
C O O R D I N A T O R

Sign in to the console
The console is where orders, the board and timesheets live. Sign in with the email and password the office
set up for you.

1.  Type your email.



2.  Type your password.

3.  Press Sign in.



✓  You are in. The menu on the home page takes you to every screen.



C O O R D I N A T O R

Review an order email
A client has emailed asking for people. The system has read the email; you check what it read, fix anything
it could not, and accept. Nothing is made until you accept.

1.  On the home page, open Emails in.



2.  Open the email waiting to be reviewed.

3.  Check the Client. It was recognised from the sender's address; choose another if it is wrong.



4.  Read What could not be read. Here the email gives no shift for line 2.

5.  Fill it in on that line if you know it (here Day shift), or leave it blank.



6.  Check each line against the email on the left: role, licence, how many people, the dates.

7.  Press Accept. The order and its positions are made.



✓  Done. The order is made, and its shortlist is ready to offer the work.



C O O R D I N A T O R

Make a new job order
For an order that came by phone or text. (An emailed order goes through Emails in instead.) The same
checks as an email: the client, where it goes, and each line.

1.  On the home page, open New job order.



2.  Choose the Client.

3.  Choose Where it goes: the client's contract or project it is under.



4.  Type the client's reference, if they gave one. A new one becomes a new job under where it goes.

5.  Choose the Site.



6.  For each line: the Role…

7.  …the Licence they must hold, if any…



8.  …how many People…

9.  …the First day…



10. …the Last day…

11. …and the Shift and times. Add a line for another role.



12. Press Make the order.

✓  Done. The order opens on its crew page, its shortlist ready to offer.



C O O R D I N A T O R

Offer work to the shortlist
Every order line has a shortlist the moment it exists: who can do it, best first, and who is withheld and why.
Offer it to more people than you need; saying yes places nobody.

1.  Read the line: how many are available, and who is withheld and why (open Withheld to see them).



2.  Tick the people to offer it to: here, Huy Huynh…

3.  …and Jomar Ó Briain. (Or offer it to the top few with Offer to the top.)



4.  Press Offer to 2 chosen. It goes to their phones.

5.  Their answers show here as they come in. If someone rings to say yes, press Yes beside them.



✓  Done. People who said yes are in the pool on the board, where you place them.



C O O R D I N A T O R

Fill an order from the board
People who said yes to an offer are in the pool on the right. Saying yes places nobody: you choose who
goes where, then tell them.

1.  On the home page, open The board.



2.  In the pool on the right, type a name in Find a name — here, Arjun Thapa.

3.  Press Choose beside them.



4.  Find the order (here KR2741) and press Assign Arjun Thapa on the open position.

5.  Press Tell them…. The message they will get is shown; change it if you need to.



6.  Press Send to them.

✓  Done. They are asked to confirm on their phone. If they ring instead, press Confirmed or Declined here.



C O O R D I N A T O R

Sight a licence and assign
Some workers' high-risk licences are on record without their class. They can still be offered the work; before
you place them, look at their card and sight it.

1.  In the pool, find them: here, Suman Gill.



2.  Press Choose beside them.

3.  Check their licence card shows the class the work needs, then press Licence sighted — assign Suman
Gill.



✓  Done. The sighting is recorded with your name, for this work only. Ask them to send a photo of the card
from the app so it is on record.



C O O R D I N A T O R

Change or cancel an order line
When the client changes their order. Everyone offered the work or placed on it is told on their phone, and
every change is recorded.

1.  On the line to change, open Change or cancel this line.



2.  Change what the client asked for: here, People from 2 to 3…

3.  …and the Last day. The role and the shift and times change the same way.



4.  Press Save the change. If someone placed cannot do the new dates, it says who, and nothing changes.

5.  To cancel a line: open Change or cancel this line on it…



6.  …press Cancel this line……

7.  …say why (the people on it see this)…



8.  …and press Cancel the line.

✓  Done. A cancelled line stays on the order, with why; the people on it were told.



C O O R D I N A T O R

Approve timesheets
Workers record their hours on the phone each day. You check each day and approve it, or send it back with
a reason the worker sees.

1.  On the home page, open Timesheets. Every day waiting on a decision is listed.



2.  Open a day by its date — here, Camila Gómez's.

3.  Check the hours and the break against what you know of the shift.



4.  Check the sign-off: who signed for the hours on site.

5.  Decide each allowance claimed: here Travel allowance — press Accept. To refuse one, type why and
press Reject.



6.  Press Approve the hours. To send the day back instead, type what needs fixing and press Send back.

✓  Done. The day is approved. Go back to Timesheets for the next one.



Made 2026-10-07 from the system's own screens, in an invented demonstration company.


