Time

Run transformer maintenance from
schedule to invoice

Transformer maintenance - How it works in TimeTap - November 2026

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

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

At a glance
Step What happens Who Where
1 Add the transformer 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. Annual transformer service (yearly, 14 days notice).
1 Job type with the Transformer Inspection Checklist and the Transformer Service Certificate.
1 Certificate — letterhead, footer and signature.
[0 Clients with a cellphone number for the contact person.
] Technicians signed in to the staff app with notifications on.

Visual check for oil leaks - Qil level - Silica gel breather - Bushings - Earthing - Temperature gauges - Buchholz relay - Tap
changer position - Top oil temperature (°C) - Insulation resistance (MQ) - Oil sample taken - Photos of nameplate and
gauges - Defects found - Result: safe to operate / follow-up




1. Add the transformer and link it to the client
| Where: Assets = Add Asset

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

o 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.

Add New Asset

Asset Name *

Mini-sub 315 kVA - Clubhouse

Sunfield Estate HOA

Asset Type
Linked Client
Location Address

Sunfield Estate Clubhouse, Fourways k

Category Condition

[ Transformers V] + Good

Serial Number Make

S/N Select make

Year

2024

Branch Purchase Price (R)

No branch

Purchase Date

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

.TlmeTap O © & oM office ~

VoltServe Transform... ~

g AssetManager S Howitworks (D ®Hep | (Map A Overdue (TN
% o B 7 assets - 0 checked out - 0 maintenance due - 7 belong to clients
a0 lverview
PEOPLE v . Checked Under Client Maint Due Docs ’
® ;Dlﬂi Assets @ ;clwe 2 out ﬁ Repair w Our Value e @ (30d) ﬂ Expiring @ EISDOSEH
£ Branches (1] 1] - 7 (] ]

2, Employees
Q Search assets...

% Teams
[ Clients Al statuses. v All categories v Allmakes v ours + clients' ~
b Suppliers © ® & ©
COMPANY
@ AST-00001 Active
ATTENDANCE Y Mini-sub 1000 kVA - Loading bay
© Who'sIn £ Northgate Shopping Centre
Transformers
(O Time Records
- AST-00002 Active
&' Timashedts ' Transformer 500 KVA - Parking level 2
Timesheet Review & Northgate Shopping Centre
Transformers
5 Leave
< Shifts © AST-00003 -
Pump station transformer 800 KVA e
[ Payroll Export 1B Riverside Water Works
REPORTE 3 Transformers
""""" © AST-00004 * Active
< Collapse Main transformer 1250 kVA

I inhusict Cale Stnrans

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 Annual
transformer 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.

. TrmeTap a oM Office
ap
(o Asset Manager S5 How it works ©)] ® Help M Map A\ Overdue + Add Asset
7 assets - 0 checked out - 0 maintenance due - 7 belong to clients
28 Overview
PLE . " Checked Under . Client Maint Due Docs o
) @ ;ﬂia\,\sse[h e’ ;c.we 2 ou ﬁ Repair Er Value Rssabs "i‘ (30d) /A Espiring & Disposed
@ Branches o 7 o
., Employees
| Clubhouse AST-00007 £ Edit 2 Transfer 2 CheckOut  ,”
ga Teams ) Mini-sub 315 kVA - Clubhouse
Clients Allsta v Allcat ¥ Allma ~  Ours- v Active  Good condition
[b Suppliers 2
i % BiS = Overview Custody & Checkout: D Finance Insurance Bookings Surveys
MPANY
 AsT-g0007 P Service Schedules
AT N g Mini-sub 315 kVA - Clubhouse ANNUal TaNSIormer service v
nfiel
2 Who's In b Sunfield Estate HOA
Transformers
) Time Records RULESET FOR: ANNUAL TRANSFORMER SERVICE
Yearly 14dadvancenotice  Survey: Transformer Inspection Checkiist Jab type: Transformer Maintenance
Timesheets
Yearly inspection and service of a distribution transformer.
[Z] Timesheet Review
R Leave First/ Next Due Date Last Service Date (op
> shifis [ 2026/12/01 [u] ]* 2025/12/01 (=]
| o e
[ Payroll Export

. TimeTap
TR ey

25 Overview
(s Branches
. Employees
&n Teams
Clients

L Suppliers

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

[ Payroll Export

v Enroll Asset

Enrolling the asset in the annual transformer service schedule — the ruleset shows what it brings

a P oM Office
M JobCards Jobs s Sl:he%lles 7 Scheduletypes (U Plan visits @ @ Help - More + New schedule
'(:,’ create pending job cards

-
=

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

Annual transformer service  Yearly

.
& Annual transtormer service
] Next: 01Dec 2026 23d (@ 14d advance notice  {I Sunfield Estate HOA & Mini-sub 315 kVA - Clubhouse (AST-00007) Last serviced 01 Dec 2025
Annual transformer service  Yearly v f
2 Annual transfarmar service
[1 Next: 10 Feb2027 94d (O 14d advance notice () Northgate Shopping Centre @ Transformer 500 kVA — Parking level 2 [AST-00002) 2 Chris van Wyk
Last serviced 1
Annual transformer service  vearly v
& Annual transfarmer service
£ Next: 05 Mar 2027 m7d (D 14d advance notice  {J Kestrel Logistics Park (3 Warehouse transformer 1600 kWA (AST-00008) & Chris van Wyk
Last serviced 05 Mar 202¢ e
Annual transformer service  Yearly o &

& Annual transformer service

[ Mext: 10 Nov 2027 387d (D 14d advance notice () Sunfield Estate HOA @ Estate mini-sub 630 kWA (AST-00005) & Sam Ndiovu Last serviced 10 N

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.

8-

Overview

Branches

Employees
7 Teams

Clients

Suppliers

% Whe's In
Time Records
Timesheets
Timesheet Review
Leave
Shifts

Payroll Export

M JobCards Jobs Schedules  Schedule types

0 done this week (© 0 done this month

Actived Done0 Al Status v Type

Annual transformer service

Assigned  Sunfield Estate HOA e Transformer Maintenance

01 Annual transformer service

Pending - Northgate Shopping Centre e Transformer Maintenance

©2 Annual transformer service
Pending  Riverside Water Works e Transformer Maintenance

Annual transformer service

Pending  Highveld Cold Storage e Transformer Maintenance

Pending job cards waiting for the office

O g - om Office

& Mine * =

< Al Assistant
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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.

. S o © oM Office

f JobCards Jobss Schedules? Scheduletypes 1 (0 Plan visits @ @ Help -+ More + New job

Overview

© 0done thisweek @ 0 done this month Normal ® Transformer Maintenance Head off 2 i

" v Sanrch ol Annual transformer service <7 Commit & notify JECENTINN]
() Branches b LS,

ighveld Cold Storage - Naledi Mokoena (Operations Lead) = % 0845550133

2, Employees Active 4 Done0 All4  Status  ~  Type A Mine ¢ £ admin@highveld-cold.example
2, Team: ~
aa Teams = . . = I
Clients = 0 Chris van Wyk Fri ?D Nov
1C-0004 Annual transformer service 0 N 26 24 . :
(A) lier:
Suppliers Assigned - Sunfield Estate HOA g1
Tasks Activity Files Details Quote & Invoice
1c-o001 Annual transformer service 7 Nov 2026 8d
e Pending - Northgate Shopping Centre @1 s
2 Who's In {51 VISIT DATE
— o2 Annual transformer service 19 Nov 2 1nd Friday, 20 November
). THimiResords Pending - Riverside Water Works @1 sn
Timesheets @ Add the site address (or link a client / asset that has one) to compare this date with nearby visits.
)5 Annual 1rans|¥mer service 20 Nov 2026 12d
[¥] Timesheet Review

Pending - Highveld Cold Starage @1 v
N Not confirmed with Highveld yet © Ask client to confirm
% Leave

Shifts
+ CHECKLIST & TASKS View all — B LATEST FIELD REPORT

[ Payroll Export

od yet

Created 05 Nov 2026 - Updated 08 N )26 < Al Assistant

A pending job not yet confirmed — Ask client to confirm

. TmeTap o om Office

28 Overview

f JobCards Jobs: Schedules?7 Scheduletypes 1 [0 Plan visits @ @ Help -+ More

0 done this week () O done this month 4081 Normal @ Transformer Maintenance Head off

: L3 L Annual transformer service < Commit &notify HENZUCLE]
£ Branches Q Search job:

Northgate Shopping Centre ~ Anele Dube (Facilities Manager) % 0825550111

. Employees Active Done Al 4 Status v Type 2 Mine & facilities@northgate.example
2 T 5
¢ ‘eams =] . Cevenue
Clients = ) 0 ) Sam Ndlovu Tue. 17 Nov
1 Annual transformer service 0 Nav 2 2d b :
L I
Sppliers Assigned - Sunfield Estate HOA B
m Tasks  Activity Files Details  Quote & Invoice
1c-e0e1 Annual transformer service 7 Nov 2026 8d
Y = Pending ~ Northgate Shopping Centre 81 s
4 Who's In B VISIT DATE v Client confirmed
Je-oooz Annual transformer service 19 No 6 Td
) Time Records Tuesday, 17 November
Pending - Riverside Water Works @1 s
Timesheets @ Add the site address (or link a client / asset that has one) to compare this date with nearby visits.
2003 Annual transformer service 20 Nov 2026 12
) Timesheet Review Pending - Highveld Cold Storage @1 ev =
) 5 Northgate confirmed Tue, 17 Nov - 1d ago
5 Leave
Shifts
+ CHECKLIST & TASKS View all —+ [ LATEST FIELD REPORT

[ Payroll Export

The client confirmed — Commit & notify books the job
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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
Transformer Inspection 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 top oil temperature and insulation resistance are captured as numbers, so they can be
compared visit after visit.

7 TimeTap
2 X
Annual transformer service
Active (3) All(3) In Progress normal Transformer Maintenance
% 0725550144
NORMAL Assigned B manag unfield-estate.example
Annual transformer service e s ®
Sunfield Estate HOA
Tue, 10 Nov 2026 - 08:30
A o ner Inspection Checkli:
IR Fending & Filthis in before completing the job m
Annual transformer service T e
I = S Next service due
Northgate Shopping Centre k ECS 08 Nov 2027 - from the service schedule (yearly) Change
Tue, 17 Nov 2026 k
NORMAL Pending
Annual transformer service e
Riverside Water Works
Thu, 18 Nov 2026
= @
() Hold Complete Job
The technician's job list The service card: checklist to fill in and the next service date
Earthing checked
Temperature gauges read %
Buchholz relay checked JC-0004
Tap changer position recorded
T —— Client signs now Client not available
Warning signs in place

Karen Bothal

Top oil temperature (°C)

* /\/\‘

Insulation resistance (MQ)

1200

0il sample taken for lab analysis? *
(éﬂ_ Yes
O Ne

Photos gauges, any deft

v Confirm Job Complete

8 Take or choose photos

Filling in the Transformer Inspection 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 Transformer 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

f JobCards Jobs: Schedules Scheduletypes (U Plan visits @ @ Help «+ More + New job
8 Overview
1done this week 1donethis month [ 11o invoice 2004 Normal ® Transformer Maintenance
= Annual transformer service o Completed
) Branches o e
&b Sunfield Estate HOA  Karen Botha (Estate Manager) = & manager@sunfield-estate.example
" Employees Active Done 1 Al Status v | Type 2 Mine
&n Teams % = i — :
g (4] Sam Ndlovu Tue 10 Nov Flagged
Clients
o4 Annual transfarmer service Ll
> Suppliers Completed ~ Sunfield Estate HOA @1 B Invoice SN Tasks  Activity Files Detalls Quote & Invoice
Annual transformer service 26 8d
Pending ~ Northgate Shopping Centre: 81 8N @ Transformer Inspection Checklist Again
2 Who's In Filled in by Sam Ndlovu - 0B Nov 2026
Annual transformer service ] 2026 Nd
Y Th Show the answers.
TimeiBeconis Pending - Riverside Water Works @1 N
Timesheets £ Next service due
07 Annual transformer service 20 N 124 08 Nov 2027 - from the service schedule (yearly)
2] Timesheet Review Pending - Highveld Cold Storage @1 ev : -
B r-j Transformer Service Certificate o <
* Leave f CERT-0004 - sent 08 Nov 2026
Z Shifts e
5 Payroll Export SIGNATURES

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

. TimeTap o o OM Office

« gy Service certificates ® @Hep £ Naw certificate
P m— Created and sent to the client when a job is completed - linked per job type
Transformer Service Certificate Name (for you) Title on the certificate
s Branches p cefault : = 3 22
Every 12 monihs bRgefauit Transformer Service Certificate Transformer Service Certificate
" Employees
% Teams Header image (top) Footer image (bottom) Signature(s)
Clients

-

5 Suppliers any dot e &, Upload PNG / JPG

1, Upload PNG / JPG
&, Upload PNG / JPG

% Who's In Label for the date done Label for the next date Default interval (months)
) Date serviced Next service due 12
) Time Records
Timesheets Next service due comes from the client's service schedule first, then the equipment's (o its type's) service interval, then this default. The techniciat

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 transformer listed above was inspected and serviced by **VoltServe Transformer e
Services*

] Payroll Export

The service covered a visual inspection, oil level and leak check, breather, bushings, earthing, gauges and
protection devices.

At the date of service the unit was found safe to operate unless stated otherwise in the findings.

Job Cards — Certificates: letterhead, footer and signature
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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. Annual transformer service - Estate mini-sub 630 kVA), tap
Create invoice, then send it by e-mail or WhatsApp. The job shows as Invoiced, so it can't be billed twice.

.T\mei"-r) ® © = om office

@ JobCards Jobs 4«  Schedules Scheduletypes (0 Plan visits ® @ Help --- More
25 Overview
1 done this week 1done this month B 1to invoice Normal @ Transformer Maintenance Head office & X
i F e Annual transformer service ® Completed
dh Branches = S
£ Sunfield Estate HOA ~ Karen Botha (Estate Manager) = & manager@sunfield-estate.example
. Employees Active Done 1 Al 4 Status v Type ¥ & Mine 0
1M FiLES . SCHEDULE woice
& Teams A i o
=] [+] Sam Ndlovu T,{e 10 Nov Flagg‘e‘d
Clients 3
_ 3¢-9904 Annual transformer service 08 Noy 2028
Ch Suppliers Completed ~ Sunfield Estate HOA 81 © ivoice SN Overview Tasks  Activity Files Details (AN CE M)
OMPANY
1C Annual transformer service 7 Nav 2026 8d
ATEENOAN Pending - Northgate Shopping Centre @1 B INVOICE THIS JOB
(@) Who's In ) , Annual transformer service - Estate mini-sub 630 KVA 1 4850.00
1c-0002 Annual transformer service 19 Nov2026 Td LY
© Time Records Pending - Riverside Water Works @1 s + Add a line

Timesheets
i 3 Annual transformer service 20 Ne 6 Subtotal 4,850.00 - VAT added from your Inveicing settings Cancel

[ Timesheet Review Pending - Highveld Cold Storage

5 Leave
> Shifts [ QUOTE THIS JoB + Create quote RS
&=
[ Payroll Export Price the job before (or after) the work: labour and parts on the job are filled in — add detail per

line, save as a draft or send it.

------ Al Assistant
Collapse COMPLETION REPORT PDF

Invoice this job — check the lines and create the invoice

@ © = om ofice
@ JobCards Jobs4 Schedules Scheduletypes [0 Plan visits @ @ Help «+ More + New job

25 Overview
© 1done this week 1done this month

Normal @ Transformer Maintenance

Annual transformer service B Completion PDF [N

{5 Branches
& Sunfield Estate HOA ~ Karen Botha (Estate Manager) = £ manager@sunfield-estate.example
~ Employees Active 3 Donel All4 Status v Type v & Mine 0
ME . SCHEDULE N
au Teams & _ ASSIGNEE o
-] (4] Sam Ndlovu T,l910 Nov Fwo:ceu -
Clients
¢ Annual transformer service
Lh Suppliers

Completed  Sunfield Estate HOA

Overview Tasks  Activity Files Details [EelICERLIVILEY

1 Annual transformer service 7 Nav 2026 8d

ATREMDANCE Pending - Northgate Shopping Centre @1 s [ INVOICE THIS JOB S Anotiar
(@) Who's In
— . ic 2 Annual transformer service ov 2026 1d INV-00@01 © Draft 5,577.50
Ima;Recors Pending  Riverside Water Works @1
Timesheets Invoice INV-00001 is ready. Check it on Invoicing if you like, or send it now:
1c-0003 Annual transformer service 2 Mo B *
) Timesheet Review Pending  Highveld Cold Storage @1 ev Send to the client

£y Vi
Leave manager@sunfield-estate.example m

= Shifts +Cc/Bece e
[ Payroll Export

Me

age (optio

¢ Al Assistant
@ Copylink  [D 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 Office
8- -
5] Clients - More @ ® Help + New client
5 clients - 5 companies - 0 individuals - used by job cards, tasks, orders, bookings, tickets, invoicing and fleet

Sunfield Estate HOA

Overview

Branches

- Highveld Cold Storage
Employees (5]
. Overview 2, Contacts 1 B Bookings @ Tickets [ Documents [ Checklists [ Notes
Teams
© Tags & Portal
[&) Clients
Suppliers = Kestrel Logistics Park
PP daD Transformer Inspectiol cklist
08 Nov 2026, 16:33 - Sam *
D JC-0004 - Annual transformer service ) AST-00005 - Estate ri¥ii-sub 630 kVA Next service 08 Nov 2027
TICK EACH TASK THAT WAS DONE
Who's In = Northgate Shopping Centre ;
D o . Bping . * Visual check for oil leaks

Time Records « Oil level checked
« Silica gel breather checked / replaced
« Bushings cleaned and checked
. . « Earthing checked
& Riverside Water Works « Temperature gauges read
Leave « Buchholz relay checked
« Tap changer position recorded

+ Enclosure cleaned and secured e
« Warning signs in place
= Sunfield Estate HOA
(51} TOP OIL TEMPERATURE (°C)
54

1
INSULATION RESISTANCE (M) & Al Assistant
1200

Clients = Checklists: the full service history with every answer

Timesheets

Timesheet Review

Shifts

Payroll Export

Questions

Can each transformer have its own service interval?

Yes. Every asset is enrolled in a schedule type (for example yearly), and you can set its own next due and last service
date. Different sites and units can run on different schedules.

Do technicians need a laptop on site?

No. Technicians use the TimeTap staff app on their phone: open the job, start it on site, fill in the inspection checklist
with photos and readings, and get the client's signature.

Can we change the inspection checklist?

Yes. The checklist is a form you edit yourself — add, remove or reorder items, readings, photos and yes/no questions.
Every job uses the latest version.

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 due date, and sends it by e-mail and WhatsApp. It also stays in the client's history. 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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