schedule to invoice

Generator service - How it works in TimeTap - November 2026

| Run generator servicing from
Time

TimeTap keeps every generator you look after on its service schedule, books the visit with the client, gives your
technicians the service checklist on their phone, sends the service certificate and invoices the job — in one flow.

Screens shown are from PowerOn Generator Services (a demo company) — all names and numbers are made up.

At a glance
Step What happens Who Where
1 Add the generator and link it to the Office Assets = Add Asset
client
2 Put the asset on a service schedule Office Asset — Service Schedules = Enroll in Schedule
3 Pending job cards are created for you TimeTap Job Cards = Jobs
4 Confirm the date with the client, then Office Job card = Visit date
commit
5 The technician does the service on the Technician Staff app = Jobs
staff app
6 The certificate is created and sent TimeTap Job card = Service
7 Invoice the job Office Job card = Quote & Invoice
8 Every visit in the client's history Office Clients = the client = Checklists
Set up once

[0 Schedule type — e.g. Quarterly generator service (every 3 months, 14 days notice).
Job type with the Generator Service Checklist and the Generator Service Certificate.
Certificate — letterhead, footer and signature.

Clients with a cellphone number for the contact person.

OooOooaod

Technicians signed in to the staff app with notifications on.

Engine oil and oil filter - Fuel filter - Air filter - Coolant level and condition - Fan belt - Battery and charger - Fuel level -
Leak check - Run test under load - Changeover (ATS) test - Hour meter reading - Battery voltage (V) - Photos of hour
meter and panel - Result: ready for standby / follow-up



1. Add the generator and link it to the client

| Where: Assets = Add Asset

Every generator you look after is an asset in TimeTap, linked to the client who owns it and to the address where it is
installed. One generator = one asset — a site with three generators gets three assets.

e Asset Name — what the technician will recognise on site.
e Asset Type — choose Fixed / Building for an installed unit.

e Linked Client — ties every job, checklist, certificate and invoice to that client.

e Location Address — the exact installation address the technician drives to.

e Category — optional; a category with a service interval gives a next-due date even before a schedule exists.

. TimeTap
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Add New Asset

Asset Name *

Standby generator 60 kVA ~ Pharmacy

Asset Type

@ Movable

Linked Client

Lakeside Medical Centre

Location Address

20 Lake Avenue, Bryanston — pharmacy yamk

Category

[ Generators V] +

Serial Number

SIN

Branch

No branch

Purchase Date

Fixed / Building

Select make

Purchase Price (R)

Adding a new asset, linked to the client and its installation address

@ Asset Manager

6 assets - 0 checked out - 0 maintenance due - 6 belong to clients

Checked Under

® ;m.ai}\ssem © :cﬁve 2 ou & Repar
1] ]

Q Search assets...

All statuses. ~  All categories

© @ 6+ ©

© AST-0001

Standby generator 500 kVA - Theatre wing
& Lakeside Medical Cenire
Generators

® AST-00002
Standby generator 150 kVA — Admin block
i Lakeside Medical Centre

Generators

@ AST-00003
Generator 1000 KVA - Hall A
B Oakridge Data Hub

Generators

@ AST-00004
Generator 200 kVA - Frail care

I Cemanuals Batirsmant Uilians

&5 How it works ©] @ Help W Map

Our Value Client. Maint Due Docs
wy Assets @ (30d) [\ Expiring
- 6 ] o
v All makes ~  Ours + clients'

The asset register: every unit, its client and its status
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2. Put the asset on a service schedule

Where: Asset — Service Schedules = Enroll in Schedule

A schedule is what makes TimeTap create the job cards for you. Pick the schedule type (for example Quarterly
generator service) — it brings the frequency, how many days ahead the job card is made, the checklist and the job
type. Enter the first due date and, if you know it, the last service date.

e All schedules are also listed under Job Cards = Schedules, with the next due date, client, asset and technician.
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Clients
L Suppliers

() Who's In
) Time Records
Timesheets
[£] Timesheet Review
%2 Leave
Shifts

[ Payroll Export

@ Asset Manager

7 assets - 0 checked out - 0 maintenance due - 7 belong to clients

Checked
Total Assets Active
=3

® ; @3 2 o

[+]

! Pharmacy
Allsta v Allcat ¥ Allma ~  Ours- v
© @ 6 C
Overview
AST-00007 Active

Standby generator 60 kVA - ...

b Lakeside Medical Centre

Generators.

&3 How it works

Under i Client
;« Repair Assets
o 7

AST-00007
Standby generator 60 kVA - Pharmacy

Active  Good condition

Custody & Checkout D

Maint Due Docs

£ Edit 2 Transfer

Finance

Service Schedules

Wuarierly generator service

RULESET FOR: QUARTERLY GENERATOR SERVIGE

Every 3 months

14d advance notice

Service and load test every 3 months.

First / Next Due Date

[ 2026/12/01

2 17 Nov 2026

Survey: Generator Service Checkiist

@ 0 E om Office
0 Map A\ Overdue

= o Disposed
/A Expiring P

2 CheckOut  ,*

Insurance  Bookings  Surveys

Job type: Generator Service

Last Service Date (optional)

=] ]* 2026/09/01

(=]

v Enroll Asset

Enrolling the asset in the quarterly generator service schedule — the ruleset shows what it brings

i

n

-
=

JobCards  Jobs ¢ s:neiyles 7

Schedule types

D Plan visits

create pending job cards

Each schedule spawns a Pending job card in advance of the due date, ready for admin to review and commit

Quarterly generator service Every 3 months

& Quarterly generator service

® © oM Office

(@] @ Help --- More + New schedule

1 Next: 01Dec 2026 23d (@ 14d advance notice  {lh Lakeside Medical Centre @ Standby generater 60 kVA - Pharmacy (AST-00007)

Quarterly generator service Every 3 months
2 Quarterty goenerator service
[ Next: 12 Jan 2027 65d

Quarterly generator service Every 3 months

& Quartarty generator service

[ Next: 30 Jan 2027 83d (9 14d advance notice

Quarterly generator service Every 3months

& Quarterly ganerator service

{h Silverleaf Hotel @ Generalor 300 kVA — Kitchen & lifts (AST-00006)

@ 14d advance notice {l) Lakeside Medical Centre @ Standby generator 150 KVA — Admin block (AST-00002) 2 Jan Pretorius

2 Jan Pretorius e

4 Al Assistant

Job Cards = Schedules: every asset on a schedule, with its next due date
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3. Pending job cards are created for you
Where: Job Cards — Jobs

When a service comes due (14 days ahead by default), TimeTap creates a Pending job card with the client, asset,
address, checklist and technician already filled in. Pending means the date is still a proposal — nobody has agreed to it
yet.

e Plan visits shows pending jobs close to each other, so one trip can cover several sites.

. Time @ ft - oM Office
@ JobCards Jobs Schedules  Schedule types [ Plan visits @ @ Help «+ More + New job
Overview

1done this week 1donethis month [ 11o invoice

Branches
Employees Active Done 1 Al Status ~  Type v 2 Mine A 3
7 Teams
Quarterly generator service
CHeny Completed ~ Metro Office Park  Generator Service S1 B ivoice 1z
Suppliers
o1 Quarterly generator service 6 8d
Pending - Lakeside Medical Centre « Generator Service ®1 1z
©2 Quarterly generator service 2026 10d
" Who'sin Pending ~ Oakridge Data Hub e Generator Service @ iz
Time Records
Quarterly generator service Now 2 12d
Timesheets Pending ~ Greenvale Retirement Village s Generator Service o1 w»

Timesheet Review

Leave

Shifts e
Payroll Export
< Al Assistant

Pending job cards waiting for the office

TimeTap - Generator service - page 4



4. Confirm the date with the client, then commit
Where: Job card — Visit date

Open the pending job card. On the Visit date card, tap Ask client to confirm — the client gets a WhatsApp to accept
the date or ask for another day. (This needs a cellphone number on the job, the contact person or the client.)

When the card shows Client confirmed, tap Commit & notify: the job is booked and the technician is notified on the

staff app.
. TimeTap

Overview

(i Branches

2, Employees

&n Teams
Clients

b Suppliers

% Whe's In
) Time Records
Timesheets
[¥] Timesheet Review
S Leave
Shifts
[ Payroll Export

. TmeTap
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{1 Branches

. Employees
&n Teams
Clients

b Suppliers

4 Who's In
) Time Records
Timesheets
[Z] Timesheet Review
R Leave
= Shifts
[ Payroll Export

@ Job Cards

Jobs «

© 1done this week

Active Done All 4 Status

1C-0004 Quarterly generator service

Completed Metro Office Park

ic-e001 Quarterly generator service

Pending  Lakeside Medical Centre

902 Quarterly generator service
Pending ~ Oskridge Data Hub

Quarterly generator service

Pending ~ Greenvale Retirement Village

Schedules 7

(© 1done this month

1to invoice

1 B Invoice

1z

Schedule types 1

Type 2 Mine ¢

00 Plan visits

Normal

Quarterly generator service

£} Greenvale Retirement Village

& manager@greenvale.example

® Generator Service Head office

Elsa Venter (Village Manager)

oM Office

0 ©

</ Commit & notify [ECEZUNIIY]

% 0845550233

Fri 20 Nov

Jan Pretorius

Tasks  Activity Files Details  Quote & Invoice

{51 VISIT DATE
Friday, 20 November

© Add the site address (or link a client / asset that has one} to compare this date with nearby visits.

Not confirmed with Greenvale yet

+ CHECKLIST & TASKS

View all —

A pending job not yet confirmed — Ask client to confirm

@ Job Cards

Jobs 4

1done this week

Active Done All 4 Status

1c-0004 Quarterly generator service

Completed  Metro Office Park

it-e001 Quarterly gererator service

Pending Lakeside Medical Centre

02 Quarterly generator service
Pending - Oakridge Data Hub

9903 Quarterly generator service
Pending = Greenvale Retirement Village

Schedules

(2 1done this month

B 1to invoice

B1 B Invoice

1z

Schedule types 1

Type & Mine

0D Plan visits

Normal e Generator Service Hez

Quarterly generator service

Lakeside Medical Centre
& facilities@Ilakeside-medical.example

Thandi Nkosi (Facilities Manager)

(] Ask client to confirm

B LATEST FIELD REPORT

od yet

< Al Assistant

Q

oM Office

<7 Commit & notify JECEEELTITE]

% 082555021

@ @ Help =+ More

Lwazi Zulu MD:l_'IG Nov

m Tasks  Activity Files Details  Quote & Invoice

[ VISIT DATE
Monday, 16 November

+ Client confirmed

) Add the site address (or link a client / asset that has one) to compare this date with nearby visits.

{5 Lakeside confirmed Mon, 18 Nov - 1d ago

+~/ CHECKLIST & TASKS

View all —+

The client confirmed — Commit & notify books the job

[El LATEST FIELD REPORT
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5. The technician does the service on the staff app
Where: Staff app = Jobs

The technician opens the job on their phone, taps Start Job on site (the location is recorded) and fills in the Generator
Service Checklist. The job cannot be completed until the checklist is filled in.

They finish with Complete Job: their signature and the client's signature on the phone (or a sign-off link if the client is
not there).

e Readings such as the hour meter and battery voltage are captured as numbers, so they can be compared visit

after visit.
# TimeTap 5
P .
Quarterly generator service
Active (3) All(3) InProgress  normal  Generator Service
NORMAL Assigned
Quarterly generator service Generator Service [5) Generator Service ChecKiist
Metro Office Park =) Fillthis in before completing the job
Tue, 10 Nov 2026 - 08:30 E.., Next service due
® 0B Feb2027 - from the service schedule (every 3 months)
Change
oo Pending

Quarterly generator service T
Lakeside Medical Centre

Mon, 16 Nov 2026 k

NORMAL Pending

Quarterly generator service
Qakridge Data Hub

Generator Service

Wed, 18 Nov 2028

&= (C] ] & e
Log Work Add Photos Add Material

(D) Hold Complete Job

The technician's job list The service card: checklist to fill in and the next service date
Fan belt checked
Battery and charger tested X
Fuel level checked JC-0004
Leaks checked (oil, fuel, coolant)
T — Client signs now Client not available
Changeover (ATS) tested
Area cleaned Sizwe Mahlangy

Hour meter reading *
e /\/

Battery voltage (V)

12.8

Fuel level *

) Full

& o o
O 12

) 144 orless

v Confirm Job Complete

Filling in the Generator Service Checklist Sign-off: technician and client sign on the phone



6. The certificate is created and sent

Where: Job card — Service

On completion TimeTap creates the Generator Service Certificate with the date serviced and the next service due
(from the schedule), and sends it to the client by e-mail and WhatsApp — straight away, or only once the invoice is
paid. It stays on the job, on the asset and in the client's history.

e Set the certificate up once under Job Cards = Certificates: your letterhead, footer and a signature image (a PNG
with a see-through background looks best).

e Want to be paid first? Set When does the client get it? to Once the job's invoice is paid — the certificate is created
on completion but only goes to the client when the invoice is paid.

.ﬂme" @ © = om offce

 JobCards Jobs: Schedules? Scheduletypes 00 Plan visits @ @ Help «+ More + New job
8 Overview
1 done this week 1 done this month B 1to invoice 20 Normal @ Generator Service Heac E
el Quarterly generator service o Completed
) Branches o e
{h Metro Office Park - Sizwe Mahlangu (Building Manager) & bm@metro-park.example
" Employees Active Done 1 Al Status v | Type 2 Mine
&n Teams % _* i :
g = (4] Lwazi Zulu Tue 10 Nov Flagged
Clients
©4 Quarterly generator service v
D/ Shnpllere Completed  Metro Office Park ©1 8 Inice  1Z Tasks  Activity Files Details  Quote & Invoice
Quarterly generator service 16 b ) ad
" o Generator Service Checklist .
Pending  Lakeside Medical Centr 1z
4 S RO @ Filled in by Lwazi Zulu - 08 Nov 2026 Agam
% Whe's In
Quarterly generator service ov 2026 104 S A
). ThmeRecords Pending - Oakridge Data Hub @z
Ti Next service due
imesheets . @ 08 Feb 2027 - from the service schedule (avery 3 months)
03 Quarterly generator service 20 M 124
] Timesheet Review Pending - Greenvale Retirement Village @1 ® ¢y Generator Service Certifcate o
, 8 sent yel
S Leave CERT-0004 - not sent yet R.

Certificate created

Z Shifts e
5 Payroll Export
SIGNATURES

o~ A @D

The completed job: checklist, next service date and the certificate

. TimeTap 19 oM Office

< gy Service certificates ORIl - New certificate
Created and sent 1o the client when a job Is completed - linked per job type

Overview
Generator Service Certificate Name (for you) Title on the certificate
s Branches p sy Resfaul : s % =
Eyanya mantnaby Rttt Generator Service Certificate Generator Service Certificate
" Employees
% Teams Header image (top) Footer image (bottom) Signature(s)
Clients :
. 2, Upload PNG / JPG
o Suppliers e /
1, Upload PNG / JPG
&, Upload PNG / JPG
2 Who's In Label for the date done Label for the next date Defauit interval (months)
) Date serviced Next service due 3
) Time Records
Timesheets Next service due comes from the client's service schedule first, then the equipment's {of its type's) service interval, then this defautt. The technicia

or office can change it on the job.
] Timesheet Review

Text
¥ Leave Client  Yourcompany Datedone Nextdue Address Jobno. Certificatenc.  Equipment serviced
Shifts This is to certify that the generator listed above was serviced and tested by **PowerOn Generator Services**. e

] Payroll Export
The service covered oil and filters, coolant, battery, belts, a leak check, a run test under load and a changeover

test.

At the date of service the generator was ready for standby use unless stated otherwise in the findings.

Job Cards — Certificates: letterhead, footer and signature

TimeTap - Generator service - page 7



7. Invoice the job
| Where: Job card = Quote & Invoice

With the Invoicing & Quotes add-on

, invoice straight from the completed job: TimeTap lists the labour, parts and costs

marked to charge the client — add or change lines (e.g. Quarterly generator service - 400 kVA Block C), tap Create

invoice, then send it by e-mail or WhatsApp. The job shows as Invoiced, so it can't be billed twice.

. TimeTap

98 Overview
& Branches
&, Employees
& Teams

Clients

L Suppliers

DANCE

() Who's In

(O Time Records
Timesheets

[Z] Timesheet Review

5 Leave

Z Shifts

[y Payroll Export

25 Overview

£ Branches

*, Employees

au Teams
Clients

Lh Suppliers

OMPANY

ATTENDANCE

(@) Who's In

(O Time Records
Timesheets

[Z] Timesheet Review

i Leave

= Shifts

[ Payroll Export

@ JobCards Jobs ¢

1 done this week

Done 1 All 4

Active

Status

! Quarterly generator service

Completed  Metro Office Park

! Quarterly generator service

Pending  Lakeside Medical Centre

1c-eoe2 Quarterly generator service
Pending - Osakridge Data Hub

3 Quarterly generator service

Pending ~ Greenvale Retirement Village

Schedules 7

1done this month

@ 1toinvoice

Type

Schedule types 1

& Mine 0

°

00 Plan visits

2084 Normal ® Generator Service Head o

Quarterly generator service
& Metro Office Park - Sizwe Mahlangu (Building Manager)

IME FILES SCHEDULE

ASSIGNEE
TN 0 Lwazi Zulu Tf'? 10 Nov

Overview Tasks  Activity Files Details [EeNHCEA0L

[B INVOICE THIS JOB

Quarterly generator service - 400 kVA Block C

+ Add a line

Cancel

Subtotal 3,250.00

[> QUOTE THIS JOB

Price the job before (or after) the work: labour and parts on the job are filled in

line, save as a draft or send it.

COMPLETION REPORT PDF

Invoice this job — check the lines and create the invoice

@ Job Cards

Jobs 4

© 1done this week

Done All 4

Active

Status

4 Quarterly generator service

Completed  Metro Office Park

! Quarterly generator service

Pending  Lakeside Medical Centre

ic 2 Quarterly generator service
Pending  Oakridge Data Hub

1c-0007 Quarterly generator service

Pending  Greenvale Retirement Village

Schedules 7

1done this month

Type

Schedule types 1

A Mine 0

00 Plan visits

84 Normal @ Generator Service

Quarterly generator service
& Metro Office Park - Sizwe Mahlangu (Building Manager)

IME SCHEDULE

Lwazi Zulu T“G 10 Nov

Overview Tasks  Activity Files Details [EelICERLIVILEY

oM Office

@ & Help -+ More + New job

£ bm@metro-park.example

Flagged

32000

i o=
— add detail per

£ Al Assistant

oM Office

@ @ Help -+ More + New job
[® Completion PDF [JECEeLTIIEN]

£ bm@metro-park.example

NVOIC

Invoiced

16 Nav 2026 8d
18 B INVOICE THIS JOB
8 INV-00@01 7 Draft 3,737.50
31 1=
Invoice INV-00001 is ready. Check it on Invoicing if you like, or send it now:
20 Nov 2026 12d
1. Send to the client &

bm@metro-park.example
+Cc/Bec

Me

age (optional)

@ Copylink [ WhatsApp (7 Client view / PDF

The invoice is ready to send to the client
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8. Every visit in the client's history
Where: Clients — the client = Checklists

Every checklist done at a client is kept under Checklists — the answers, photos, the job, the certificate and the next
service date. Ideal for audits, insurers and contract renewals.

oM Offi
. Tme @ Office
2] Clients « More (@ @ Help + New client
5 clients - 5 companies - 0 individuals - used by job cards, tasks, orders, bookings, tickets, invoicing and fleet
Overview
Metro Office Park
0z
Branches
= Greenvale Retirement Village
Employees (5]
. " Overview 2, Contacts 1 B Bookings @ Tickets [ Documents [ Checklists [ Notes
Teams
© Tags & Portal
[&) Clients
Suppliers = Lakeside Medical Centre
PP daD Generator Service Checklist
08 Nov 2026, 16:37 - Lwazi Zulu h
D JC-0004 - Quart ator service € AST-00005 - Generatbr 400 kVA - Block G Next service 08 Feb 2027
TICK EACH TASK THAT WAS DONE
Who's In = Metro Office Park ine oil il i
& + Engine oil and oil filter changed
Time Records . « Fuel filter changed
. ! « Air filter checked / replaced
Timesheets * Coolant level and condition checked
Timesheet Review {| OnksidaeData b + Fan belt checked
« Battery and charger tested
Leave « Fuel level checked
« Leaks checked (oil, fuel, coolant)
Shifts * Run test under load e
Payroll Export a Silverleaf Hotel « Changeover (ATS) tested
a « Area cleaned
HOUR METER READING
2418 4 Al Assistant
BATTERY VOLTAGE (V)
Clients = Checklists: the full service history with every answer
Questions

Can we service some generators monthly and others quarterly?

Yes. Each generator is enrolled in a schedule type — monthly, every 2, 3 or 6 months, or yearly — with its own next
due date.

Do technicians record hour meter readings?

Yes. The service checklist has number fields for the hour meter and battery voltage, plus photos — so every visit's
readings are kept and comparable.

What if the client wants another day?

The client answers the WhatsApp confirmation with 'another day'. The job card shows it, you pick a new day and ask
again — then commit the job.

How does the client get the service certificate?

When the job is completed, TimeTap creates the certificate with your letterhead and signature, the date serviced and
the next service date, and sends it by e-mail and WhatsApp. If you prefer to be paid first, the certificate can wait until
the job's invoice is paid.

Can we invoice from the job?

Yes, with the Invoicing & Quotes add-on. The invoice is created from the job's lines, sent from the job card and linked
to it so it can't be billed twice.

Want this set up for your company? Start a free trial at www.timetap.co.za or ask us for a walk-through.
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