TIMETAP GUIDE

Service certificates

TimeTap

How TimeTap creates and sends a service certificate by itself when a job is completed —
and how to get a certificate for a service done before you used TimeTap.

How it works

You set up a certificate once — your header and footer images, the wording, who signs and
how often the service is due.

You link it to a job type (for example an extraction canopy service).

From then on, every job of that type gets its certificate automatically the moment the

technician completes it — on the phone or on the dashboard. Nobody has to create or send
anything.

< g Servicecertificates

® @ Help ‘D Record a past service + New certificate
Created and sent to the ’Imo'c". a job is completed - linked per job type

Transformer Service Certificate Name (for you)
Every 12 months by default

Title on the certificate

Transformer Service Certificate Transformer Service Certificate
(> ]
-
Header image (top) Footer image (bottom) Signature(s)
1, Upload PNG [ JPG
I, Upload PNG [ JPG
&, Upload PNG / JPG
Label for the date done Label for the next date Default interval (months| o
Date serviced Next service due 12 J
Mex om the client’s service schedule first, then the equipment's (or its type's) service interval, then this default. The technician or office
an
F'a
TEWT i’

Client  Your company Datedone Nextdue Address Jobno. Certificate no.  Equipment serviced
This is to certify that the transformer listed above was inspected and serviced by #*VoltServe Transformer Services**

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

devices. e

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

Clagina Sinnad hv Thair titla

o Your certificate. Click it to edit. ° The wording. Click a field like Client or Next

) ] due to insert it.
e Header, footer and signature images (PNG or

JPG). © Record a past service — for work done

o before TimeTap (see section 4).
@ How often the service is due by default —

used when there is no service schedule or
equipment interval.
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Tip: Only jobs whose job type has a certificate get one. Check it under Job Cards - More - Job
types, forms & checklists — edit the type - *Certificate sent to the client*.

Option 1 — automatic: when and how the client gets it
Scroll down on the certificate to When does the client get it?

As soon as the job is completed — sent the moment the technician completes the job.
Once the job’s invoice is paid — held until the invoice is paid, then sent by itself. Only when
we send it from the job — created, but the office presses Send.

Tick Email it to the client (PDF attached) and/or WhatsApp a link, then Save.

Closing Signed by Their title
Kind regards, Operations Manager VoltServe Transformer Services (De
When does the client get it? o
As soon as the job is completed v‘
Accent colour . [ Email it to the client (PDF attached) WhatsApp a Jinkj In use (

(il Delete ® Preview (save first) @J

€ When the client gets it. @ Save your changes.

a How it is sent: email with the PDF, and/or a
WhatsApp link.

Tip: If the technician’s phone loses signal right after completing, TimeTap creates and sends the
certificate itself within about half an hour.
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Find a certificate, or send it again

Open Job Cards and click the completed job.

On the Overview tab, the Service card shows the checklist, the next service date and the
certificate.

Click the open icon to view or download the PDF, or the blue send button to send it to the
client again.

Clients with a portal login can also see their certificates in the client portal.

Annual transformer service ® Completion PDF L Completed Jo

{Zh Sunfield Estate HOA - Karen Botha (Estate Manager) - & manager@sunfield-estate.example

Sam Ndlovu Tue 10 Nov Invoiced

m Tasks Activity Files Details Quote & Invoice

@ Transformer Inspection Checklist Acaln
Filled in by Sam Ndlovu - 08 Nov 2026 g

.

Show the answers

, : (3]

E.h Next service due
© 13 Nov 2027 - from the service schedule (yearly)

Transformer Service Certificate .
2
a) CERT-0004 - sent 08 Nov 2026 J L <

a The job is Completed — that is what creates Q The certificate number and when it was sent.

the certificate. . . .
e View the PDF, or send it again.

9 The checklist the technician filled in.

9 Next service due — worked out for you.

Important: No certificate sent? Check that the client on the job has an email address or
WhatsApp number, and that the job type has a certificate. You can always press send on the
job after fixing it.
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Option 2 — manual: a service done before TimeTap

Go to Job Cards -» More —» Record a past service (also on the Service certificates page,
and as Past service in a client’s Job Cards section).

Do not create and complete a normal job for an old service — that would date the certificate
today and send it to the client straight away.

0 Plan visits ® ® Help | =+ More I + New job

Set up a recurring service
How it works

Job types, forms &
v Source W checklists ssigne... v =3

Service certificates | =

Record a past service Jheduled E1 sN

Label designer

1 (@ Invoiced SN
Select several

k Export CSV o
heduled (31 SN
Job card settings

7d

9 More at the top of Job Cards. e Record a past service.

© Service certificates — the wording and look.
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Fill in the past service

Search for and pick the client.
Choose the type of service — only job types that issue a certificate are listed.
Optionally tick the equipment serviced — it is printed on the certificate.

Enter the date the service was done. Next service due is worked out for you (from the
client’s schedule, the equipment’s interval or the certificate’s default) — change it if needed.

Add a note if you like (e.g. the old paper certificate number). Leave Send the certificate to
the client now off to just keep it on file, or tick it to send it now.

Click Save & create certificate.

) Record a past service

For a service done before it was in TimeTap. You get the certificate
with the real service date — nothing is sent to the client unless you

[ ESE 1 1

tick it.
Client o | |
B Northgate Shopping Centre Change I 4]
L
B [Type of service 9 L
fi Transformer Maintenance vI
] ©
8 [Equipment serviced
fi v Mini-sub 1000 kVA - Loading bay - AST-00001 \\
J
I
4 Transformer 500 kVA - Parking level 2 - AST-00002 L
fi Date the service was done Next service due o
it
| | 2026/05/14 [m] 2027/05/14 [m] L
fi
I E® Worked out from the service schedule (yearly). Change it if needed.
Northgate Shopping Centre has a service schedule (“Annual transformer service"):
last service 17 Nov 2025, next visit 17 Nov 2027. Recording this service doesn't move
the next visit — change it on the schedule if needed.
Notes
Old paper certificate no. 2214
Y
[J < Send the certificate to the client now
By email (PDF attached) and WhatsApp, as set on the certificate. Leave it
off to just keep it on file — you can send it from the job card later.
€ The client. @) The real service date and the next service

. due.
e The type of service.

. . . Send now? Off by default — nothing goes to
e Equipment serviced (optional). the client unless you tick it.
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Tip: If the client has a service schedule, TimeTap shows it here. The schedule only takes this as its
last service if it is newer than the one it already knows, and the schedule’s next visit is never
moved — change that on the schedule if needed.

Done — view, open or record another

TimeTap confirms the job card number, the dates and whether anything was sent.

Click View certificate to check the PDF, Open the job card to see it, or Record another —
it keeps the client and service type, so entering several old services is quick.

The job card is marked Past service and dated on the real service day. You can send the
certificate from it any time.

lu? i J I b RS a—i-..] I i - R i J

) Record a past service

For a service done before it was in TimeTap. You get the certificate
with the real service date — nothing is sent to the client unless you
tick it.

Saved as JC-0005

Service on 14 May 2026 - next service due 14 May 2027
Certificate created — not sent to the client.

The client's service schedule now shows this as the last

service. Next scheduled visit: 17 Nov 2027.

z o

' View certificate Open the job card J Record another J

€ Wwhat was saved: service date, next service € Open the job card.
due, and whether the client was sent

anything. ° Record another past service.

9 View the certificate PDF.
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Normal @ Transformer Maintenance | D Past serviceo'
Transformer Maintenance e Completed

£h Northgate Shopping Centre - % 0115550111 = & facilities@northgate.example

©

0 Unassigned Thu 14 May J Not created

Tasks Activity Files Details Quote & Invoice

@ Transformer Inspection Checklist
Not filled in for this job
E.h Next service due 9
© 14 May 2027 - set by hand I

Fillin

5]
= &

r-j Transformer Service Certificate
BJ  CERT-0005 - not sent yet

€ Past service badge — recorded after the @) The certificate — not sent yet.

fact.
e View it, or send it to the client when you are
Q Dated on the real service day. ready.

9 Next service due on the certificate.

Still stuck? Use the feedback button in the TimeTap side menu, or ask us — we’re happy to help.



