Office / project manager quide

Office / Project or site manager

Office and project managers run the day-to-day: customers, jobs, the schedule, tasks, follow-
ups and subcontractors. You see everything for your business except team management and

business settings, which belong to the owner.

Getting around the dashboard

Five tabs: Dashboard, Customers, Jobs, Schedule and More. Quick add (bottom right) creates

the common things from anywhere.

1. Use the Dashboard tiles to jump to what needs attention: jobs today, needs scheduling,
work to approve, follow-ups overdue.

2. Open More for quotes, invoices, timesheets, sites, compliance, reports and help.

Dashboard

Welcome back, Mia
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Dashboard ':‘_) 6 of 7 done

o)

=N

7 Explore the dashboard and complete setup
A one-minute tour of where everything lives. Then you are set.

- Finish without the tour

Show all 7 steps
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New task View sites -

The office manager's Dashboard.
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Dashboard @ Quotes 3
GST quotes, PDF, acceptance, convert to job
g\
Custo s . .
i E Materials & services 3
Catalogue with cost & sell prices, CSV import
B Invoices 5
Tax invoices, payments received, balances
| Work
® Timesheets 5
Approve hours, payroll export
dh Sites & projects 5
Locations, site contacts and maintenance projects
Task calendar 5
Task due dates by day
@ Compliance N
Licences, insurance, SWMS and expiry dates
| Business
) Reports 5
CSV exports of tasks, completed work and compliance
=) ABEI?II‘IE“S]S settlrllgs >

More, as seen by an office manager. There is no Team entry.

Customer management

Same as the owner: add and edit customers, record leads, and log calls, emails and notes.

1. Customers — Add customer, or open a customer to update it.

2. Use Leads for enquiries, and Follow-ups for planned contact.
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Customers

Customers Follow-ups (1)

=2
og .
Dashboard ‘ Q
VoAl Lead Active Inactive

Coastal Property Group (sample)
Account customer - 0491 570 159 - next: Email Wed 18 Nov 2026

Greenfield Developments (sample)

1open job
Builder (multi-site) - 0491 570 158 - next: Site visit Mon 16 Nov 2026
Sarah Nguyen 2 open jobs
Existing customer - 0491 570 157 - OVERDUE: Phone call Fri 13 Nov 2026

o Tom Walker =
Lead - 0491 570 110 - next: Phone call Sat 14 Nov 2026

Y Rl',

The Customers list.

Jobs and sites

1. Jobs — New job. Choose the customer and site, or add a new address.

2. On the job page: add tasks, upload documents, set project rules (flag icon), and watch
People & access.
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€< J-0002

Greenfield Developments (sample) > Ridge Street Townhouses > J-0002
Townhouses stage 1

In progress

2, Customer Greenfield Developments (sample)
@ Address Lot 4 Ridge Street, Robina QLD

(3 Scheduled Sun 15 Nov, 6:30 AM - 3:00 PM

2. Workers Liam Brooks, Mia Chen

@ Labour Oh 00m logged

3 Reschedule / reassign @ Jobcompleted

() Noton the clock for this job

/ % R

| People & access

Sparkline Electrical (sample) - priya.singh.sample@example.com
Invited Sat 14 Nov 2026 - expires Sat 28 Nov 2026

&+ Add our staff to project

B Invite company

pending

| Tasks (1)

| Prepare frames for inspection

A job page, with (1) People & access.

Scheduling and assigning workers

1. Schedule — tap a job under "Waiting for allocation", or press Reschedule / reassign on the

job.

2. Pick the date and start time and the workers, then press Save schedule.
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Schedule J-0003 - Back deck repairs

l [3 Pick date & start time

Duration q
."orkers

&
@ Dan Harper

Owner / Admin

Liam Brooks
Trade / Subcontractor - Carpentry

@
@ Mia Chen

Office / Project or site manager

Note for history (optional)

|

Booking a job and choosing workers.

Creating and managing tasks

1. Add task on the job (or Quick add — Add task). Assign people or a subcontractor company.

2. Use the task menu to reassign, change escalation, or delete. Approve completed work when
sign-off is required.
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Site
Select site -

Project

Select project

Title
Description
Category Priority
Repair g ® Medium >
Status Due date
Open - 5 Setdate
Assign to
Dan Liam Mia

Checklist & sub-tasks

The task form.

Recording follow-ups

1. Customers — Follow-ups — Mine shows what is yours. Press Complete... to record the
outcome and book the next step.
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|T_m Customers

Customers

Follow-ups (1)

o
ga

Dashboard
(2 . s =
Customers 0 0 0
ﬁ Overdue Due today Due this week
Jobs
Q
m
Schedule v Mine Everyone Overdue only = Staff = Customer type = Activity type
- | Upcoming (2)
More

ﬁj Site visit - Greenfield Developments (sample) @
Walk stage 2 with Rob
Due Mon 16 Nov 2026 - Mia Chen

[~] Email-Coastal Property Group (sample) @
Send Coastal the maintenance price list
Due Wed 18 Nov 2026 - Mia Chen

~ Completed (0)

@ Follow-up

Follow-ups for the office manager.

Subcontractor collaboration and document requirements

1. People & access — Invite company. Enter the company, trade and manager's email, then
send.
2. Set required documents and instructions under Project rules (flag icon).

3. People & access shows who has acknowledged the current instructions, and which

documents are still missing.
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Invite a subcontractor company

Free for them.

They CAN

@ Seethis project: address, work instructions and project documents
@ See and work on only the tasks you assign to their company

© Record progress, photos and time on those tasks

© Add their own workers (if switched on below) — each warker sees only tasks they are given

They CANNOT
@ see your other jobs, customers, quotes, invoices, prices or costs

@ See other trades' tasks on this project
@ Change project rules, instructions or invite other companies

You can revoke the company or any person at any time.

Company (e.g. ABC Electrical)
Trade (e.g. Electrical)

Manager's email

They can add their own workers

Inviting a subcontractor company.

<  Projectrules

J-0002 - Townhouses stage 1

These apply to everyone on the project, including subcontractors. TradieDash enforces them on the server.

Workers must acknowledge instructions
No task can be started until the CURRENT version is acknowledged.

Completion photo required
A task cannot be completed without at least one photo.

Manager sign-off
Completed work shows as "awaiting approval” until a manager approves it.

Time tracking expected
Workers start / break / finish on this job (shown to workers; reviewed on timesheets).

Subcontractors manage their own workers
Their admins can add and remove their own staff on this project only.

66686

Required documents per person

v SWMS Site induction Licence v White card Insurance certificate

Work instructions (current: v1)

Sign in at the site office before starting. Hi-vis, boots and hard hats at all times. Keep the
driveway clear for deliveries between 7 and 9 am.

Project rules.

Monitoring job progress
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1. On each job: task statuses, each worker's progress on shared tasks, time on the job, and
documents.

2. Dashboard — Work to approve and Timesheets to approve.

< J-0002 /S R
£ Reschedule/ reassign ©@ Jobcompleted

® Not on the clock for this job
| People & access B Invite company

Sparkline Electrical (sample) - priya.singh.sample@example.com

pending E
Invited Sat 14 Nov 2026 - expires Sat 28 Nov 2026
2+ Add our staff to project
| Tasks (1)
| Prepare frames for inspection Open
Medium &5 Repair 5] Duein 2 days
o Liam
| Routine tasks (0) (% Addroutine
e.g. daily site clean-up, weekly inspection, weekly progress photos.
| Materials used (0) + Add

None recorded.

| Job documents (0) [® upload
No documents yet. PDFs, photos, Word/Excel and CSV files up to 20 MB.

Tasks and progress on a job.

What you can't do (permission limits)

Office managers cannot invite or remove team members, change anyone's role, edit business
settings, or change the subscription. Ask the owner. Like everyone, you can't see other
businesses' data.

TradieDash - tradiedash.com.au/help - page 9 of 9



