STAFF APP GUIDE

TimeTap Invoices & quotes

See what is owing, make an invoice or a quote on the spot, send it by e-mail or WhatsApp
and record the payment — from your phone.

What is owing
Open More - Invoices & quotes. You see it if your company has Invoicing & Quotes and you
are an owner, admin or manager — or your access allows invoicing.

At the top: Owing to you (all open invoices) and Overdue (past their due date). Tap either to
see those invoices.

Use Open - Overdue - Drafts - Paid - All and the search box (number, title or client) to find
an invoice. Tap one to open it.

Invoices & quotes

Invoices Quotes

R9602,50 R5577,50
ces

2 open invoic Tinvoice

——g— .
@ Overdue Drafts Paid AIIJ 0 Invo'ces or quotes.

e What is owing, and what is overdue.

INV-00002 R4 025,00
Kestrel Logistics Park - Transformer oil test...

e Filter the list.

INV-00001 R5577,50

Sunfield Estate HOA - JC-0004 - Annua tr ° Your invoices with their status and due date.

Overdue

a Make a new one.
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+ New invoice
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Make an invoice or a quote

Tap New invoice (or New quote on the Quotes tab).

Under Who is it for? search your clients and tap one — or type a name if it is not a saved
client.

Give it a title, then add the lines: what for, quantity and price. Pick a saved item fills in one of
your saved products or services. + Add a line for more.

Tap Create invoice — then send it. The number, VAT and terms come from your company
settings.

New invoice

Kestrel Logistics Park
site@kestrel-park.example

9 Pick the client.

Transformer oil test, Kestrel substation

e A short title.

e A line: what for, quantity and price.

Oil sample + dielectric test

Q Or pick one of your saved items.

Qty 1 Price

4]

Pick a saved item

e Add more lines.

Call-out and travel e Subtotal — VAT is added from your Settings.

Qty 1 Price

Pick a saved item
|+ Addaline |

|Sublota[ R3500,00

Tip: Finished a job? Open the job — a finished job has an Invoice card that fills in the labour,
parts and costs from the job for you.
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Send it

A new invoice shows Draft — not sent with its lines and total.

Under Send this invoice: check the e-mail address and tap E-mail, tap WhatsApp to send
the link from your own WhatsApp (when the client has a cellphone number), or Share link to
send it any other way.

The client opens the link, sees the invoice, can save it as a PDF — and pay online if your
company has set that up. See it as the client sees it shows you the same page.

Invoice INV-00002

Kestrel Logistics Park
Transformer oil test, Kestrel
substation

Issued 16 Nov - due 16 Dec

2]

Oil sample + dielectric test R2850,00

G Not sent yet.

9 The lines and the total with VAT.

Call-out and travel R 650,00

Excl. VAT R 3500,00
VAT R 525,00

Tota R4 025,00 9 E-mail it to the client.

Send this invoice

©
site@kestrel-park.exampl £ E-mail |
(4]

O Or send the link by WhatsApp or any other app.

e See what the client sees.

[ O WhatsApp & Share link J

See it as the client sees it
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Money received

Open the invoice and tap Record a payment.

The amount still owing is filled in — change it if they paid part. Choose how they paid (EFT,
cash, card...) and add a reference if you like.

Tap Record. The invoice moves to Part paid or Paid, and the payment shows on it.

Invoice INV-00001 X

Excl. VAT R 4 850,00
VAT R 727,50
Total R 5 577,50
Still owing R5577,50 J

Send again

manager@sunfield-estate m

E— © The amount and how they paid.

9 What is still owing.

e A reference (optional).

Money received .
4 0 Record it.

[ 557750  EFT v|

(sumem HOA NOV e See what the client sees.

- A
Cancel v Record R5 577,50
\
Seeitas the client sees it/
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Quotes

Make a quote the same way on the Quotes tab and send it. The client can approve it from the
link.

Approved quotes show in a green bar at the top: ... approved quote — ready to turn into
an invoice.

Open the approved quote and tap Turn into an invoice — the invoice opens, ready to send.

Quote QT-00001 X

:0
Northgate Shopping Centre Approved

Replace mini-sub breaker, Northgate

Made 16 Nov - valid to 16 Dec
MV breaker supply and fit R18 400,00

Excl. VAT R 18 400,00
VAT R 2760,00

Total R21160,00 o The client approved it.

)
o ey © send it again if needed.

facilities@northgate.exan m

e Make the invoice from it.

D WhatsApp < Share link

©
S |

See it as the client sees it/

Tip: To change lines on an invoice that was already sent, void it, give a credit or send a
statement, use Invoicing & Quotes on the dashboard.

Still stuck? Ask your team leader or HR — they can see what TimeTap shows for you.



