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Introduction

This document is an introduction to SMMware for Basic Users. SMMware is a web based software
solution, accessed via a web browser. You can use a desktop computer, tablets such as the iPad, and
mobile phones. As a Basic User, your typical tasks are to enter hours, expenses, or mileage for a job. You
may also use SMMware for its scheduling calendar to indicate that you wish to participate in a task
(Packing a client’s home, for example). You can also use it as a reference to look up contact information
for a client, co-worker, or vendor.

Creating events, managing associates, clients, jobs, and vendors are typically considered tasks for
advanced users. Team Leaders are typically considered advanced users, and will also want to consult the
Team Leader User Manual.

Each SMMware client has their own URL of the form http://company-name.smmware.com. As a user,
the URL will be provided to you. Your instance of SMMware will look slightly different than the
screenshots contained in this manual. Your company logo will appear in the header, and the color
scheme will be customized.

Most commands do save directly from the editing screen. But some commands you’ll use do follow a
two step process. In those cases, first there is a data entry screen with the fields you can fill out. Second,
when you click ‘Next’, or ‘Delete’ to go to the Completion screen, the data is saved to or deleted from
the database. If you leave the page prior to the Completion step, your changes/deletions will not be
recorded in the database and will need to be re-done. Note that SMMware does not currently follow an
‘auto-save’ model.

Throughout the manual, note sections like this below, providing links to relevant YouTube videos:

Watch our YouTube video about creating a shortcut on the desktop for your

u 1.( '|' h Apple device at https://youtu.be/3654WiDZKVQ

ouiune DS ) .
(if this link is broken because we’ve posted a new version, go to our channel
at https://www.youtube.com/SMMware to get to the new video)

Requirements
Access to the Internet.

A web browser.
Cookies must be allowed (to maintain your login state).
Popup windows must be allowed (for help screens).

Mobile devices to have a minimum width of 750px in portrait mode.
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Logging in
The login form will appear when you first browse to the main URL of your website.

Your Logo Here

Logged on with username: Not logged in

Username |

Password |

Forgot your password?

©2016 SmmWare LLC

You will be provided with your login information. If you want to change your password, you may do so
through the “Forgot your password?” function found on the login screen.

Copyright 2020 SMMware LLC, All Rights Reserved 4



If you have forgotten your password, you can use the Forgotten Password link on this form. It will guide
you through the process of resetting your password. You will need access to the email address on record

for you within SMMware.

Your Logo Here

Logged on with username: Not logged in

Username | |

Password

L5 Forgot your password?

©2016 SmmWare LLC

Your Logo Here

Logged on with username: Not logged in

If you have forgotten your password, enter your username below and a 'password recovery' email will be sent to you.
Click here to return to the log in screen

* Username:

©2016 SmmWare LLC
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Your forgotten password email will read:

“This email is valid for 2 hours from the time it was generated. To reset your password, click on this link
to open a page in your web browser.”

Clicking on the link will open a webpage where you can enter your new password.

Mobile Devices, Creating a Desktop Shortcut

Since SMMware is a website, we suggest that you create a ‘shortcut’ on the desktop of your mobile
device. When you have one, clicking on it both opens a web browser and take you to the site, which is
quite convenient.

Watch our YouTube video about creating a shortcut on the desktop for your

ﬂ\' T b Apple device at https://youtu.be/3654WiDZKVQ

ouiune e ) -

(if this link is broken because we’ve posted a new version, go to our channel
at https://www.youtube.com/SMMware to get to the new video)

Watch our YouTube video about creating a shortcut on the desktop for your

n\( T b Android device at https://youtu.be/4xghFTDDT k (if this link is broken
ouiune i ,

because we’ve posted a new version, go to our channel at

https://www.youtube.com/SMMware to get to the new video)

Help
The Help button is at the far right of the main menu bar and appears on every page.

Your Logo Here

[ Home | Admin | | Jobs | Clients/inquiries | Organizations/Contacts | Customer Relations m@

Home >> Clients/Inquiries >> Manage Clients Logged on with username: admin Log Out

Manage Clients
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The Help for SMMware is Context Sensitive, which means that the popup window that appears when
you click it will contain information related to the page you were on when you clicked Help. However,
you can always navigate to the help system’s Table of Contents and from there to whichever help page
is desired.

[ HELP with Associates - Google Chrome

(0] smmware.localhost.net/help/help_assoc_manager.php

| Home | Clients/Ing

Home >> Associates >> Associate Mang

Associate Manager

32 active users out of the 100 allowed,

Listed alphabetically by last name. By d

- Company Account|
'-'r’ \‘ (Usemame: , ID: 29
PO Box 123
\ Frederick, MD, 217(¢ What does "Manage CRM" mean?
! % 123-123-1234 Cell
N ‘ (123)123-1234 Hom CRM stands for "Customer Relation Management", which allows you to set a note to yourself regarding that
| | - info@smmware.co associate along with up to two reminder emails that go to you. This might be useful if you want to call them at a
Termination date: certain time.
[ System Administrg The Editing Screen
y - (Username: admin,
l ; 119 Jeremy What does the "Invitable" dropdown mean?
?‘ b Moander. MD, 2084
7 *ﬁ (123)123-1234 Mobi This setting affects scheduling, and whether this associate should appear in the list of associates who can be
3213214322 Home invited to an event.
B .~ bjacobs@smmware|

Termination date:

Help Index

HELP WITH THE ASSOCIATE MANAGER

The Listing screen

What is meant by the button that switches between "Hide Inactive Associates"” and "Show All
Associates

An inactive associate is one who is longer with the company, which in SMMware terms amounts to having a
"termination date" set on their profile

See the help for scheduling for additional details.

Copyright 2020 SMMware LLC, All Rights Reserved 7



Associates

Basic Users can see a list of associates and a limited set of details for those associates. If updates are
needed for your own profile other than your password, please contact your company’s administrator of
SMMware. Note that your system may be configured to use portrait images or not to.

Associate Manager

44 records found.
(Mote: 44 active users out of the 100 allowed) =i P E

Listed alphabetically by last name. By default only active employees appear in this list.

System Administrator
Title: System Administator

(Username: admin, 1D: 1)

(240) 265-4619 Mabile

321 321 4322 Home

bjacobs@smmware.com

Termination date: Active

Johannes Bach m

Title: Admin

(Username: abach, ID: 36 )
123-123-1234 Mobile
202-300-4582 Home
bjacobs@rednoodle.com
Termination date: Active

What a Basic User can see for other associates:

Associate Manager

Return to Listing

Return to Listing

Copyright 2020 SMMware LLC, All Rights Reserved 8



Record My Hours/Mileage

This command allows you to enter/edit hours and mileage against ongoing jobs. To review your entries
for jobs which are no longer active, see the “My Hours/Expense/Mileage History” command (the next
section).

Watch our YouTube video about Recording Hours, Mileage and Expenses at

ﬂYnuTube https://youtu.be/ aoh2salk3Q

(if this link is broken because we’ve posted a new version, go to our channel
at https://www.youtube.com/SMMware to get to the new video)

Below is how the screen will typically appear.

Report My Hours and Mileage X

<)> C @ ® @ https;//demo.smmware.com/daily_hours_mileage.php B8 - | | Q search Yy @ o » =

Record My Hours/Mileage

Hours/Mileage for Sally Backus (ID: 60)

[ Next Il Retumn to Listing

New hours or mileage for Sally Backus. (Entries made more than 3 days after work was done will be flagged as late)
** Of the hours/miles fields, fill out at least one.
Hours / | Miles | Description Commands / Invoice #

Job Code

L] m
:

To add more than one item at a time, start by clicking on "Add new row" below

D Emm

Existing hours, mileage, and expenses for Sally Backus (only items for 'Active’ jobs appear)

Date / Hours / Miles Description ‘Commands / Invoice #
Job Job Code

December 02, 2016 4.00 Hrs 0 Packing ' Edit | Detete |
Anchorman, Marion

(476) - Move Only

December 01, 2016 Decluttering | Eit | Detete |
‘Anchorman, Marion

(476) - Move Only

December 01, 2016 | Edit | Delete |
Anchorman, Marion

(475) - Move Only

July 21, 2014 | Ed |

Queens, Mary (347) -

Downsize Only

July 21, 2014 ' Edt |
Queens, Mary (347) -

Downsize Only

July 17,2014 | Edt |
Queens, Mary (347) -

Downsize Only

July 17,2014  Edt |
Queens, Mary (347) -

Downsize Only

July 14, 2014 Pack at Leisure World, Move-in to Grace House: | Edit|
Delorean, Virginia (395)

- Downsize and Move

Services

July 14, 2014 m W
Delorean, Virginia (395)

- Downsize and Move

Services

July 11, 2014 | Edit | Detete |
Delorean, Virginia (395)

- Downsize and Move

Services

July 11, 2014 measuring Grace House, measuring and tagging

Delorean, Virginia (395) Leisure World

- Downsize and Move

Senvices

©2018 SMMware LLC
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https://youtu.be/_aoh2sa1k3Q
https://www.youtube.com/SMMware

At the top of the screen, you will see a blank row of fields for making a new entry. Use the “Add New
Row” button to make multiple entries together.

New hours or mileage for Sally Backus. (Entries made more than 3 days after work was done will be flagged as late)
** Of the hours/miles fields, fill out at least one.

I

Below that you will see a table with any existing entries you have already made.

Clear all fields
Return to Listing

Existing hours, mileage, and expenses for Sally Backus (only items for 'Active’ jobs appear)

Delete

Delete

New Entries
For a new entry, first select a date and a job.

New hours or mileage for Sally Backus. (Entries made more than 3 days after work was done will be flagged as late)
~* Of the hours/miles fields, fill out at least one.

- E _ b

Copyright 2020 SMMware LLC, All Rights Reserved 10



Next enter the hours. Your system can be configured for entering hours based on the total
elapsed hours that day, as shown below.

New hours or mileage for Sally Backus. (Entries made more than 3 days after work was done will be flagged as late)
* Of the hours/miles fields, ffTout & least one.
Date / Hours / | Miles | Description Commands / Invoice #

Job Job Code

| |
—select a job—- ~

To add more than one item at a time. start by clicking on "Add new row" below

Or it may be configured to enter hours as start and end times, with the total hours calculated for
you. In conjunction with start and end times, your system may or may not be configured to
include a “Break hours” field. If it does, the break hours is the total for the day. If you took a 15
min morning break and a 1 hour lunch break, you enter 1.25 into the Break Hours field.

Record My Hours/Mileage
Hours/Mileage for Rachel Barrett (ID: 55)

New hours or mileage for Rachel Barrett. (Entries made more than 3 days after work was done will be flagged as late)
** Of the hours/miles fields. fill out at least one.

Date / Hours / Miles Description Commands / Invoice #
Job
Start Time: End Time: = Delet
Hrs: \_I B

—select a job—

Break hrs: ‘ |
To add more than one iter at a time, start by clicking on "Adg new row” below

Job Codes

Within the Job Manager, when a job is created, the choice is made whether to use “job codes” or not.
Here, when recording hours and you select a job in the jobs dropdown, if that job requires job codes,
the job codes dropdown will appear below the hours field(s).

New hours or mileage for Johannes Bach. (Eniries made more than 3 days after work was done will be flagged as late)

= Of the hours/miles fields, fill out at least one.

Date / Hours / Miles | Description Commands / Invoice #
Job Job Code

Start Time: End Time:
I Hrs:
Anchorman, Marilyn (: ~

-select Job Code-  ~
To add more than one item . "Add new row" below

Delete

Copyright 2020 SMMware LLC, All Rights Reserved 11



Presets for the Description

A preset is a way to quickly copy a frequently used value into a text field, while still allowing you the
freedom to enter anything you want when needed.

If your installation of SMMware is configured to use ‘presets’, the preset button will appear to the left of
the description field. Clicking on it calls up the popup with the list of presets.

New hours or mileage for Sally Backus. (Entries made more than 3 days after work was done will be flagged as late)
** Of the hours/miles fields, fill out at least one. B
Date / | Hours / | Miles | Description | commands / Invoice #
Job Job Code I

| ||
—select a job— v

To add more than one item at a time, start by clicking on "Add new row" below

The popup of preset values is shown below. Click on a value to insert it into the ‘description’ text field.

Record My Hours/Mileage

Hours/Mileage for Sally Backus (ID: 60)
X
Packing Unpacking De-cluttering
Sorting & Organizing Inventorying Preset 1
Preset 2 Preset 3 Preset 4
New hours or mileage for Sally Backus. (Entries made more than p days { Presetd Preset 6 Preset 7
** Of the hours/miles fields, fill out at least one Preset 8 Preset 9 Preset 10
Date / Hours / § Preset11 Preset 12 Preset 13 Qommands / Invoice #
o e Preset 14 Preset 15 Preset 16
| | | Preset 17 Preset 18 Preset 19
Preset 20
|-selectajob— ]|

To add more than one item at a time, start by clicking on "Add new rog" below

~ Existing hours, mileage, and expenses for Sally (only items for "Active' jobs appear)
’ Date / Hours / Miles Description Commands / Invoice #
I Job Job Code

| December 02, 2016 4.00 Hrs 0 Packing | Edit || Delete
‘ Anchorman, Marion

Be aware that the description entered here appears on the detailed invoices sent to clients and should
be written with that in mind regarding grammar and content.

You can edit or delete entries if they do not yet appear on an invoice. Once they are part of an invoice
however, instead of the edit and delete buttons, you will see the invoice number.

SMMware has a time limit for considering an entry as ‘on time’. The default time period is 3 days, but
your company may have a different value configured. If you are late in making an entry, the word “Late”
will appear on the “Completion” screen next to any late entries. Also, your company administrator
receives an email with details of the late entry as well.

Copyright 2020 SMMware LLC, All Rights Reserved 12



Home >> Associates >> Record My Hours/Expenses/Mileage Logged on with username: dkinkaid

Record My Hours/Expenses/Mileage

Below are the records successfully entered into the system:

-You were late entering one or more entries. See table above.
<RETURN

©2016 SmmWare LLC

Time Clock
The Time Clock does not need to be activated at the system level; you can enable it per associate, for
each one that you wish to have access to the Time Clock.

To do so, open their Associate Profile for editing, find the ‘Enable Time Clock’ setting, change it from
‘No’ to ‘Yes’, and then Save.

iCalenr URL 7 =)

o 7 a Readiite v 7|
Don't Monitor Job Events v | 2|

Reaaite v | 7

ves v] > [Readite | 2. ReadWite | 7
B
B

o

Once enabled, the Time Clock icon will appear to the left of the username in the upper left of the page.

Home Admin~ Calendar Associates v Jobs v Sales v Clients Resources~ Inventory v Help

1 Daily Snapshot

Unhide All Sections

Copyright 2020 SMMware LLC, All Rights Reserved 13



After clicking on the Time Clock icon, the Time Clock pop up will appear. You will need to choose a Job
prior to starting it running. If the Job uses Job Codes, you'll need to pick that as well.

. -

Start: 02:27PM

Elapsed Time: OHrs 39Min

Select Job:

Aarmand, Jason (502) - Organizing v

55 Miles @ Hrs Billable Taxable

Description:
Inventorying

Once running, you can close it and open it again without losing anything, it will still be running. Any
changes to the description, travel distance, or billable status will be saved upon changing.

If the time clock is running and you change the Job (and/or Job Code), the running entry is stopped and a
new one is started.

SMMware does not record time less than a minute. If you stop the Time Clock after less than a minute,
the entry will be deleted. Also, if you realize you picked the wrong job, this saves you from having to
separately delete the unwanted entry.

When you stop the running Time Clock entry, the start time will be rounded up to the nearest 15 minute
interval (on the hour, 15, 30, or 45 after the hour), and the end time will be rounded down to the
nearest 15 minute interval

Note, admins can view and edit your running Time Clock entry, but if they edit it and save any changes,
the entry will be closed.

Also, if you forget to stop the running Time Clock entry, SMMware will automatically close it at the end
of the day.

Record My Expenses
This screen allows you to record expenses where you used the company credit card and also expenses
where you paid out of pocket and need to be reimbursed.

Watch our YouTube video about Recording Hours, Mileage and Expenses at

u\'nuTuhe https://youtu.be/ aoh2salk3Q

Copyright 2020 SMMware LLC, All Rights Reserved 14
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(if this link is broken because we’ve posted a new version, go to our channel
at https://www.youtube.com/SMMware to get to the new video)

Report My Expenses

> @ @ @@ hips//demosmmwarecom/da sma@eo» =
Record My Expenses
Company / Reimbursable Expenses for Johannes Bach (ID: 36)
e

New company or reimbursable expenses for Johannes Bach. (Entries made more than 3 days after work was done will be flagged as late)
** Within any given row, all fields are required.
Date | | Description | commands / Invoice #

| —select a job— | [A Mothers Hana (1D 233) |
© company O

To add more than one item at a time, start by ciicking on “Show another emply row” below

i Il e oo

Existing company and reimbursable expenses for Johannes Bach (only items for 'Active' jobs appear)

Date 1 Vendor / Expense Type. | Description
$3523 Signs for the tront yard
Ategra (0 107)

ony E

August 03, 2017 $3523 Signs for the front yard

Anchorman, Marion (467) - Downsize Allegra Print and Imaging (D 107)

Only Company Expense
$3235

Signs for the front yard

Anchorman, Marion (467) - Downsize: Aliegra Print and Imaging (iD: 107)
Only Company Expense

August 03, 2017 $3245 Signs for tne front yara
Anchorman, Marion (467) - Downsae ‘Aliegra Print and imaging (1D: 107)
Company Expense

ony

August 03, 2017 53245

Anchorman. Marion (467) - Downsize Alegra Print and Imaging (1D 107)
Only Company Expense

‘Signs for the front yard

©2018 SMMware LLC

Report My Expenses

- C ® @ @ nhttps://demo.smmware.com/daily_expenses.php B O || Q search

—

Record My Expenses

Company / Reil Bach (ID: 36)

[ Next Il Retum to Listing

New company or reimbursable expenses for Johannes Bach. (Eniries made more than 3 days after work was done will be flagged as late)
= ==

| Commands / Invoice #
|
select a job— v A Mothers Hand (ID- 233) v

® company O
To add more than one item at a time, start by clicking on "Show another empty row" below

Ciear ai flds

[ ext Il Retum to Listing

Existing company and rei for Joh Bach (only items for ‘Active' jobs appear)
Date | Expenses / Vendor / Expense Type. | Description | Commands / Invoice #
August 03, 2017 $35.23 Signs for the front yard | Delete |
Anchorman, Marion (467) - Downsize Allegra Print and Imaging (ID: 107)

only i Expense

August 03, 2017 $35.23 Signs for the front yard | Eat | Detete |
Anchorman, Marion (467) - Downsize Allegra Print and Imaging (ID: 107)

Only Company Expense

August 03, 2017 $32.35 Signs for the front yard | Edit | Delete |
Anchorman, Marion (467) - Downsize Allegra Print and Imaging (ID: 107)

Only Company Expense

August 03,2017 $3245 Signs for the front yard Edt | Delete |
Anchorman, Marion (467) - Downsize Allegra Print and Imaging (ID: 107)

Only ‘Company Expense

August 03, 2017 $32.45 Signs for the front yard Ed
Anchorman, Marion (467) - Downsize Allegra Print and Imaging (ID: 107)

Only Company Expense

©2018 SMMware LLC
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https://www.youtube.com/SMMware

And the bottom section shows you existing entries, for jobs that are still active. Once the job is closed, to
see those entries use the command “My Hours/Expense/Mileage History”.

Report My Expenses. X

)> ¢ @ @& nip e @ ¥ | Q search Lo & o » =

Record My Expenses

Company / for Joh; Bach (ID: 36)

 Next [l Retum to Listing

New company or reimbursable expenses for Johannes Bach. (Entries made more than 3 days afier work was done will be flagged as late)

* Within any given row, all fields are required

Date | Expenses | Description | Commands /Invoice #
| \ s |
—select a job— v ‘A Mothers Hand (ID: 233) ~
® Company O

To add more than one item at a time, start by clicking on "Show another empty row" below

e s

| Next Il Retumn to Listing

Existing company and reil for Joh: Bach (only items for 'Active' jobs appear)

Date | Expenses / Vendor / Expense Type | Description | Commands / Invoice #

August 03, 2017 $35.23 Signs for the front yard  Delete |

Anchorman, Marion (467) - Downsize Allegra Print and Imaging (ID: 107)

Only. able Expense

August 03, 2017 Signs for the front yard
\chorman, Marion ¥

Only

August 03, 2017 ;

Anchorman, Marion (467) - Downsize Allegra Print and Imaging (ID: 107)

Only Company Expense

August 03, 2017 $32.45 Signs for the front yard

Anchorman, Marion (467) - Downsize Allegra Print and Imaging (ID: 107)

Only Company Expense

August 03, 2017 $32.45 Signs for the front yard

Anchorman, Marion (467) - Downsize Allegra Print and Imaging (ID: 107)

only Company Expense

Signs for the front yard | Eat | Detete |

©2018 SMMware LLC

Note, you can add multiple entries in one screen using the “Show another empty row” button.

New company or reimbursable expenses for Johannes Bach. (Entries made more than 3 days after work was done will be flagged as late)
** Within any given row, all fields are required.

Date | Expenses | Description | Commands / Invoice #
E -

_select a job— v] A Mothers Hand (ID: 233) <] =
® Company O Reimbursable

To add more than one item at a time, start by clicking on "Show another empty row" below

Clear all fields

First, enter a date and select a job for a given entry.

New company or reimbursable expenses for Johannes Bach. (Entries made more than 3 days after work was done will be flagged as late)
** Within any given row, all fields are required.

= Exp | Description | commands / Invoice #
E :

—select a job— - A Mothers Hand (ID: 233) M=
@® company O Reimbursable

To add more than one item at a time, start by clicking on "Show another empty row" below

Gieara el

Copyright 2020 SMMware LLC, All Rights Reserved 16




Next, you have to pick a vendor where the money was spent. The list of vendors comes from the
“Organizations” section of SMMware, but only those whose profile has the field “QBO Vendor” checked.

New company or reimbursable expenses for Johannes Bach. (Entries made more than 3 days after work was done will be flagged as late)
** Within any given row, all fields are required.

Date | Expenses | Description | Commands / Invoice #
!
_select a job— v] l A Mothers Hand (ID: 233) ] I :
Lis Y, -

To add more than one item at a time, start by clicking on "Show another empty row" below

Giear i e

You also have to indicate whether this expense was paid for using the company credit card, or whether
you paid out of pocket and need to be reimbursed.

New company or reimbursable expenses for Johannes Bach. (Entries made more than 3 days after work was done will be flagged as late)
** Within any given row. all fields are required.

Dale | Expenses | Description | commands / Invoice #
8 | :

—select a job— v] lAllotharsdand in 22z ] E
® Company O Reimbursable

To add more than one item at a time, start Eiaelickoget ko ST " below

Gl e
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Lastly, for the description, you can use the “presets button” to quickly fill in the description field, if your
company has SMMware configured to use presets.

New company or reimbursable expenses for Johannes Bach. (Entries made more than 3 days after work was done will be flagged as late)
** Within any given row, all fields are required.

Date | Expenses ription | Commands / Invoice #
E -

_select a job— v] A Mothers Hand (ID: 233) N =
® Company O Reimbursable

To add more than one item at a time, start by clicking on "Show another empty row" below

Show another empty row Clear all fields

If your company marks up expenses, you still enter the amount the item(s) were purchased for,
SMMware will separately calculate the marked up amount based on the standard markup percentage
(as configured in the Settings Editor, Section 2). Admins can adjust the marked up amount by editing a
given expense entry.

My Hours/Expense/Mileage History

Top of Screen: Filters

You can leave all of the dropdowns at the default values if desired. However you can limit the output by
making selections from the Job and Date Range fields. Click ‘Submit’ once the dropdowns have the
appropriate settings.

Powered By SMMware 2.0

|Jobs] Clients/inguiries| Organizations/Contacts|
Home »> Associates >» My Hours/Expense/Mileage l:l Logged on as’ bbarrett

History

My Hours/Expense/Mileage History

FILTERS
Select Job: Start Date: End Date:
All jobs < ‘ | |

To see output, please set criteria above as desired and then click on 'Filter'

Copyright 2020 SMMware LLC, All Rights Reserved 18




Bottom of Screen: Report
The report provides information per job, showing each line entry. At the end of each job totals for that
job are shown. These entries can’t be edited, since these jobs are closed.

My Hours/Expense/Mileage History

FILTERS
Select Associate® Select Job: Start Date: End Date:

Johannes Bach-36 v|  [Alljobs v| ‘ ‘ ‘ Filter

Quickbooks Online: Found 26 items to copy. [EEEEER
RESULTS
Report Total Expenses: $167.71

Report Total Hours: $105.13
Report Total Miles: 295

Client: Sidney Fremen (ID: 178 )
Job: Downsize and Move Services (ID: 193)
Job Status: Closed

Job Begin Date: 2012-06-20

Team Lead: Kathryn Levato

Date Worked Associate Name (ID) Hours Expense  Miles Service Performed / Expense Description
Amount

07112112 || Johannes Bach (ID: 36) 875 $0.00 0 Packing books and organizing basement

Totals For This Job: 8.75 $0.00 o

Client: Kathleen Kartze (ID: 179 )

Job: Move Only (ID: 194)

Job Status: Closed

Job Begin Date: 2012-06-28

Team Lead: Lynn Hough

Date Worked Associate Name (ID) Hours Expense  Miles Service Performed / Expense Description
Amount

At the end of the overall report, totals for provided for Miles, Expense, and Hours.

Training Documents

This page is where you can find any standard instructions or documents which your company has
uploaded explaining procedures for you to follow, a combination of documents you read when you first
start, and reference material that you might need to refer to often in the course of your work.

Standard Documents
This page is where you can find blank templates which your company has uploaded for shared use. An
example of these might be a blank intake form.
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Jobs

The Jobs command allows you to see the Listing of jobs. The filters at the top of the page allow you to
narrow the listing based on a date range, job type, or job status. When more than one filter is set, a
given job must meet all criteria in order to appear.

Manage Jobs

26 records, report generated: 10-21-2016 10:55:52

You can filter the jobs listing in three ways: 1) By date (compared against job "Begin Date"), 2) By job status, 3) By job type
By default, listing leaves out jobs with status "closed"

Start Date End Date Job Type

Job Status
12017-06-21 | || ~select a job type— v || —select a job status— v |

Click on a header of a column to reorder the table

' Client Name Estimated Estimated Actual Edit/

Job Number Represented By Team Lead Type Status Begin Date = End Date Preparation | Setup Hous | Delote

470 Ackerman, Marilyn2 | Brian5 Setzer | Organizing Active 2016-05-15 | 2016-05-31|5.00 5.00 m

455 Ackerman, Marilyn2 | Donna Stewart |Downsize and Move | Active 2015-03-26 | 0000-00-00 | 38.00 54.00 64.76 m
Services

398 April, Joan Nisa Bloor Move Only Active 2014-07-26 | 0000-00-00 | 5.00 5.00 21.00 m

410 Darkis, Joe Betty Maria Skywalker | Downsize and Move | Recurring 2014-09-10 | 0000-00-00 | 0.00 0.00 189.91 m
Dukert Services

413 Dunkers, June Kathryn Levato | Downsize Only Recurring 2014-10-06 | 0000-00-00 | 0.00 0.00 36.32 m

458 Farkus, Elin Mandy Carlton | Downsize and Move | Active 2015-04-10 | 0000-00-00 | 0.00 0.00 m
Services

If you click on a heading in the table that lists jobs, it will sort the table based on that column. Clicking on
the same heading again will toggle the sorting to the opposite order (descending vs ascending).

Manage Jobs

26 records, report generated: 10-21-2016 10:55:52

You can filter the jobs listing in three ways: 1) By date (compared against job "Begin Date"), 2) By job status, 3) By job type
By default, listing leaves out jobs with status "closed”

Start Date End Date Job Type Job Status

12017-06-21 | || —select a job type— v || —select a job status— v | m

Click on a he: rder the table
"~ Client Name = Estimated Estimated Actual Edit/
Job Number Represented By Team Lead Type Status Begin Date = End Date P > s Haucl Dolsta
470 Ackerman, Marilyn2 |Brian5 Setzer | Organizing Active 2016-05-15 | 2016-05-31|5.00 5.00 m
455 Ackerman. Marilyn2 | Donna Stewart | Downsize and Move | Active 2015-03-26 | 0000-00-00 | 38.00 54.00 64.76 m
Services
398 April. Joan Nisa Bloor Move Only Active 2014-07-26 | 0000-00-00 | 5.00 5.00 21.00 m
410 Darkis, Joe Betty Maria Skywalker | Downsize and Move | Recurring 2014-09-10 | 0000-00-00 | 0.00 0.00 189.91 m
Dukert Services
413 Dunkers, June Kathryn Levato | Downsize Only Recurring 2014-10-06 | 0000-00-00 | 0.00 0.00 36.32 m
458 Farkus, Elin Mandy Carlton | Downsize and Move | Active 2015-04-10 | 0000-00-00 | 0.00 0.00 m
Services
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You can also review the details for any given job. Basic users do not have add/edit/delete permissions.

At the top of the page, you will see a table of existing jobs for the relevant client. You can look at the
details for one of those jobs using the “View” button.

Marion Anchorman

4984 Rockwood Parkway

‘Washington DC 20018

Tel 1:202-362-7903 Home2, Tel 2:703-966-7472 Cell
Email: -

(Client address was current at start of this job)

Retum to Listing

Retum to Listing

At the bottom of the page you will find expandable sections (click on the ‘+’ sign) for Files, Tasks, and
more.

Return to Listing

©2018 SMMware LLC
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Client
For the Clients command you have permission to see a listing of entries, plus the details of any given
entry.

Manage Clients
Report generated: Jun 29 2018 11:58 AM, 85 records

Listed alphabetically by last name. By default, only clients with active jobs are shown.

By default, only clients with active jobs are shown. You can click use the Status dropdown in the filter
section to see clients whose jobs are all closed, or new clients who do not yet have any jobs created.

Manage Clients

Report generated: Jun 29 2018 11:58 AM, 85 records

Filter

Copyright 2020 SMMware LLC, All Rights Reserved 22



The view page let you see details about the client, such as address, telephone number, and client
representative (if applicable).

Manage Clients

Retum to Listing Printable Version

Client ID: 398

Jobs for this client (Click to view/edit): L1 ETReLTE | RUTELLH | | | [} Downsize and Move Services

Return to Listing Printable Version

At the top of the page you will see links to any and all jobs for this client.

Manage Clients

Client ID: 398

Sos o i e ko vewe, (Y SR Y DY Y SO

Retum to Listing Printable Version
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At the bottom of the page, you will see some expandable sections for Tasks, Notes, etc.

File Manager (6 files found ).

Events for this Client (0 events found, ordered by date, desc).

Tasks For This Client ( 12 tasks found )

Notes For This Client ( 2 notes found )

Calls For This Client ( 1 call found )

Address History

©2018 SMMware LLC

Image and File Management
SMMware allows you to upload images and other file types.

Watch our YouTube video about the File Manager at

n\'nu'[“be https://youtu.be/ CoutpoSkAI

(if this link is broken because we’ve posted a new version, go to our channel
at https://www.youtube.com/SMMware to get to the new video)

Below is a typical view of the file/image manager.

File Manager (7 files found ).

Add More Documents

step 1) No fles selected.
Step 2) |Untagged | Tag these (images only)
step3)

Upload up to 20 files at one time. See the help page for details on uploading multiple files, file extensions and resizing.

Existing Files
File Name/Thumb Uploaded By Date Uploaded Commands
intake_form_v6.docx System Administrator 2018-04-25 19:04 O
room_inventory_v3 xisx System Administrator 2018-04-25 19:04 O
7 System Administrator 2018-04-15 21:28 O
System Administrator 2018-04-25 19:04 ]

Category: Bedroom3

_ Sysiem Administrator 2018-04-25 13:13 O
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To uploading new files , first use the “Browse” button, which will open a popup window. For a desktop
machine, it allows you to navigate your hard drive for files and images. On a phone, it will similarly open
the phone’s file manager. You can multiselect images and files as desired.

SMMware allows you to assign tags to images, and groups/orders the images per the tag. Non-image
files (Word Docs, etc.) are always “Untagged” and appear at the top of the list. Any images added later
will still be grouped with others of the same tag.

The list of tags is configurable for each SMMware client.

File Manager (7 files found ).

Add More Documents

StED il €S SElECtED.
Step §) [Untagged |v| Thg these (images only)
Step §) | Untagged
Uplog { Kitchen e time. See the help page for details on uploading multiple files, file extensions and resizing
Bedroom1
£t f 1 et Delete Selected
™ Bedroomd
Fild N Uploaded By Date Uploaded C |
|- Bathroom1
intk System Administrator 2018-04-25 19:04 Delete ]
——§— Bathroom2
rogm System Administrator 2018-04-25 19:04 Delete [E]
I _— System Administrator 2018-04-15 2128 Derete IE]
Basement
Category: Bedroom2
HiT System Administrator 2018-04-25 19:04 (]
Category: Bedroom3
Cuimbrr Addrmiminbeatar An46 nA nE 4545 ——

Editing mode allows you to rename any file, whether it is an image or not. For images, you can also
change the tags. Note that you cannot edit the file extension.

File Manager (7 files found ).

Add More Documents

Step 1) No fles selected.  [E1ET1
Step 2) Tag these (images only)
step )

Upload up to 20 files at one time. See the help page for details on uploading muliiple files, file extensions and resizing.

Existing Files

File Name/Thumb Uploaded By Date Uploaded Commands
intake_form_v6.docx System Administrator 2018-04-25 10:04 O
intake_form_v6& .docx n

S
room_inventory va.xisx System Administrator 2018-04-25 19:04 [}
o

—L I System Administrator 2018-04-15 21:28 O
WP_20140522_001 s

TR S System Administrator 2018-04-25 19:04 O

MG_1911 s @

Copyright 2020 SMMware LLC, All Rights Reserved
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You can rotate images using the counter-clockwise and clockwise arrows.

Existing Files
O (un)select Al
File Name/Thumb Uploaded By Date Uploaded Commands
3 System Administrator 2018-05-17 08:12 O

System Administrator 2018-05-17 08:12 O

Rotation succeeded

Step 1) No files selected.
Step 2) |Untagged v | Tag these (images only)

step )
Upload up to 20 files at one time. See the help page for details on uploading muitiple files, file extensions and resizing.
Existing Files
O unysetect A1 [T
Uploaded By Date Uploaded Commands
System Administrator 2018-05-17 08:12 O
T CTTeT
IMG_2205.jpg
R RS System Administrator 2018-05-17 08:12 O
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Organizations

The Organizations feature is like an address book of organizations useful to your company. These can be
businesses where your company spends money for supplies for services which makes them Vendors,
and they will have “QBO Vendor” checked in their profiles. Entries in this section can also be
Organizations that you recommend to clients.

On the Listing screen, organizations are grouped into categories. At the top of the page on the Listing
screen, you will find the set of categories into which organizations fall. Clicking on a link jumps you down
the page to the group of organizations assigned to that category.

Cfnzgtion Menegs: 2 —

@ - ¢ @ ® B https:;//demo.smmware.com/organization_manager.php Lot ﬁ| ‘O\Sean:h | e ] | » :_B

Clients/Inquiries | Organizations/Contacts
Home »» Organizations/Contacts > Organization l:l o Logged on as* admin

Manager

Organization Manager

347 records included. FeGEEWNNELEEN Nl WANERTE

Add A New Organization

Alphabetical View § Export Organizations

©2018 SMMware LLC
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Click on the ‘+' sign to expand a category and see the individual entries within it.

Home >> Organizations/Contacts >> Organization I:I Logged on as: admin

Manager

Organization Manager

YA GIRL WG CVRl Close All Panels | Open All Panels | Alphabetical View

For each organization, some detail is provided: address, phone, and website.

An organization can be assigned to multiple categories, and can appear multiple times on the page, once
per relevant category.

You can click on the View button to see the Details screen. At the top of this screen, you will see a list of
Contacts (there can be more than one) who are associated with this Organization. Clicking on the link
will let you view the details for that Contact.

Organization Manager

Retumn to Listing

Organization contacts:
Melinda Elliott 237 West Patrick St Frederick, MD 21701 240-439-4095 Office 301-788-7141 Ci

Retumn to Listing
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Contacts

The Contacts feature serves two purposes within SMMware. A Contact can act as a representative for
your clients, such as when an adult child manages the job on behalf of a parent with memory issues. A
client can only have one Contact (representative).

A Contact can also optionally be associated with an Organization. An Organization can have multiple
contacts.

On the Listing screen, Contacts are grouped into categories, in similar fashion as the Organizations are.
There is also the same set of categories, matching what is used for Organizations.

Home >> Organizations/Contacts >> Contact Manager |:|.
Contact Manager

©2018 SMMware LLC
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Again, expand a category by clicking on the ‘+’ button

Contact Manager

LA B =l AN (I G <ol Close All Panels | Open All Panels | Alphabetical View

The Details screen can tell you which Organization a Contact is affiliated with, if any. It can also have a
portrait image for the Contact.

Contact Manager

ID: 593  Note: This Contact does not represent any clients

Retum to Listing

During the holidays or on other occasions, some companies send gifts to Contacts (typically to those
affiliated with an Organization, as opposed to ones serving as Client Representatives). The “Favorites”
field allows you to enter a short note regarding what sort of gift this person likes.
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Homepage, & Tasks/Notes/Calls

These features helps you remember upcoming appointments, or to record the results of an interaction.
It can be used if you are meeting someone for lunch, for example.

Below is the entry screen for a Task.

Home >> Manage Customer Relations :l P Logged on as: admin
Manage Customer Relations

Step 1 of 3: Add | Edit

Task (ID: 36) for job Anchorman, Marion - Organizing (ID: 470) [ETTEIET

2017-11-09 09:29 2016-11-15 16:29 2016-11-15 16:50

T

This is a summary of the item. System Administrator v

©2018 SMMware LLC

Below is the entry screen for a Call.

Manage Customer Relations

Step 1 of 3: Add | Edit

Call (ID: 101) for job Anchorman, Marion - Downsize and Move Serdces (ID: 455) [ ETEL)

For Assoc 60. Praesent molestie vestibulum ante u

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Praesent { i ante. ie justo. Nunc nec eros. Mauris cursus diam. In pulvinar, nisi ut
nonummy convallis, metus quam fringilla leo, eu tincidunt ante mi quis nunc. Suspendisse sed ipsum vitae neque pretium Nam dictum est.

©2018 SMMware LLC
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Below is the entry screen for a Note.
Manage Customer Relations

Step 1 of 3: Add | Edit

Note (ID: 112) for job Anchorman, Marion - Downsize and l\ove Services (ID: 455) B EIAET

y: Date Created: Created By:
test 133 | 2017-12-18 14:10 System Administrator
Notes:
test 133

©2018 SMMware LLC

You may prefer to put entries here instead of just putting them into a smart phone because SMMware
lets you view the listing of Task/Call/Note items, providing a history of your interactions, and because
this list can be viewed by others in your company.

When looking at the Tasks/Calls/Notes sections in a Job Profile or Client profile, the entries in the list will
be a mixture of everything created for that Job or Client, regardless of who created the item or who the
item is assigned to.

Ex
[ File (0 files found ).

Events for this Job (0 events found, ordered by date, desc).

" Tasks For This Job ( 2 tasks found )

Tasks for job April, Joan (398) - Move Only (ID=398), 2 results found.

FNUTRER Y W Pre-Sale Consultation | Planning Pre-Move

Due Date Reminder 1, Status Priority Assigned To Commands
Reminder 2
Summary Date Completed Created By
2018-01-12 11:00 2018-01-12 11:00 Not Started Medium Owner
Will send email Owner
2018-01-12 11:00
Will send email
Summary: ATTEND SALES CALL - Created By System A or
2018-01-12 11:00 2018-01-12 11:00 Not Started Low System
Will send email Administrator m
2018-01-12 11:00
will send email
Summary: CONFIRM APPT W MOVER TL. AND/OR = Created By: System Administrator
LENNY

Notes For This Job ( 0 notes found )

Calls For This Job ( 0 calls found )
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Task Groups

In a Tasks section of a Job Profile, you may see buttons next to a label “Add a Task Group” (if your

system is configured to use them, and if you have permissions). Each button represents a group of tasks

that can be added to the job in one operation. After clicking one, the next screen lets you revise the

defaults prior to saving.

[ save [l Retum to Listing

File (0 files found ).

ﬂ Events for this Job (0 events found, ordered by date, desc).

Tasks For This Job ( 2 tasks found )

i e St G e T
Add A Task Group: [T
Status Priority

LENNY

Due Date Reminder 1, Assigned To Commands
Reminder 2
Summary Date Completed Created By
2018-01-12 11:00 2018-01-12 11:00 Not Started Medium Owner
Will send email Owner m
2018-01-12 11:00
Will send email
Summary: ATTEND SALES CALL - Created By: System Administrator
2018-01-12 11:00 2018-01-12 11:00 Not Started Low System
Will send email Administrator m
2018-01-12 11:00
Will send email
Summary: CONFIRM APPT W MOVER.TL. AND/OR - Created By: System Administrator

Notes For This Job ( 0 notes found )

Calls For This Job ( 0 calls found )

Copyright 2020 SMMware LLC, All Rights Reserved

33



Homepage (Daily Snapshot)

The sections on the homepage are different than those on the Job or Client profile pages in that these
lists only include items relevant to you, allowing you to gauge your workload and schedule for the day,
undistracted by having your items spread across multiple locations and mixed in with other people’s
items.

Powered By SMMware 2.0

Home] Admin] = [inventonJHeip]
Home 2 Logged on as: bbarrett [[EFYENY
Daily Snapshot

You are now logged in as bbarrett

1 My Tasks ( 1task)

1 My Calls ( 0 calls )

|| My Hourly & Expense Items Needing Revision (0 items )

| My Teams, As Member ( 1job )

My Schedule
 Previous | Today | Nex | Mottty View | Weekly View | Daiy view |
June 2018

[ sun Mon | Tue | Wed Thu Fri sat

Key
O I = ) 0 N 0 X8 28 0

©2018 SMMware LLC

My Tasks

These are unfinished tasks assigned to you, whether you created them or not. This works the same for
an admin as for a regular user.

My Calls
These are not yet completed Calls assigned to you, whether you created them or not.
My Teams, As Member

This is a listing of all teams you are on as a regular member (not Team Lead, since those will appear in
the section above).

My Schedule

This calendar shows only events for which you are an attendee, or are the contact for the event.
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Search

SMMware includes a handy search function for finding a given Client, Contact, Organization, or
Associate. The search field can be found at the top of each page.
Powered By SMMware
[HomeAdminfAssociates| Jobs| Clients/inquiries| Organizations/Contacts| Consignment| inventory | Help}
Home >> Organizations/Contacts >> Organization |:] B Logged on as: admin

Manager

The results are broken down into sections and include links for jumping to the relevant record.

2each B %

« = C @ @ @ nhttps://demo.smmware.com/search_results.php B - | | Q search N & @ o » =
~
Home >> Search Results l:l E Logged on as: admin

Search Results

15 records found, search text was: Joan
Note: This Basic Search examines names (Client, Org, Contact, Associate).

1) Results from Client records:

Joan Burnham (D" 174) [

407 Russell Ave Munn Bidg., Apt. 108
Gaithersburg, MD 20877
301-987-6513 Home

Joanne Walt (ID: 247)
410-689-9986 Cell

2) Results from Organization records:

None found
3) Results from Contact records:

Joann Cameron Appraiser m

A -2 -7 Eslate Sales

604 Woodside Pkwy.

Silver Spring MD 20910

301-728-1950 Cell
a2zestatesales@gmail.com

Date Last Contacted: January 31, 2013

Joan Williams, LGSW Social Worker 214

Family Services, Inc - Part of Sheppard Pratt Health System
1010 Grandin Avenue

Rockville MD 20851

301-738-2250 ext. 10 direct

Joan williams@fs-inc.org

fs-inc_org

Date Last Contacted: April 08, 2015

4) Results from Associate records:

None found

©2018 SMMware LLC
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Map Links

There are a number of places where you can find a link with the label “Map”, typically just after an
address. Click on it will open a mapping application, both on a workstation/laptop and also on mobile
devices. These links can be found in event details, and also client and organization listings

Events
While Basic Users do not create events for the calendar, there are a few things you should know.

There are three approaches for adding attendees to events, ‘Direct’, ‘Invite’, and ‘Availability’.

For the ‘Direct’ approach, the event creator knows exactly who should attend and simply assigns them,
emails are sent to confirm.

For the ‘Invite’ approach, you will receive an invitation email. It contains a link to a webpage where you
can indicate whether you are interested in this task or not. Once the Team Lead chooses the team from
those who were interested, you will receive another email, this one indicating whether you will be part
of this particular event. After the team has been set, if things change (as they often do), you will also
receive follow-up emails. If something changes on your end, the contact section in the email lets you
know who to call/email.

For the ‘Availability’ approach, you enter the times as which you are available to work into the system,
using the command at “Associates”->"My Availability”. You system may be configured for you to enter
when you cannot work instead, using the command “Associates”->"My Unavailability”. Simply click and
drag for a timespan in a given day to create an entry. Click on an entry to delete it. You can resize and
drag & drop entries as well. You can drag across multiple days and SMMware will break the selection up
into individual days.

Watch our YouTube video about Availability Based Scheduling at

3 YouTube https://youtu.be/cKBanIZFNgA

(if this link is broken because we’ve posted a new version, go to our
channel at https://www.youtube.com/SMMware to get to the new video)

An important consideration is travel time. When you say that you are available starting at 1pm, does
that mean that you will walk out the door of your house at 1pm and can actually start work at 1:30pm
(assuming % of travel), or does it mean that you are willing to walk out the door at 12:30 so as to start
work at 1pm? Either approach can work as long as everyone company wide makes the same
assumption.
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My Availability

Note: Changes here are saved as they are made (there is no Save button)

Sept 2 -8, 2018

Refresh

Sun 9/2

Mon 8/3

Tue S/4

Wed 9/5

Thu 9/6

Frisim

Sat 9/8

all-day

Bam

Qam

10am

11am

11:00 - 1:00

We will be...

12pm

ipm

2pm

3pm

4pm

Spm

11:00 - 5:00

Available

6pm

Tpm

Calendar

Your personal calendar is on the homepage, listing events you are part of. The different types of events
are color coded, with a key at the bottom of the calendar.

Copyright 2020 SMMware LLC, All Rights Reserved
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View Calendar

April 2018

Monthly view | weekiy view | Daily view

sun Mon Tue Wed Thu Fri sat |
1 2 3 4 5 B 7 ~
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 24 26
Sa aron Anchorman, 100129 T
Downsize and Move
Senic
12p - 6p Large job ..
2p - 3p Marion Anchorman,
29 30 1 2 4 v

Y

Custom1

Pick only one dropdown to filter against

Filter By Job ID

| —select job—

d |

Filter By Client ID

[—select client—

Ke:!
[ I T

Custom4

E—
=TI

Filter By Associate ID

Available

‘ —select associate—-
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The item is shown with an abbreviated description. When the item is clicked on, a popup appears
showing the full details. The user can then click on the popup to close it.

April 2018

Monthly View § Weekly View § Daily View

Su Wed Thu Fri Sat
l Edit 4 5 6 T
Event type: Job
Marion Anchorman, Downsize and Move
8 Services (ID: 455). We will have a team of 1 12 12 14
three, with 1 puiting stickers on furniture and
2 Al .
5] Zpacking 18 19 20 21
Attendees: Brian Seizer
22 26
0a-12p Three peop.
6:40p - 7:10p We'll have
2p - 3p Marion Anchorman,
29 30 1 2 3 4

Key:

Custom1 Custom3 Custom4 Customa

Custom2

Pick only one dropdown to filter against

Filter By Job ID

[—-select job—

Filter By Client ID

[—-select client—

Filter By Associate ID

[ —select associate— v
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