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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 
Apple device at https://youtu.be/36S4WjDZKVQ  
(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. 

  

http://company-name.smmware.com/
https://youtu.be/36S4WjDZKVQ
https://www.youtube.com/SMMware
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Logging in 
The login form will appear when you first browse to the main URL of your website. 

 

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.  
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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. 
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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 
Apple device at https://youtu.be/36S4WjDZKVQ  
(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 
Android device at https://youtu.be/4xghFTDDT_k (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) 
 

 

 

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

 

  

https://youtu.be/36S4WjDZKVQ
https://www.youtube.com/SMMware
https://youtu.be/4xghFTDDT_k
https://www.youtube.com/SMMware
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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. 
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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. 

 

 

What a Basic User can see for other associates:
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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 
https://youtu.be/_aoh2sa1k3Q 
(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. 

 

https://youtu.be/_aoh2sa1k3Q
https://www.youtube.com/SMMware
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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. 

 

 

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

 

 

New Entries 

For a new entry, first select a date and a job.  
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Next enter the hours. Your system can be configured for entering hours based on the total 

elapsed hours that day, as shown 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. 

 

 

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). 
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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.  

 

 

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

 

 

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 13 
 

 

 

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. 

 

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

 

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 
https://youtu.be/_aoh2sa1k3Q 

https://youtu.be/_aoh2sa1k3Q
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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) 
 

 

 

The top section is where you create brand new expense entries. 

 

https://www.youtube.com/SMMware
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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”. 

 

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

 

 

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

 

 

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. 
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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. 

 

 

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. 
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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. 

 

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. 

 

 

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). 
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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. 

 

 

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

more. 

 

 

 

  



Copyright 2020 SMMware LLC, All Rights Reserved 22 
 

Client 
For the Clients command you have permission to see a listing of entries, plus the details of any given 

entry.  

 

 

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. 
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The view page let you see details about the client, such as address, telephone number, and client 

representative (if applicable). 

 

 

 

At the top of the page you will see links to any and all jobs for this client.  
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At the bottom of the page, you will see some expandable sections for Tasks, Notes, etc. 

 

 

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

 

 

Watch our YouTube video about the File Manager at 
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. 

 

https://youtu.be/_CoutpoSkAI
https://www.youtube.com/SMMware
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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. 

 

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. 
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You can rotate images using the counter-clockwise and clockwise arrows. 
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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. 
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Click on the ‘+’ sign to expand a category and see the individual entries within it. 

 

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. 
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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. 
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Again, expand a category by clicking on the ‘+’ button 

 

 

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.  

 

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. 

 

 

Below is the entry screen for a Call. 
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Below is the entry screen for a Note. 

 

 

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. 
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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. 
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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. 

 

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. 

 

 

The results are broken down into sections and include links for jumping to the relevant record. 
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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 
https://youtu.be/cKBqnlZFNqA 
 (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 ½ 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. 

https://youtu.be/cKBqnlZFNqA
https://www.youtube.com/SMMware
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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. 
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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. 

 

 


