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Onboarding Manual
Adding admin and fieldd staff users



Welcome to fieldd!

We are excited to have you onboard, the following guide is to support your fieldd setup for both
admin and field staff.

It's time to take control of your operations and become an industry leader.

Let's get started!
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Administrative Access

As an administrator of your fieldd CRM, you have administrative rights
to view and edit your CRM portal.

Here you can save customer details, manage and add staff, keep track
of payments, setup your online booking portal, and access all fieldd’s
customisable features.

Team members who spend time on office admin have automation at
their fingertips, exporting reports, managing integrations with
accounting software, view and edit booking details, customer
management and marketing tools.
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Assighing Administrative Access

1) Login to your CRM

2) Click on staff/ admin staff Note:

3) +Add Added staff will receive
a branded email notification

4) Fill out the data fields, and save that they have been added to the
system

5) To edit the staff profile or delete,
click on “i” icon next to a staff
member’'s name
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GetStarted  Mobile App  Features  Pricing  About  Contact
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Field Staff App Access
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Morning, Harrison

Your field staff will have access to all the information they need

to perform their role including inbuilt job notes, photos, and
checklists.

They have access to their dispatched jobs, manage their
schedule and mobile point of sale from the field.

Calendar History

Service Account
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UNLIMITED

#

Home
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Assigning staff to fieldd’s Staff App

1) Login to your CRM

2) Click on staff/ field staff
3) Click +Add

4) Fill out the data fields

5) Assign operational zone under “setup” - add city
and then operation zone

6) Add services qualified for, select all or individually
select

7) Save
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Note:

Added staff will receive

a branded email notification
that they have been added to
the system with a link to
download the app



field staff - How to login to the staff app

1. When your fieldd staff have been added in the crm they will
receive a welcome email with a link to download the staff app

2. Tap login and input your email address. As a first time user you
will be prompted to generate a password

3. Login
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What you need to know
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This is the Service App, here your fieldd staff will check their job .
schedule, job history, a list of their services, their work zones as well B e AT

as update profile information.
Morning, Harrison

In the ‘Comms’ tab your staff member will be able to communciate
with the admin team live.

i N

The Dispatch tab is where you will see scheduled jobs in o
chronological order,

as well as overdue jobs and on-demand jobs to be accepted (if - la
turned on in CRM) )

Service Account
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#
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Updating Calendar, Schedule and View Job History

o1 S —w=ws - 1. Staff can view thier job history,
Ty %270 o, payments and job details

1th Aug 2020 Vancouver

Morning, Harrison

2. The calendar allows your staff
to sync their fieldd jobs with

f their personal google
DENTS ol Il calendar. The schedule tab is
UNLIMITED! where the contractor
Py ; Sagy manages their hours of work
Home : and their time off.
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Accepting, Starting and Completing Jobs

Today

00 30 Min Consult - $12500
P °
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To start your first job
click ‘start’
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Get Directions
O Time Allocated

Please describe any surgeties you've had in the past
5 years

Chient

Job details, extra
information and map
directions are available
at your staff’s finger tips

3 Time Allocated

Please descride any surgecies you've had in the past
Syears

Client

Arrived O
D ——

When at the job, click
and hold the arrived
button, continue
through next steps of



John Test
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Card Cash Invoice
@ Payment received by card
Pay Now $125.00

Once job is completed the
job will take you to POS,
carrying over the job
details
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@

Confirmation

Tots $125.00

Pay Now Cancel

You have the ability to
add extra add ons or
charges before billing

Once billed by card, cash or
invoice the customer will
receive an instant invoice/
receipt. Completing the job



