JIMBO TRAINING EXERCISES Creating a Client, Quote, Job & Invoice

LOGIN DETAILS
Username: Located on the Right-Hand Side of your SEAT
Password: Training#1

Exercise 1: CREATE A TEST CLIENT

* Go to Clients
* Click the + icon — New Client

Enter the following:

First Name: A test First Name

Last Name: A test Last Name

Email: A random email address

Phone: A random mobile phone

Client Notes: Enter the words Test Notes

Property: 48 Edinburgh Road Mooroolbark, VIC (Or any Address in Australia)
Type: Residential or Commercial (your choice).

Save
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Exercise 2: CREATE A TEST QUOTE

* Go to Clients
* Search for the client by First name (top right search icon). Then click on the client
* Click Send Quote

Quote Details:

e  Quote Number: Any sequence of digits
e Add any service — Set Unit Price to $100
e  (Click Add to Quote

e Click — Save (top right-hand side) — AQ prove

Note:
Approve: Creates and approves the quote in the system without sending it via email.
Preview and Send: Creates and approves the quote, plus sends it to the client via email
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Exercise 3: ACCEPT THE QUOTE — MANUALLY

Click on Quotes.
e  Click on Awaiting Response.
e  Select the relevant Quote.
e  Click on the Three Dots (---) menu from the top right-hand side
e Click Accept Quote (you have now, manually accepted the Quote on behalf of the client)

Let’s check quickly
* Go to Notifications — View accepted quote
* Go to Quotes — Accepted — check if you can see the Quote in there
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Exercise 4: BOOK THE JOB

Go to Quotes, Accepted, Click on the relevant Quote

* Click Book Job
¢ Select Today’s Date — Add Details

Anytime

FSE Alert: None
Client Reminder: None
Click Add

10145 VX G

10:47 9XG »

£ Quote #112677

£ a Quotes

Biller Client

Helan Verga Manually Accepted
Q 33 Aaron Ave, DAR.. EeNGIEIMISSGEITS

14 May, 10:00am _>

14 May, 10:09am

1items & =Sort v |
$100.00
Quote #112677 Manually Accepted
Helan Verga Quote Not Emailed R4 Call Clies

Basic Landscaping - Laying Mulch, Laying S..
© 33 Aaron Ave, DARLINGTON, SA 5047

Created 14 May, 10:00am ‘
Accepted 14 May, 10:08am "
¥ Y | [ [ Send Invoice J
Amount $100.00 ‘
Services L%
Quote Summary v
Terms and Conditions Y

10:48 94 G » - r
Cancel
< New Job
< May2026 v > Subtotal

Total GST 10.00%

Tu Th Sa Su

== Total Payable
@®© All-day

Anytime
° 5 18 17 © Any
Starts
18 19 20 21 22 23 24
b5 26 27 28 29 30 31 ® T

Repeat

Never

Add Details >

FSE Alert

30 minutes before

O ltems Filter ~

30 minutes before
tments for 14 MAY 2026

Job Notes (Optional)

Ends

Book Job \Add

$90.91
$9.09
$100.00

00

<>

<>

<>

L l:) "l‘ _ _

1052 PG «

Jobs

4 5 6 7 8 ] [¢] . .

. . . . . .
ll 12 13 ° 15 16 17 3ltems & Filter v )
18 19 20 21 22 23 24

. .

14 May 2026

25 26 28 29 30 31

. .

Job for Helan Verga
/ N\ Helan Verga Anytime

3items ¥ ( Filter ~ g Y

© 33 Aaron Ave, DARLINGTON, SA 50..

Job I Not Done

14 May 2026

Job for Helan Verga

@ ®

$100.00

Amount

Leads

Home Leads




Exercise 5: COMPLETE THE JOB

* Go to Home — Jobs
* Scroll to find your job and tap on it
» Swipe to mark as Done
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Exercise 6: SEND INVOICE

e (Go to Jobs, Done, Click on the relevant Job

e  (lick Send Invoice — Save — APPROVE

Note:
Approve: Creates and approves the invoice in the system without sending it via email.
Preview and Send: Creates and approves the quote, plus sends it to the client via email
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Exercise 7: MARK INVOICE AS PAID

* Go to Invoices — Due — Click on relevant invoice
» Swipe to mark as Paid

» Select appropriate options — DO NOT Send receipt. This is a Test System
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