashboard.
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CHAPTER 04

Job orders and filters
04

Every preventive and corrective order can be searched and filtered by status, type, category and assigned user.

1
Use the four filters to narrow the list.

2
Assigned and Unassigned badges make

ownership clear.
3

Open a job order to review or update it.
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CHAPTER 05

Job details and closure
05

The job record keeps asset, location, assignee, dates, work notes and its controlled sign-off together.

1
Review the work scope and history.

2
The assigned person updates progress and

signs the completed work.
3

The master reviews partially closed work and

approves final closure.
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CHAPTER 06

Photos, dates and evidence
06

Add before-and-after photos, optional time, notes, materials and signatures without leaving the job record.

1
Attach only relevant site evidence.

2
Use manual dates when recording earlier

work.
3

Download the complete branded job PDF

when needed.
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CHAPTER 07

Asset register
07

Keep each maintained asset identified by code, trade, location, condition and optional lifecycle details.

1
Search or filter by category.

2
Use Additional asset details only when

needed.
3

Open the related PM plan or job history from

the asset.
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CHAPTER 08

Preventive maintenance plans
08

Build repeatable tasks with frequency, next due date, priority and a default assignee.

1
Create one plan or build plans from standard

templates.
2

Generate due job orders in a controlled

action.
3

Review active plans by category.
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CHAPTER 09

Requests, statistics and reports
09

Supervisors and masters can raise requests, monitor trends and issue focused site reports.

1
Submit a request with location, priority and

photos.
2

Use statistics to compare open and closed

work.
3

Filter job, asset and team reports before

downloading.
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CHAPTER 10

Team and permissions
10

The master controls site membership, roles, job titles, approvals and temporary access freezes.

1
Approve new team members after checking

their details.
2

Give each person only the role they need.
3

Storekeepers receive Inventory access

without Maintenance access.
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CHAPTER 11

Inventory dashboard
11

See materials, low-stock items, monthly receipts and issues, and recent movement activity at a glance.

1
Check low-stock alerts first.

2
Review recent receipts and issues.

3
Open Materials or Movements from the side

menu.
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CHAPTER 12

Materials and stock control
12

Register each material with its code, description, category, unit, store location and minimum level.

1
Use In when receiving stock.

2
Use Out to issue stock to a person or job.

3
Use Adjust only for a verified stock count.
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CHAPTER 13

Audited movement history
13

Every receipt, issue and adjustment is recorded with date, quantity, balance, reference and user.

1
Filter by period, movement type, category or

material.
2

Use the running balance to confirm each

transaction.
3

Movement records cannot be edited or

removed.
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CHAPTER 14

Asset custody
14

Register controlled tools, issue them to a team member and record their return condition.

1
Register the asset code, name, category and

condition.
2

Choose the receiving team member and

issue date.
3

On return, record the date and new

condition.
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CHAPTER 15

Inventory reports
15

Material reports and custody reports are issued separately so each record stays focused and clear.

1
Issue a stock report or a movement report

by period.
2

Issue a custody asset or custody movement

report.
3

Apply category, condition and status filters

first.
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CHAPTER 16

Appearance and mobile use
16

Choose light or dark appearance and use the same work areas from a compact mobile navigation.

1
Use the appearance icon in the top bar.

2
Open the mobile menu to move between

sections.
3

Your appearance choice remains saved on

the device.
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Ready to work with confidence

Use this guide with the walkthrough on the Training page, and contact your site

master whenever access or approval is required.

Maintenance

Jobs, assets, plans and reports

Inventory

Materials, movements, custody and reports

This guide uses demonstration data only.


