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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
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4. Select ‘Reports’.
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5. Select ‘Sellup’.
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6. Type in dates of the week you are looking for.
7. Select ‘Preview’.
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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.
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Sellup Report

Sellup Report
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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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Sellup Report Franchise: 0218 - COMPANY/ Newcastle Company
Date From: 08/03/2016 Date To: 14/03/2016

Name Scheduled Cleaning Type Amount

| CCNI Joshua 0475964804 M-F 730-330 |

[ Scheduled

Admin Fee 0.00
CC CarpetClean 2,369.00
Redo 0.00
O - Ottoman Clean 15.00
UC UpholsteryClean 43200

2,816.00

Credit Card Surcharge 736
NSCC CarpetClean 174 .00
NSCD CarpetDeodorise 70.00
NSSB E3 SpotBottle 40.00

291.36

Sum of Scheduled & NonScheduled for CCN1 Joshua 0475964804 M-F 730-330: 3,107.36 |

Nonscheduled
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How to find Cancelled Appointments

1. Open Main Menu.
2. Type in postcode for area e.g. 2324 = Newcastle.
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3. Select ‘Close’.
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4. Select ‘Reports’.
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5. Select ‘Cancelled Jobs’ and Click ‘OK’.
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List of Reports:
Dady Job Detals

Daily Job Summary

Weekly Jobs

Weekly Jobs (Excel)
Customers Not Using Services
CNUS Lead List

Customars Using Servicas
Lead Source Summary
Outstanding Balances

Tanceliod Jobs

Customer Category
Selly

Next 14 Days Booking
Income Repert
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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).
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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:
e The Scheduled Date
e The Date Job was Cancelled
e The customer’s name
e The time the job was scheduled
e The price of the job
e The address of the job
e The contact details of the customer
e Who cancelled the job
e Reason the job was cancelled
e The Job Type (C = Carpet Clean, U= Upholstery etc)
e And the lead source of how the customer found us to book with us

BN e (e - mer

C [ filey///C:fUsers/boughtonk/Downloads/rptCancelled)obs201603231634.pdf Qs =

Cancelled Jobs

Cancelled Jobs Date From: 08/032016 Date To: 08/03/2016
Franchise: 0218 - COMPANY/ Newcastle Company
Schedule  Date Time Quoted Job Type

Date  Cancelled Customer Sched Price StreetAddress Suburb Phone Cancelled By Reason Cancelled LeadSource
08/03/2016 02/03/2016  Ms Elizabeth Harrison  09:30:00  $158.00 433 Main Rd GLENDALE 49543690 Joe Biag cust called to cancel CACCSI Done Before
booking - got someone else
to do jjob tomorrow - went
1o competitor C-41168

08/0372016 06/03/2016 Ms KeiraMahoney  07:30:00 _ $189.00 50A Speers St SPEERS POINT 0421814300 Julic Flores Julie 6/3 - via VM canx g Done Before
booking. no one will be
there C-41412

OR/0372016 0770372016 Mrs Amy Callaghan _ 15.30:00 13400 5 Garsdale Ave ELERMORE VAI 0421575532 Belle Mota = petitor C41513 € TV Advertisir
08/03/2016 26/02/2016  Ms Kelly Jones 10:30:00  $119.00 6 McElwee Dr TINGIRA HEIGH 49486305 Anthony Catindig called to work will just € Brochure
rebook. C-40871
08/03/2016 02/03/2016 Ms Natalic Matthews ~ 07:30:00  $328.00 5 Iris Close WOONGARRAH 0403231381 Kat Tan Kat 02/03 - Cust cito cancel € ONL Form St
booking / Went to
competitor C-41148

10



How to find Daily Job Reports

1. Open Main Menu.
2. Type in postcode for area e.g. 2324 = Newcastle
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3. Select ‘Close’.
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4. Select ‘reports’.
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Job & Resource Booking or Search by Postcode: | Go

Customer | Claim Search

Admin
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Logout
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5. Select ‘Daily Report Summary’.
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List of Reports:

Weekly Jobs (Excs
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CNUS Lead List
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Tumover by Date Posteades
Cancelled Jobs

Franchise Retum

Customer Category

Sellup

Next 14 Days Booking

Income Report
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5. Select ‘Date’ and ‘Technician / Run’.

B V4 V) Weekiyiobsheport  x ¥ [) Weekly jobs Report XV [ WeeklyJobz feport % V[ T 7D =y
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job Summary Report

Date: [M032016

Resource.

CCS1 JohnH 0476820218 MF 730-330
CCS2IAC Blake 0411735078 MFT30-330
€4 N1-6Xira David 0475962722 MF 730.330

Tile/AC CC Jasonl¥ 0448016239 W-F 730-330
THQ/AC Newy James 0409667239 MF 730-330
Tile/AC Newy JasonD 0481153065 M-F 730-330
Z ExtraRun

Z Resto Anthony Burchell

Z Resto Rod

2Z DO NOT BOOK NCo

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:
e The Start time
e The Customers Name/Company Name
e The Address
e The customers contact details
e The Quote Price
e The Lead Source
e The contact details of the customer
e Customer Relevant Comments
e Internal Job Notes
e Any Extra Services
e Cleaning Type (Job Details)
e Total Amount/Cost

| AL AL L0
¢ [ filey

- x V[ Weekly Jobs Repart %V [) Weekly Jobs Report % V[ Weekly Jobs Report %Y [ Weekly Jobs Report AR A - P wa e S
O y201603311052.pdf Q=

Daily Job Summary Report

Daily Job Summary Report Franchise: 0218 - COMPANY/ Newcastle Company
avnig0le

Start Name “ompany Home Mobile Work Internal Job
Time Phone Phone Phose Price Source Notes

NUAC Neal 0475954496

M-F 730-330

090000 Mos Gl King 49471404 0401406153 49471404 11900 Shop-A-Docket L 3B(walkoways) H docket
3415119, they always get

the H part of the deal

7 Angophora Cl Email nediedry com s
MOUNT HUTTON 2290 NSW

Contact Name:

ExtraService Cleaning Types
€C CarpetClean Lounge=1 Bedrooms=3 Hall=1

103000 Mrs Carol Dugan 49436775 DAZMI6TIS OAIT467TS 15100 Done Before

31 Mane

t Email neddedry com.su
CHARLESTOWN 2290 NSW

Contact Name:

NSCE CarpetEGard
Credit Card Surcharge

120000 Ms Debra Baker 49721049 0400494511 0400494511 349.00 ONL Form Submit Discount Reason: only 6
P

34 Makoro Street Email dragonlady_60@yahoo cor ez d

PELICAN 2281 NSW

Contact Name

Print Dute: 31032016 10:5221AM

T e o [@AR &N E
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How to find weekly job reports

1. Open Booking System
2. Type in postcode for area e.g. Newcastle = 2324
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Versen 3304

Buid Oace: 00/09/2013

3. Select ‘Close’.
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12:00 PM | Unsvailsble \\51"0;5071 Unavailable | Unavailable Unavailable | Unavailable (e Unavailable e Unavailable Available
$139-C SI87-C — 350
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4. Select ‘Reports’.

T VB T VD wieckiprobunepon V[ Weeky ot Report 3V [) WeskdyJobs heport %V [) Weekly Jobs Regort”
€ = C A https://www.edrybookings.com.au/WebBooking/forms/frmh fenu.asp

Job & Resource Booking or Search by Postcode: | Go

Customer | Claim Search
Restoration Jobs
Overdue Restoration Jobs

Logout

Buid Date 0/08/2015

5. Select ‘Weekly Jobs’.

7 05 T2 Y 4 V13 Dy Job Summary Repo: ¥ [ Weekly Jobs Report %Y [) Weekly Jobs Report %V [ Weekly Jobs Report X [} Weekly Jobs Report PR A

€ = C 8 hps/www.ediybookings com.au/Webs

List of Reports:
Daiy Job Details

Customers Not Using Services
CNUS Lead List

Customers Using Services

Lead Source Summary

Outstanding Balances

Tumover by Date Posteodes
Cancelled Jobs.

Franchise Retum

Customer Category

Selly

Next 14 Days Booking

Income Report

ToDlo Report .

Cancal
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6. Select Date of the week ending e.g. 08.03.16

7 1 Y2V 4 VI Oy dob Summary Repe. % V. [) Weekly Jobs Report V. [3 WeeklyJobeReport % Y [3 Weekly obsReport %V [) Weeklylbsheport X .80 aked xV 0

€ - C | @ hitps//www.edrybookings.com.au/W

x
" !

Weekly Jobs Report

080372016 Tuesday o |

Canest

7. Select icon and open document

| AR A T T T T (T L A T A T T 5 AT Y oo Nl

€ & C 8 https//www.edrybookings.com.au/W

Weekly Jobs Report

08/03/2016. Tuesday ¥

Cancel Preview |

Mylobs20160..pdf
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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:
e The Technicians Name and Area
e The overall Jobs they have completed that week
e The restoration Income
e The Scheduled Income
e The Sales
e The Total Income
e The Total amount of Jobs completed
e The Average Out
e The Average return
e Cash payments made
e Credit card payments made
e Cheque payments made
e Direct Deposits made
e Accounts (If jobs are being paid by a company)
e Totals of each day
e Any differences noted
e And any expenses noted

W0 VR VY 0 viny s g oy Y Wl Rt VI W s Y D Wiy s et Y 1 Wesy o ot Y Nt vra e VB el Ve Wl w Wil
ughtonk/Downloads/rptWeeklyJobs201603311120.pdf @

Q
&

Weekly Jobs Report Franchise : 0218 - COMPANY/ Neweastle Company
Date From: 02032016 Date To: 08032016

SeheduleDate Restoratio Sehed Taal  Tewl  Avege  Averape © Accounn
o Income Tncome tocome  Jobs Out Return

=
"
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How to find Lead Source Reports

1. Open Booking System
2. Type in postcode for area e.g. Newcastle = 2324

0 Y2V VD) Concelied Jobs % ¥ [3 Franchise: 0000 Admin- . X

€ 5 @ B httpsy//www.edrybookings.com.au/WebBooking/forms/frmh

Main Menu

Job & Resource Booking or Search by Postcode: [2324 Go
224
Customer | Claim Search

Admin

Raports

Restaration Jobs.

Overdue Restoration Jobs

Logout
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suid Dste 000872018

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

e 7S B0 N ==

F 0 YR Y % V) Weekly Jobs Report % V[ Weekly Jobs Report Y [ Weekly Jobs Report x|
& 3 C 8 hitps//mww.edrybookings com.au/WebBooking, forms/frmiainMenu.aspx

Job & Resource Booking or Search by Postcode: | Go

Customer | Claim Search
Admin
-

Version 35,84

Buid Date 08/0572015

5. Select ‘Lead Source Summary’.

7 0 T2 7 e VT Weokiy Jobs Report x Y [3 Dy Job Summar, V. [ Weshly Jobs Report X Y [ Weskly obs Report X Y [ Westly Jobs Report X Y [ Weekly jobs Report X ¥ (W 0243344318 who X 1 [3 Franchise: 000 A2 X Y [3 frmbogin VB Current detais for - x YL IRl
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List of Reports:

Dy Job Details

Daly Job Summary

Weskly Jobs

WWeekly Jobs (Excel)
Customers Not Using Services
CNUS Lead List

Tumover by Date Posteodes
Cancelled Jobs.

Franchise Retum

Customer Category

Sellup

Next 14 Days Booking
Income Report
TeDo Report
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6. Typein Dates e.g. 08.03.16 —11.03.16

W Y2 7 % VD fotshicsdsoncedtic x V1) WeeklyJobs Report %V [3 Franchise 0000 Admin = % Y [ frokogin B o i S

€ - C | @ hitps//www.edrybookings.com.au/W

Summary Totals By Lead Source Report

Date From 080316 To: 110316

Cancel Preview

3 show il downloads., X

rptTotaisleadSource..pdf

e ulan "8 a8

7. Here you will find how customers have found Electrodry in the area through
different marketing strategies and which marketing strategy is used frequently.

JSource201: X \UD)eERyISBRepar %Y [ Franchise 0000 Admin - x Y [} frmlogin * LY s e S|
D dSource201603311143%20(1).pdf Qi =

| ARCAET 0

Summary Totals by Lead Source

| Franchise: 0218 - COMPANY/ Newcastle Company |

Recommendation
Website

er Contact Jeft”

G
Email Marketing

rptTotaisteadSource..pdf
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That completes our instructions for dummies!
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