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This Guide takes about 20 minutes to complete, which means that in 

about 21 minutes you will realise you are on a winner. 

 

PC or iPad? The screens on both devices are almost identical. In this guide 

we are using the PC version, but will include iPad notes where the process 

differs. 

 

JobsDun is an app. That means it’s stored on your device. When you are 

using it, it connects to the internet, where your data is stored, always 

backed up and made available to be shared around your co-workers. Any 

change you make on one device is automatically updated in real time to 

the others.  And if you loose your device, all your data will be safe. 

 

To continue with this document you should have the following. 

 

1. A valid free trial account or paid account 

2. JobsDun installed on your computer or iPad. 

 

 

 

 

 

 

Hi! Thanks for choosing JobsDun 

  

This is an easy to follow step by step guide that 

will cover: 

 

• Logging In 

• Configuring the Settings 

• Adding Staff 

• Navigating the Calendar 

• Booking Quotes & Jobs 

• Moving Jobs 

• Invoicing & Onsite Card Payments 
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Settings Screen 

 

It’s quick and easy to set your system up from the settings screen. Which will 

appear automatically the first time you log in. If not click the Settings button 

located at the bottom right of your screen. 

 
 

 

Logging In 

 

An email with your username and password should have been sent to you. 

 

Note that any changes you make to the settings will be SAVED when you 

press the X button at the top right. 

 

 
   

1. Enter your email and password in the top of the page 

2. Press the Sign In button. 
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Tax 

This tab controls any sales tax and how it’s applied to prices on quotes and 

invoices. 

 

1. Click the Tax tab.  

 

 
 

3. In many cases your tax type will be entered for you based on the 

country you have signed up in. In Australia this will be GST at a rate 

of 10%. 

 

4. Select if the sell prices you enter into JobsDun are inclusive or 

exclusive of sales tax. In most cases prices will exclusive of tax. 
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Quote / Invoice 

 

On this screen you can set the email address that you would like your 

invoices and quotes to come from. If you are happy with the email address 

that is in there (the email you signed up with) you can leave it. If you want 

to change either of them then modify them as required. 

 

 
 

Invoice (prefix) 

If you want to add a prefix to your invoice numbers such as “JD”, then when 

you generate an invoice in JobsDun the invoice number will be “JD00215” 

 

Next Invoice (number) 

You can adjust this number at any time, the number shown here is the last 

invoice generated in the system. The next invoice will be that number + 1. 

Please modify if required. 

 

Note: If you will be exporting invoices to MYOB, MYOB can only handle 8 

character invoice numbers. Invoice numbers longer than 8 digits will not 

work in MYOB. 

 

Default Terms: this is the default terms that will appear on each invoice. 

 

Quote and invoice Builder allows you to customise the look and feel of your 

PDF quotes and invoices that will send out from JobsDun.  You can even 

add your own letterhead. This is optional. 
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Credit Card Payment 

 

This is one of our most popular features. JobsDun let’s you accept major 

credit cards on site. Saving you time, money, reduces paperwork and get’s 

you paid. 

 

 
 

 

To get on site credit card processing working you need to open an account 

with one of our credit card merchant partners, Eway or a STRIPE. These 

companies collect the money and pay it into your bank account 

automatically.  

 

Stripe accounts can be setup in minutes. Eway take a little longer. 

 

To see a detailed guide about turning this feature on and integrating direct 

payment into your JobsDun account click here. 
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Standard Work Hours 

 

Just set the time you normally start work finish work. Having this set in the 

system just makes faster to fill in some forms. 

 

 
 

The Calendar Column width controls how wide columns appear in the 

calendar, therefore effecting how many team members are visible on the 

screen at one time. 

 

Note: iPad does not have the ability to change the width of calendar 

columns. 

 

Skinny shows 11 tradies on a standard lap top screen 

Slim shows 8 tradies on a standard lap top screen 

Regular shows 6 tradies on a standard lap top screen 

 

the screen below is set to SKINNY. 
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Calendar Colours  

 

This feature uses colour’s to show the how busy each day is. It can be used to 

indicate where you can place job’s without needing to analyse each day. When 

setting up your system it is best left until you start to get more data into the 

system. 

 
 

 

Order Types 

 

These can also usually be left untouched. By default your system will have two 

order types, being; PAID and WARRANTY.  

 

If you want you can add more. Their purpose is to let you categorise job’s so 

that you can report on them later. For example, JobsDun could show you the 

% of hours spent in a month on PAID and WARRANTY work. 
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Well DUN. 

 

Settings are DUN 

 

Click the X at the top and your data will SAVE. 
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Navigating the Calendar 

 

1. The day the calendar is currently displaying is shown in the orange box at the 

top left of screen.  

 
 

 

2. Clicking on the orange date displays three month calendar. If you click on a day 

you will JUMP to that date. Try it out.  

 

 
 

 

 

3. Most of the time you will want to move forward or backward one day or one 

week at a time. To do this use the navigation buttons at the bottom of the 

calendar. 

 

Clicking the centre button will always return you to TODAY. 
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Adding Staff 

 

1. Click the Tradies / Staff button on the right side 

 
 

2. Click the + button located at the top of the tradie Overview Screen. 

 
 

3. Enter the staff members Frist and last name. The nick name will auto fill with their first 

name. The nick named will be used in the calendar.  

 

If the staff member will be logging into the system they will need an email as their 

username and a password. 

 
 

 

 

4. Press SAVE 

 

5. Press the + sign in the header to keep adding staff. 
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Adding a Job / Quote 

 

Each job card stores the following 

• Client Information 

• Invoice address 

• Site Address 

• Job Notes 

• Quote 

• Invoice  

• Attachments like images, pdf, word and excel. 

 

 

Lets pretend we get a call to remove two trees from Roger’s house, and we need to 

do an on site quote. 

 

 

1. Click the ADD Job/Quote button at the top right of screen.  

 
 

2. The Job Screen will appear. Now, enter the client name at the top. This is 

always the person or company you will send the invoice to. Once entered the 

system will remember them. You can change these details later if you need. 

 
 

3. Enter a reference, usually a description of the job or a reference number. 

 

4. When entering an address, (ipad only)JobsDun will try and look up a match on 

the internet, if it finds a match select it and the suburb state and post code will 

fill in automatically. 
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5. Enter any relevant information about the job in the comments box. 

 
 

 

BOOKING A SITE QUOTE, QUOTING AND EMAILING THE QUOTE TO THE CLIENT 

 

Please note the three actions available in the Centre panel; 

 

A. Book Quote – Let’s you book a time to attend site and quote. 

B. Phone Quote – Store’s the quote in the quote list so that it can be searched on 

later, but it will not appear in the calendar. 

C. Book Job – Let’s you book the job in the calendar immediately. 

 

Click the BOOK QUOTE button. You will be taken to the calendar and the job will 

instantly jump to the right boarder, ready to be placed on the calendar. 
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5. Find an available day/time in the calendar using either the navigation buttons at 

the bottom of the screen, or by using the three month calendar.  Remember, the 

three month calendar can be found by clicking on the orange button at the top 

left (the one with the date on it). 

 

6. When you find a time to book the quote, drag it from the right boarder to the 

time slot. 

 
 

7. The Quote is now booked. 
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Building a Quote 

 

You can either build a quote using the quote builder and, or manually type 

them. The quote builder is a price list of the products or services you provide. 

 

1. Click on the job you just put on the calendar, this will open the job 

screen. 

 

2. Click the Quote menu button. 

 
 

3. Two columns will appear, Categories and Items. Click the ADD NEW 

CATEGORY button and, as an example, enter Lights as a new Category 

followed by the ENTER key to save it. 

 
 

Note: to delete or edit a category, right click it. If you are on an iPad 

then press on the category for 3 seconds 
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4. To add items to your new category, click the ADD NEW ITEM button 

located at the bottom of the items column. 

 

 
 

5. Fill in the description and Sell price. Press the Enter key to save the item or 

on the iPad press Done on the keyboard. 

 
 

 

6. To add items from the item list to the quote, click on the items and they 

will automatically appear on the quote. To add two of the same item, click 

the item twice.
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7. You can adjust the Qty or the price of the item on the quote by clicking on 

either the qty or price of that item. 

 
 

8. You can add items manually, without the need of the quote builder. Do 

this by clicking the ADD ITEM button. This allows you to simply type in the 

item, instead of using pre defined items. 

 
 

9. You can add a note in the same way, notes will appear at the bottom left 

of the quote.  

 

Well done, you now have a quote. Let’s email it to the customer while we 

are on site. Simply click the Generate Quote button 
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Sending the Quote 

 

1. Press the Generate Quote button 

 
 

2. A PDF of the quote is generated and viewable in the main window. If you can’t see the 

quote then you probably don’t have adobe pdf viewer installed. 
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3. To email the quote directly to the customer press the Email button. The 

email screen is designed to look like a standard email, most of the text has 

been written for you. This default text comes from the Setting’s screen. 

 
 

4. You can fill in the To: field, edit the Subject line or any of the text. If you 

would like to receive a copy of the email then insert your email address in 

the BCC field. 

 

5. You can also Print the Quote, it will be sent directly to your default printer. 

 

6. When the quote has been either emailed or printed the system will mark 

the job as Quote Sent and record the date. 
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Accepting the Quote 

 

1. If a customer calls or emails to accept a quote then click on the menu item named 

Quotes. You will see a list of all quotes that have not been accepted. 

 
 

2. Use the search criteria to find the quote quickly.  

 
 

3. If the customer wants to accept the quote but cant schedule it yet, then just click on 

the Approved toggle 

 
 

4. If they want to accept and book the job then click the blue BOOK JOB button. If the 

job has not been approved you will be prompted to confirm the booking. You will be 

taken to the calendar and the job will be waiting for you on the right side of screen. 
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1. From here drag it to the person you want to assign the job to at the 

time you would like to book it. 

 
 

2. To adjust the amount of time the job consumes in the calendar, you 

can drag it out by click and holding down on the top or bottom of 

the job.  On the iPad, press the job down for a second and you will 

see the job jump a bit. It will then have an up and down drag arrow 

on the job. 

 
 

3. If you need to move a job to a different day then drag the job to the 

box in the picture below. It will place the job on the right hand side 

of the screen again, just like when you originally made the booking.  
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Invoice and Payment. 

 

Jobs can only be viewed in the invoicing menu when the job has been marked as 

completed.  

 

To Change a job status  to completed, click “Complete Job” on the status bar at 

the top of the job screen. If you make a mistake you can right click the item and 

select “Clear”. On iPad click and hold on the status to be given the “Clear” 

option. 

 
 

1. Open the job you are going to invoice, select the invoice tab at the centre 

of the job screen. 

 
 

Note: You can make adjustments and add extra items to the invoice if 

required.  

 

Note: Every invoice item has a check box next to it. Only items where 

the check box is marked will be included on the invoice. 
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2. Click the Generate invoice button, like the quote screen you can print or 

email the invoice directly from here. 

 

 
 

 

3. If you press the Card Payment button, the invoice amount will be loaded 

onto the credit card screen and you can accept card payment directly. 

 
 

Note: You must have this feature turned on in your account for this to 

work. For more information on that, click here. 
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WELL DONE, 

 

You now know about 75% of the system. 

 

If you have any further questions, please check out our help page, you can chat 

with us from our home page from 9am until 5pm Australian EST, or you can send 

us an email at help@jobsdun.com. 

 

Thanks again for choosing JobsDun.  

 

Kind Regards, 

JD 

 

 

 

 

 

 

 


