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How to find the turnover product type: Sell Up 

 

1. Open up booking system to  main menu   

2.  Type in postcode for area tech is working in e.g. 2324 – Newcastle 

 

3. Select ‘Close’. 
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4. Select ‘Reports’. 

 

 

5. Select ‘Sellup’. 
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6. Type in dates of the week you are looking for. 

7. Select ‘Preview’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. Icon will appear bottom of screen visualising document has been downloaded. 

9. Select icon and open document. 
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10. Sellup Report will appear. 

 

 

 

 

 

 

 

 

 

 

 

Here you will be able to scroll through and find the particular Technician you are looking for 

and be able to visualise the technicians weekly Scheduled Upsell and Non Scheduled Upsell. 

 

Example: 
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How to find Cancelled Appointments 

 

1. Open Main Menu. 

2. Type in postcode for area e.g. 2324 = Newcastle. 

 

 

3. Select ‘Close’. 
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4. Select ‘Reports’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Select ‘Cancelled Jobs’ and Click ‘OK’. 
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6. Type in the date of the cancelled job/jobs you are looking for  

(e.g. 08.03.16 – 08.03.16 for one day OR 08.03.16 – 11.03.16 for 4 days etc). 

 

 

7. Icon will appear bottom of screen visualising document has been downloaded. 

8. Select icon and open document. 
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8. A List of cancelled jobs for the day or days will appear. 

 

The list will include: 

 The Scheduled Date 

 The Date Job was Cancelled 

 The customer’s name 

 The time the job was scheduled 

 The price of the job 

 The address of the job 

 The contact details of the customer 

 Who cancelled the job 

 Reason the job was cancelled  

 The Job Type (C = Carpet Clean, U= Upholstery etc) 

 And the lead source of how the customer found us to book with us 
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How to find Daily Job Reports 

1. Open Main Menu. 

2. Type in postcode for area e.g. 2324 = Newcastle 

 

3. Select ‘Close’. 
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4. Select ‘reports’. 

 

 

 

 

5. Select ‘Daily Report Summary’. 
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5. Select ‘Date’ and ‘Technician / Run’. 

 

 

 

 

7. Select ‘Preview’. 

8. Click on icon and open document. 
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9. Here you can see each job the technician has done on that particular day. 

The list will include: 

 The Start time 

 The Customers Name/Company Name 

 The Address 

 The customers contact details  

 The Quote Price 

 The Lead Source 

 The contact details of the customer 

 Customer Relevant Comments 

 Internal Job Notes 

 Any Extra Services 

 Cleaning Type (Job Details) 

 Total Amount/Cost 
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How to find weekly job reports 

 

1. Open Booking System 

2. Type in postcode for area e.g. Newcastle = 2324 

 

 

3.  Select ‘Close’. 
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4. Select ‘Reports’. 

 

 

 

 

5. Select ‘Weekly Jobs’. 
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6. Select Date of the week ending e.g. 08.03.16 

 

 

7. Select icon and open document 
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8. Here you will find the Weekly Summary of Jobs completed the week ending 08.03.16 

 

The Document will include: 

 The Technicians Name and Area 

 The overall Jobs they have completed that week 

 The restoration Income 

 The Scheduled Income  

 The Sales 

 The Total Income 

 The Total amount of Jobs completed  

 The Average Out 

 The Average return 

 Cash payments made 

 Credit card payments made 

 Cheque payments made 

 Direct Deposits made 

 Accounts (If jobs are being paid by a company) 

 Totals of each day 

 Any differences noted 

 And any expenses noted 
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How to find Lead Source Reports 

 

1. Open Booking System 

2. Type in postcode for area e.g. Newcastle = 2324 

 

 

 

3. Select ‘Close’. 
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4. Select ‘Reports’. 

 

 

5. Select ‘Lead Source Summary’. 
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6. Type in Dates e.g. 08.03.16 – 11.03.16 

 

 

7. Here you will find how customers have found Electrodry in the area through 

different marketing strategies and which marketing strategy is used frequently. 
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That completes our instructions for dummies! 


