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TradePal HOW IT WORKS

How TradePal works

Every job follows the same path. Get each step right and the paperwork looks after itself.

Set up
0 Your business details, stages, pay rules, clients and team. Switching? Bring your data p.5
across.

Win the work
Quote on site and your client accepts online. Or turn a work order into a job in one go.

p.13

The job
Made for you from the accepted quote, with the client, address, site contacts and p.16
quoted work.

Book the crew
Tap the job (or drag it onto the calendar on a computer), pick the stage and who's p.18
going.

Do the work
Your crew clock on, work from My Tasks, sign the safety paperwork and snap p19
receipts.

Invoice and get paid
Invoice from the job, take card payments, and see the profit on every job.

p.25

Who does what

Everything: settings, prices, staff, invoices, money and your subscription.

Same access as the owner. Make a team member co-owner in Staff.

Runs the jobs and the schedule, and approves time changes. Sees money only if
you switch it on.

Their own day in My Tasks: jobs, addresses, notes, clocking on, receipts and sick
days. They see all jobs, or only the ones they're booked on (your choice).

Subcontractor A staff member paid by their own invoices. They send them to you in TradePal.

The TradePal guide - tradepalapp.com.au 2



TradePal HOW IT ALL FITS TOGETHER

How it all fits together

Follow the arrows: each step fills in the next, so nothing is typed twice.

0 WIN THE WORK

Client Quote Client accepts Job
saved details, sites - templates and your - online, by the link —> made for you,
and site contacts price list (no account needed) marked NEW JOB
A

Or: a work order / purchase order
TradePal reads it: job + site contacts + accepted quote

o PLAN IT

v
Everyone's phone Crew Booking Schedule: Jobs list
it's in their My Tasks, - shows who's free, +— days, times and +— tap to book, or drag
with a notification busy or on leave the stage it's for onto it on a computer

A booked stage becomes the job's current stage, shown in Jobs.

e DO THE WORK

Clock on My Tasks Receipts Mark the booking
vehicle; location shared —> start the task, notes, —> purple button: Al reads —> done, or couldn't
only while clocked on photos, Take 5, SWMS it and finds the job finish
]
A4 v
Done Couldn't finish
Clock-off hours go to the timesheet stage ticked off, back to the Jobs list,
(pay rules, payroll export, labour). next stage is up red and urgent
o GET PAID then invoice it
Reports Xero Paid Invoice
income, costs, profit, <4 nvoices + payments sync, - Pay now by card, <[ from the job: the quote's
quotes won numbers kept in step or bank transfer lines or one stage

BEHIND EVERY JOB: ITS PROFIT, LIVE = profit and margin

Invoiced - Materials & costs - Labour - Subbies
what you've billed receipts, supplier invoices hours on the job x pay + super their invoices, once approved

The TradePal guide - tradepalapp.com.au 8



TradePal HOW IT ALL FITS TOGETHER

What each step does for you

The point of each part of TradePal, and what it sets up for the next one.

Client — Their details, sites and site contacts fill in every quote and job for them.
Pick a site and the job address is done.

Accepted quote — Becomes the job, and later the invoice's lines. A work order does the
same in one step.

Booking with a stage — Makes that stage the job's current stage. When the booking is marked
done, the stage ticks itself off and the next booked stage is up.

Couldn't finish — Puts the job back at the top of the Schedule's Jobs list in red, so it gets
booked again properly.

Clock on and off — Builds the timesheet with your pay rules. That's payroll, and the labour
cost in your reports.

Start and stop a task — Puts those hours on the job, so each job shows its own labour.

Receipt — Al reads it and puts it on the job by the address or job number on it.
Anything it can't place waits in Miscellaneous expenses.

Subbie invoice — Once you approve it, each line counts as labour on its job. Then you pay
it.

Invoice — Pulls from the accepted quote, a category or a stage, shows on that
stage, takes card payments, and copies to Xero.

Leave and allowances— Sick days, leave and meal or car allowances land in the timesheet, so
payroll has everything.

All of it — Adds up to each job's live profit, and the business totals in Reports.

THE IDEA

You only enter something once. The client typed on a quote is on the job, the booking, the invoice and in
Xero. The hours your crew clock are on their timesheet and in the job's profit.

The TradePal guide - tradepalapp.com.au 4



TradePal PART 1 - SET UP

PART 1

Set up in an afternoon

Do these once and TradePal fills in the rest for you on every quote, job, timesheet and
invoice. Tick them off as you go.

D Get the app 0.6

On the App Store and Google Play. Same account as the website.

Switching from another app? (optional)
Bring your clients, jobs, price list and quote templates across for free.

p-7

Your business details
Logo, ABN, contact details and bank account.

p-8

Your job stages
The steps your jobs go through, like rough-in and fit-off.

p-9

Your pay rules
Overtime, weekend and public holiday rates, plus meal allowance and leave.

p-9

o o O 0O

Invite your team

One link. They join from their phone and you approve them. Set hourly, wage or p.10
subcontractor.

O

D Your clients and their sites (optional)

p11
Saved details, location addresses and site contacts.

D Card payments and Xero (optional) 012

Let clients pay by card, and copy invoices and payments to Xero by themselves.

BEFORE YOU START

Have these handy before you start: your logo, ABN, bank details (BSB and account number), and your
team's names and email addresses.

The TradePal guide - tradepalapp.com.au 5



TradePal

START HERE

TradePal on
your phone

TradePal is on the App Store and
Google Play. It's the same
account on your phone, tablet
and computer, so start wherever
suits you.

Sign up on the website

At tradepalapp.com.au. Your free
trial and subscription are looked
after on the website, not in the
app.

Download TradePal
From the App Store on an iPhone,
or Google Play on Android.

Log in with the same email
and password

Everything you've set up is
already there.

Allow notifications

So you hear about bookings, time
approvals and sick days. Check it
with Settings > Notifications »
Send a test.

Your crew do the same

After they join with your invite
link (see p10). Staff never pay: it's
all on your subscription.

LOCK IT DOWN (OPTIONAL)

Turn on two-step login in Settings »
Security. After your password,
TradePal asks for a code from an
authenticator app. Keep the backup
codes somewhere safe.

The TradePal guide - tradepalapp.com.au

Dashboard

SUNDAY 11/10/2026

You haven't clocked in today

My own car

PART 1. SET UP

all F @

5 @

Overview
Last 30 days

Total Revenue

$31,680.00

() Jobs Completed

05

(© Total Working Hours

0 Hrs

T 161.82%



TradePal

Switching?
Bring your
data

Coming from Tradify, Fergus,
ServiceM8, simPRO, AroFlo or a
spreadsheet? Bring your clients,
jobs, price list and quote
templates across. It's free.

Settings > Move from another app

Pick your old app
TradePal shows you exactly what
to export from it.

e Export from your old app
Usually your customer list and
jobs, plus your price list and
quote templates (kits) if you can.

e Drop the files in
Spreadsheets (CSV or Excel),
PDFs, Word documents or even
photos of paperwork. TradePal
works out which file is which.

° Tap Read my files
Al reads PDFs and photos. It
takes a minute or so.

e Check it, then add it
Tap Add, Merge or Skip on each
row (or do a whole list at once).
Duplicates are skipped for you,
and View clash shows two
records side by side. Template
lines keep their categories. Undo
it within 7 days.

Rather we did it for you? Email
support@tradepalapp.com.au and
we'll move it across for free.

The TradePal guide - tradepalapp.com.au

PART 1. SET UP

- .I|I? @!

< Settings 2 Q@

< Allimports

Move from another app - Tradify

Bring your clients, jobs and price list across. Free, checked by
you before anything is added, and you can undo it for 7 days.

1. Export from Tradify

1. In Tradify, open Customers and export the list (CSV).

2. Open Jobs and export those too. Include completed
jobs if you want the history.

3. If you can, export your price list as well.

2. Drop the files here

Spreadsheets (CSV, Excel), PDFs, Word documents or
photos of paperwork, up to 20 MB each. We work out
which file is which.

T

J

Drag files here, or tap to choose

Cancel this import

Your files are kept privately for 30 days and then deleted. Only
your business can see them. PDFs and photos are read by Al,
which takes a minute or so.



TradePal

Your business
details

These print on every quote and
invoice, so get them right once.

Menu > Settings > Company

0 Upload your logo

Tap the circle at the top. A square
logo looks best.

e Add your business name,
email, phone and address
Clients see these on quotes and
invoices.

e Add your ABN (and ACN if you
have one)

° Add your bank details
Account name, BSB and account
number print on invoices so
clients can pay by bank transfer.

e Check your business
timezone, then Save Changes

Set for you from your phone. It's
used when a client accepts a
qguote or pays.

The TradePal guide - tradepalapp.com.au

PART 1 - SET UP

9:41 ull F @

Manage Your Company Profile

Upload Logo

Company Name

Northside Plumbing & Gas

Company Type

Business

Email

office@northsideplumbing.example

Phone

03 9000 4821

Address

14 Hope St, Brunswick VIC 3056

ABN (Australian Business Number)

ACN (Australian Company Number)



TradePal

STEPS 2 AND 3

Stages and pay rules

Job stages

Stages are the steps a job moves through. Each
booking on the Schedule is for a stage, and when
the booking is done, the stage ticks itself off on
the job.

Settings

Stages
Tap Add New Stage

Name it and pick a colour
The colour shows on the calendar, so your
crew can tell stages apart.

Put them in the order you work
Use the arrows, e.g. Underfloor, Rough-in,

Fit-off. Every job lists its stages in this order.

9:41 - all T -

All Stages (4)

Underfloor

@ Rough-in

@ Fitoft

@ senice

The TradePal guide - tradepalapp.com.au

PART 1. SET UP

Pay rules

Timesheets use these rules, with each person's
pay, to work out ordinary hours, overtime and pay.

Settings

Pay Rules

Pick your pay period
Weekly, fortnightly or monthly, and the day
it starts.

Choose how overtime works
Per day or per week.

Set the steps

For example: first 7.6 hours at 1x, next 2
hours at 1.5%, then 2x.

Set Saturday, Sunday and public holiday
rates

Meal allowance and leave (optional)

Switch them on here (see p.20), then tap
Save pay rules.

IMPORTANT

The starting rules are a guide only. Check them
against your award or agreement before you
save.



TradePal

STEP 4

Invite your
team

Your crew joins with one link. No
passwords to send, no forms to
fill in for them.

Menu > Staff > Staff Invite Link

Make a link and send it

Tap refresh to make your invite

link, copy it and send it by text,

email or your group chat. A new
link stops the old one working.

They tap it, then you approve
them

They make a login on their phone,

then wait in Staff under Waiting
to join your team until you tap
Approve. They're not billed until
then.

Set each person up

Open them in Staff: role (Staff,
Supervisor or co-owner), photo,
and how they're paid.

Hourly rate or Wage

Hourly: pay from the hours they
clock. Wage: a set weekly wage
counted at the end of each pay
week.

Subcontractor

Paid by their own invoices, not by

the hour. Their dashboard shows
Upload invoice instead of Clock
in (see p.24).

WHO SEES WHAT

Settings » Team access: whether
supervisors see money, and whether
staff see all jobs or only theirs.

The TradePal guide - tradepalapp.com.au

Staff

m KPIs & Attendance

Staff Invite Link

PART 1. SET UP

all F @

5 @

Live map

Share this link with your team. Anyone with this link
can create an account and join your business.

No link generated yet.

©

Dan Mercer
Owner

Ry N/A

B demo@tradepalapp.com.au

® N/A

()
A




TradePal PART 1 - SET UP

STEP 5 - OPTIONAL

Clients, sites and site contacts

Clients are saved the first time you quote or make a job for them. Add their sites and
contacts once and they fill in every job after that.

Settings > Clients

0 Tap a client On the job
Their info card opens: phone, email and
address with copy buttons, their sites, site When you make a job for that client, their sites
contacts and every job you've done for show as one-tap addresses and their contacts as
them. one-tap adds.

Every job can have its own site contacts too. On
the job's Overview your crew can call, text or
email them in one tap.

e Tap Edit to change anything
Or + New Client to add one.

e Add location addresses

Each site you work at for them, e.g. every SISl

store you maintain. Add gate codes or Builders with several supervisors? Add each one

parking notes. to the client. Then add the right one to each job
in a tap.

o Add site contacts

Supervisors, site managers or tenants, with
their mobile.

The TradePal guide - tradepalapp.com.au 1



TradePal PART 1 - SET UP

STEPS 6 AND 7 - OPTIONAL

Card payments and Xero

Get paid by card Connect Xero

Add a Pay now button to your invoices. Money Invoices you send and payments you record copy
goes straight to your bank through Stripe. across by themselves. No double entry.

Settings > Payments Settings > Accounting
0 Tap Set up with Stripe a Tap Connect Xero

e Follow Stripe's steps e Sign in to Xero and allow access
Your business details and the bank account
to pay into. e That's it
. Sent invoices appear in Xero within a
e Turniton minute. Payments you match in Xero come

Every invoice now has a Pay now link. back every 15 minutes and show as Paid.

OPTIONAL TIP

Not for you? Close the card payments box on
the Invoices page. It always stays in Settings »
Payments if you change your mind.

Invoice numbers stay in step: if someone makes
an invoice straight in Xero, TradePal's next
number carries on after it, so the two never
clash. Unlink Xero any time on the same page.
MYOB is coming soon.

941 - all T @

Invoices

Get paid by card
Add a Pay now button to your invoices. Clients
pay by card; money goes straight to your bank

Set up with Stripe
17.60

Example on a $1,000.00 inv nt pays
card fee), TradePal fe $5.00 (0.5%). Bank trans

=

9:41

Accounting
Connect Xero or MYOB. Invoices you send and payments you
record copy across by themselves - no double entry.

Xero
For businesses that use Xero.

MYOB
For MYOB Business / AccountRight (online file).

Owed to you Overdue

$8,360.00 $8,360.00

RO SRS
m Drafts 1 Awaiting payment 1 Overdue

Search invoice number, client or address y
Coming soon

The Corner Cafe $1,265.00
INV-0106 - due 19/10/2026

Draft How it works

1. You make and send invoices in TradePal, same as

Hollis Builders $8,360.00 now (drafts stay in TradePal).

INV-0105 - due 04/10/2026
2. Within a minute, the sent invoice appears in Xero /
MYOB with the same number, client and amounts.

Overdue

3. Payments you record in TradePal are copied across

Sarah & Ben Nguyen $3,905.00 too.

INV-0107 - due 18/10/2026
4. Payments you match in Xero / MYOB from your bank
feed come back into TradePal every 15 minutes, so

the invoice shows Paid

Paid

Sarah & Ben Nguyen $3,135.00
INV-0104 - due 11/10/2026

5. Voiding an invoice in TradePal voids it there too.
6.0nly invoices sent after you connect are copied, so
nothing gets doubled up.

Paid

The TradePal guide - tradepalapp.com.au 12



TradePal

PART 2

Quote it on sife

Build the quote before you leave the driveway. Your client
gets a link and accepts it online.

Menu

Quotes > New quote

Client

Pick a saved client or type a new one. Their email and phone fill
in.

Job

New job, or extras for a job you're already doing. Pick the
address from the suggestions.

Line items
Add from a Template or your Line item library (priced per metre,
per hour or each), or type an item.

Group them (optional)

Tap Add a category, e.g. Underground, First fix, Fit-off. Each
shows as a heading with its own subtotal, and you can bill one at
a time.

Price and details
Discount, GST (add it, already in your prices, or none), deposit,
valid-until date, payment terms and notes.

Tap Save & preview
Check it looks right.

SAVE TIME

Set up Templates (a whole job's worth of items, e.g. a full bathroom)
and a Line item library (pre-priced items) once. Most quotes then take
a couple of minutes. Got kits in your old app? Import them (see p.7).

The TradePal guide - tradepalapp.com.au

PART 2 - WIN THE WORK

- alF (—)-
2 Q

= < Quote

Edit quote Q-0047 Cancel

1. Client
Client or builder *

Greg Watson

, Saved client - business address 61 Station St, Fairfield VIC 3078
(shown on the quote)

Email
gregw@example.com
Phone

0421555774

2.Job

New job
A job is created when the client accepts

Extras for an existing job
Adds to that job's description instead

Job address *

61 Station St, Fairfield VIC 3078

Sava R nravies-

3.Line items
JER WAECIN [0 Add from library
Drain camera inspection

Description (optional)

Unitprice$  Amount

280 $280.00

High pressure jetting (per hour)

Description (optional)

Qty Unit price $ Amount

2 180 $360.00
+ Add a typed item
4. Price & details

Discount

o]

Add GST

() Deposit required

Notal

Sava R nravies-



TradePal

Send it, and the job makes
itself

o Tap Send to client
They get an email with a link to view the quote.

Watch the status
Draft, Viewed, then Accepted or Declined.

Your client taps Accept
They don't need an account.

The job is created for you

With the client, address and quoted work. It shows in Jobs as
NEW JOB, ready to book.

The top of the Quotes page totals what's awaiting a reply, sent and
accepted, for this month, 90 days, the financial year or all time. The
dashboard shows it too, with your win rate.

Set your T&Cs (typed, or a PDF attached to every quote) and your
email message once, in Quotes » Terms, T&Cs & email message.

9:41 - all T @
QUOteS
2 awaiting reply - $5,009.40

Templates
Saved sets of items

@

Line item library
Pre-priced items

o-  Terms & expiry
T Printed on every quote

m Drafts 1 Awaiting reply 2 Accepted 2

Search quote number, client or address

Greg Watson $704.00
61 Station St, Fairfield VIC 3078

Draft

Kerrigan Homes $31,680.00
120 High St, Thombury VIC 307

Accepted

Mark Daley $3,206.50

9 Gilbert Rd, Reservoir VIC 3073

Viewed

Lucy Fernandez $1,802.90
3/14 Union St, Northcote VIC 3070

Viewed

Sarah & Ben Nguyen $12,100.00
27 Moreland Rd, Coburg VIC 3058

Accepted

The TradePal guide - tradepalapp.com.au
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< Quote

Q-0047 ot

Greg Watson - 61 Station St, Fairfield VIC 3078
$704.00

</ Send to client 2 Edit &, PDF

(© Duplicate o}

Northside Plumbing & Gas
ABN 12 345 678 901
039000 4821
office@northsideplumbing.example
14 Hope St, Brunswick VIC 3056

QUOTE

Quote no. Q-0047
Date 08/10/2026
Valid until 07/11/2026
Prepared by Dan Mercer

QUOTE FOR

Greg Watson
0421555 774
greg.w@example.com

JOB ADDRESS
61 Station St, Fairfield VIC 3078

- -

(© Quote accepted - thank you, Sarah & Ben Nguyen!
Northside Plumbing & Gas has been notified and will be in
touch to book in the work. Accepted 08/09/2026.

& Download PDF

Northside Plumbing & Gas
ABN 12345 678 901
039000 4821
office@northsideplumbing.example
14 Hope St, Brunswick VIC 3056

QUOTE

Quote no. Q-0041
Date 08/09/2026
Valid until 08/10/2026
Prepared by Dan Mercer

QUOTE FOR

Sarah & Ben Nguyen
0412 555 018
sarah.nguyen@example.com

JOB ADDRESS
27 Moreland Rd, Coburg VIC 3058

Underfloor drainage and water - bathroom  $2,850.00
and laundry

Rough-in hot and cold, relocate toilet $3,400.00

Gas continuous flow HWS - 26L supply and  $2,350.00
install
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TradePal

ORDERED TO DO THE WORK?

Ajob trom a work order

Builders, strata and property managers send work orders and purchase orders. Don't

retype them: TradePal reads them for you.

Menu > Jobs > From work order

Choose the work order
A PDF or a photo of it.

TradePal reads it

Under a minute: the client, site address,
scope of work, due date, site contacts and
any prices or approved amount.

Check the details

Change anything that's not right. Pick a
saved client if it's one you already have.

Tap Make the job and quote

The TradePal guide - tradepalapp.com.au

PART 2 - WIN THE WORK

What you get

The job
With the work order number and scope in the

description, and the site contacts ready to call.

The work order on the job
Saved in the job's Notes, so the crew can open
the original.

An accepted quote

With the order's prices. It's already approved work,

so it's accepted, and the invoice pulls its lines
when the job's done.



TradePal PART 3 - RUN THE JOB

PART 3

Everything about the job, in one place

Open any job from Jobs. The tabs along the top hold everything your team needs.

Overview

Job title (optional), client,
address, booked dates, crew
and site contacts to call or text.
Tap Get directions to open
maps.

Plans

Upload drawings so everyone
works from the latest plan
(optional).

Costs

Receipts and materials, and the
job's live profit.

2 @

Search client, address, ref or phone

The Corner Cafe Complete

D Acd plans
200 Sydney Rd, Brunswick VIC 3056
° All Complete

03 9000 7710 @

Kerrigan Homes Pending

CEEED Acd plans

120 High St, Thornbury VIC 3071

039000 1188 @

Greg Watson Pending

DD oo pins

61 Station St, Fairfield VIC 3078

The TradePal guide - tradepalapp.com.au

Bookings

Every booking: when, which
stage, who was on it, their
hours and the note. Book this
job opens the Schedule with it
picked.

Stages

All the job's stages. They tick
off as bookings are done.
Invoice a stage from here, and
see the invoice sent for it.

Wl T @

> @

5 INV-0105 $8,360.00 Overdue

Overview Notes Plans Stages Lal
Job Stages (3)

+ Add Stage

Underfloor

° Completed  Unmark

. Rough-in  InProgress (VLIS

Setas Current

O Fit-off  Pending

Jobs list - Stages - Adding a note

Notes

Gate codes, what the client
asked for, photos and files.

Labour

Time on the job from Start /
Stop in My Tasks. Add or fix it
here.

Wl T -

Add New Note °

Note Title

Site access

Details
Gate code 4821. Builder wants the gas meter on

the left side of the slab. Bring the long ladder for
the second storey.

Click or drag files to upload

16



TradePal

PART 3 - RUN THE JOB

What ajob's sialus means

Every job in Jobs has a status. TradePal sets it as the job moves along, so you can see

where everything is at a glance.

Pending
Not booked in yet.

Incomplete

Couldn't be finished (My Tasks or the Schedule). It
goes to the top of the Schedule's Jobs list, flagged
urgent, ready to book again.

NEW JOB

The orange label on a job nobody has opened or
booked vet, such as one made when a client
accepts a quote. It goes once you open or book it.

FIND IT FAST

In Jobs, search by job number, title, client or address, filter by status (Active hides finished jobs) and sort by

newest, oldest, client, current stage or status.

JOB TITLES

Give a job a short title when you make it, e.g. Kitchen reno. It shows next to the job number, on the Schedule

and on your crew's My Tasks.

The TradePal guide - tradepalapp.com.au

In Progress

Booked on the Schedule or has staff on it, even if
the booking is weeks away. Finishing one booked
stage keeps it In Progress while more is booked.

Completed

Set to Completed in My Tasks with nothing else
booked. Each booking also completes its stage on
the job by itself.

Add job info

Shows until the job has a stage, plan, note or photo.
Plans are optional: any one of these clears it.
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TradePal

Book the crew

The Schedule is your whole team's week. Book once and
everyone sees it on their phone. View it by Day, 2 days, 3
days, Mon-Fri, Week or Month.

Menu > Schedule

Tap a job to book it

In the Jobs panel, tap the job to pick the days and times, or tap
Book this job on the job itself. On a computer you can also drag
it onto the calendar: it's booked from the start of your visible
hours to 4pm.

Pick the stage and crew
Tap the booking. Each person shows whether they're free, busy
or on leave that day.

Need a closer look first?
Tap (i) on a job for its address, description and site contacts.

Change it any time
Drag a booking to move it, or stretch it. A booking over several
days shows as one block a day.

Book every stage
Each stage can have its own booking. As each is done, the next
one shows as the job's stage in Jobs.

URGENT

Red jobs at the top of the Jobs panel couldn't be finished. Book them
again first.

TIP

Record sick days and leave in the Leave tab. They show on the
calendar, so nobody gets booked by mistake.
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= Schedule

ig] < Today > BEVA Week  Month

Sunday 11/10/2026

= Schedule

#IWSNAIMFFVT
SERVICE

Kerrigan Homes

s @

o

2 Q

@ View job

120 High St, Thorbury VIC 3071
@® SCHEDULE
11/10/2026
07:00:00 — 16:00:00
CREW FOR THIS BOOKING
Dan Mercer X Jake Turner | x

Done

Mia Russo
1 other jol

T
Fr

Liam O'Brien
1 other job that day

MARK TODAY

 Complete

NOTE

+Add

+Book this job again (next stage)
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Your crew's day

Staff open TradePal on their phone and everything they
need is in My Tasks.

Clock on

On the Dashboard, pick the vehicle and tap Clock in. Pause for a
break or time away, then Resume. Location is shared only while
clocked on.

Open My Tasks
Today's and tomorrow's jobs, with the address, documents, site
contacts and who they're working with.

Start the task

Tap Start Task when they arrive. Leaving site for a bit? Pause,
then Resume. Those hours go on the job.

Snap receipts
The purple receipt button next to Clock in (see p.23).

Mark it
Completed: the stage ticks off on the job. Couldn't finish: it goes
back to the office to book again.

Clock off

Hours go straight onto their timesheet, worked out with your pay
rules. More work tonight? Clock on again: it's a second shift that
day.

TIMESHEETS

Forgot to clock on, or to start a task? Add or fix it in Timesheet (shifts
and job time). Staff changes wait in Time approvals until an owner or
supervisor approves them, and you can adjust them first. Nothing
counts until it's approved.

PAYROLL

Off sick? Staff tap Sick day in Timesheet and attach a certificate (see
p.20). Export all staff to CSV or PDF for payroll from Timesheet >
Export.
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9:41 - Wl T -
2 @

= My Tasks

Today Sun 11/10 Tomorrow Mon

T Jake Turner
Staff

Kerrigan Homes
120 High St, Thornbury VIC 3071

JT With Jake

B © > Start Task
n

n Progress v +Note

- al T -
2 Q

= Dashboard

UNDAY 11/10/2026
You haven't clocked in today

Overview

Last 30 days R

® Total Revenue 1 161.82%

$31,680.00

@  Jobs Completed

0/

@® Total Working Hours

0 rirs
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OPTIONAL

Leave, sick days and allowances

Track leave balances, approve sick days with a certificate and pay meal allowances, all
inside the timesheet, so payroll has everything in one place.

Switch it on

Settings > Pay Rules

Meal allowance
The amount, and how many hours someone
works in a day before it's paid.

Leave

Annual and sick hours earned for each
finished pay week, the length of a standard
day, and leave loading %.

Set each person's balances

Staff > open them > Leave > Set balances, as
of today. Untick Earns leave each pay week
for casuals.

Sick days

Staff tap Sick day in Timesheet

Pick the dates (or part of a day), attach a
photo or PDF of the certificate and send it.

You approve it

It waits at the top of Timesheet with a link
to the certificate: Approve, Approve unpaid,
or Don't approve with a reason.
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Other leave

Tap Add leave in Timesheet, or use the Leave tab

on the Schedule. Choose paid or unpaid, the

hours, and attach a certificate if there is one. Leave
shows on the calendar, so nobody gets booked by

mistake.

What you see

Timesheet

A Leave list for the pay period, plus Leave and
Allowances (car and meal) totals. Total pay
includes leave, and the CSV and PDF exports
include it all.

Staff > Leave

Annual, sick and loading balances in hours, days
and dollars, with their leave history.

Your crew

See their own pay and leave balances in their
profile.

STARTING OUT

Leave recorded before you switch this on isn't
counted, so set everyone's balances from your
payroll figures on the day you start.
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Safety
paperwork,
sorted

SWMS, JSAs, Take 5s, toolbox
talks and incident reports, made
from the job and signed on your
crew's phones.

Menu > Safety

o Tap + on the form you need
Pick the job. The client, address
and crew fill in for you.

e Fillin the job details, then add
the steps
Choose ready-made tasks, or tap
Draft with Al: it fills in the steps,
controls, PPE, permits and
licences. Check it all suits your
site.

e Tap Finalise

Your team can now read and sign
it in the TradePal app.

° Your crew sign on their phone
You can see who has signed. Tap
PDF any time to download or
print it.

e Next job the same?

Tap Make a copy instead of
starting again.

Toolbox talk: type the topic and tap
Write the talk with Al. Staff do their
Take 5 on their phone, and can report
an incident straight away.
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- -
> O

< Safety

SWMS, JSAs, Take 5s, toolbox talks and incident reports. Your
team reads and signs them in the TradePal app.

SWMS +

Needed before any high risk
construction work (falls over
2 m, trenches over 1.5 m,...

Take 5 +

A quick check before
starting work each day. Staff
fill it in on their phone.

Incident +

Record an injury, damage or
near miss straight away.
Staff can report from their...

o SWMS JSA

Incident

JSA o

Steps, hazards and controls
for a job that isn't high risk
construction work.

Toolbox talk +

What was discussed at a
safety meeting, and who
was there.

Take 5 Toolbox talk

Nothing here yet. Start a SWMS or JSA above - it
fills itself in from the job.
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The day at a
glance

See every job from one day on a
single page: who was there,
whether it got done, how long it
took, and the notes and photos
they added.

Menu > Schedule > Daily Summary

o Open the Daily Summary
It opens on today. Use the arrows
or the date box to look back at
any day.

e Check each job
The staff on it and its status for
the day: Done, Not finished or
Not marked yet.

e See the time

Each person's start and finish
times and hours, plus the job's
total.

° Read the notes and photos

Only the ones added that day.
Tap a photo to see it full size.

e Tap Print

A clean A4 page for your day
records. Choose Save as PDF to
keep a digital copy.

Checking the Daily Summary each
afternoon saves opening every job
one by one, and it's a record if a
client ever asks what happened on
site.
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Daily Summary
Wednesday 14/10/2026

< 14/10/2026 O

aD -

Done

20f3

Hours worked Naotes - photos

19h 15m 2-0

Hollis Builders

5 Albert St, Preston VIC 3072
Booked 7:00am-3:30pm - Rough-in - Job: In Progress

Done

2 Tom Nguyen, Liam O'Brien

(© 14h total- 7h average each

Tom Nguyen 7:05am-3:20pm
Liam QO'Brien 7:30am-2:15pm

Rough-in done

Kitchen and bathroom rough-in finished. Pressure tested
OK.

Priva Raman X4C
8 Lygon St, Brunswick East VIC 3057
Booked 7:30am-11:00am - Service - Job: In Progress

Not finished

2 Mia Russo (™ 3h 20m total

Mia Russo 7:40am-11:00am 3h 20m
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PART 4

Receipts and expenses

PART 4 - MONEY IN AND OUT

Every receipt lands on the right job, so each job's profit is real. Anyone in the team can add

one.

Snap it

Tap the purple receipt button
On the Dashboard, next to Clock in.

Take a photo or choose the file

A receipt or a supplier invoice (photo or
PDF).

Pick the job, or leave it

Leave it and TradePal works out the job
from the delivery address or job number on
it.

Al reads it
Supplier, date, invoice number, total, GST
and what it was for.

HABIT

Where it goes

On the job

Job » Costs, counted in the job's profit. Matched
ones say how they were matched, so you can
check them.

Miscellaneous expenses
Anything TradePal can't place, like fuel or shop

supplies. Find it in Reports. Put each on a job, or
keep it as a general business expense.

Settings > Costs

Every receipt for the financial year by category
and supplier, ready to download for your
accountant.

Snap receipts on site, before they fade in the ute. Staff never see amounts: you check them in Costs.

The TradePal guide - tradepalapp.com.au
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SUBCONTRACTORS

Subbies' invoices

Subbies send you their invoices inside TradePal, and each line lands on its job as labour
once you approve it.

Set them up

Add them to TradePal
With your invite link, like any staff member.

Set their pay to Subcontractor
Staff > open them > Edit > Pay.

Put them on the job
They can only bill jobs they're booked on.

What the subbie does

Upload invoice or New invoice

On their dashboard, instead of Clock in.
Upload reads a paper or PDF invoice into
lines. New invoice is a blank one to fill in.

One line per day of work
Date, job, what for and the amount. GST is
added if they're registered.

Send to the office
Past invoices stay in My invoices to view,
print or save as PDF.
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What you do

Invoices > Subbie invoices

Check it
Move any line that's on the wrong job, or
Send back with a note to fix.

Approve

Each line now counts as labour on its job, in

the job's profit.

Pay it, then Mark as paid

The subbie is told when it's approved and
when it's paid.

WEEKLY

Approve them weekly so job profit stays
accurate. Lines only count once approved, so
your numbers are always right.
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Invoice and get paid

Invoice straight from the job. There's nothing to retype.

0 Open the job and tap Create invoice
Tick what you're billing: the whole quote, a category, or extra
items, and pick the job stage it's for. Or tap Invoice on the stage
in Job > Stages.

Not from a job?
Invoices > New invoice. Type the job address or job number to
link the job, and the client and address fill in.

Check it and tap Send
Your client gets the invoice by email with a Pay now link if card
payments are on.

Get paid

Card payments mark the invoice Paid by themselves. Bank
transfers: record the payment, or let Xero match it.

Keep an eye on what's owed

Invoices shows Owed to you and Overdue at the top, with Draft,
Awaiting payment, Overdue and Paid filters.

CASH FLOW

Billing big jobs by stage keeps cash coming in. Invoice each stage as
soon as its booking is done. Each stage on the job shows the invoice
sent for it, so nothing gets missed.
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9:41 - Wl T -
Invoices

Get paid by card
Add a Pay now button to your invoices. Clients
pay by card; money goes straight to your bank.

Set up with Stripe

Example on a $1,000.00 invoice: client pays $1,017.60 (incl. $1760
card fee), TradePal fee $5.00 (0.5%). Bank transfer stays free.

=

Owed to you Overdue

$8,360.00 $8,360.00

0 SR

m Drafts 1 Awaiting payment 1 Overdue

Search invoice number, client or address

The Corner Cafe $1,265.00
INV-0106 - due 19/10/2026

Draft

Hollis Builders $8,360.00
INV-0105 - due 04/10/2026

Overdue

Sarah & Ben Nguyen $3,905.00
INV-0107 - due 18/10/2026

Paid

Sarah & Ben Nguyen $3135.00
INV-0104 - due 11/10/2026

© Paidin full - thank you!

Northside Plumbing & Gas
ABN 12 345 678 901
039000 4821
office@northsideplumbing.example
© 14 Hope St, Brunswick VIC 3056

TAX INVOICE

Invoice no. INV-0107

Date 04/10/2026

Due 18/10/2026
Reference Stage 2 - Rough-in

BILLTO

Sarah & Ben Nguyen
0412 555 018
ssarah.nguyen@example.com

JOB ADDRESS
27 Moreland Rd, Coburg VIC 3058

Rough-in hot and cold, relocate toilet $3,400.00

Gas continuous flow HWS - 26L $2,350.00

Less 20% deposit -$2,200.00
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Know what
every job made

Each job's Costs tab shows the
money in and the money out,
while the job is still on.

Invoiced Materials
What you've and costs
billed. Receipts and
supplier
invoices.
Labour Profit
Hours on the What's left,
job x pay (plus and the
super), and margin.
approved
subbie
invoices.

0 Snap receipts as you go
They land on the job (see p.23).

e Approve subbie invoices
Their lines join the job's labour.

e Check the profit before the
final invoice
Spot a blown budget while you
can still do something about it.

a Look at Reports each month

Income, costs, profit, cash
received, what's owed and your
quote win rate for the business.
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2

Job profit All amounts ex GST

Invoiced Materials & costs

$6,400.00 $4,896.90

Quoted $11,000.00

Labour Profit

$0.00 $1,503.10

0 hincl.12% super 23.5% margin

WHERE THE MONEY WENT
Materials G $4,756.90
Equipment hire 4 $140.00

Add materials & other costs
Upload invoices and receipts, then enter the amounts.

[ Upload + Manual

B Bunnings Materials $95.04
04/10/2026 - Sundries $86.40 ex GST

Kennards Hire Ecuipment hire $154.00
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The TradePal routine

The businesses that get the most out of TradePal keep to a simple rhythm.

Every day

The TradePal guide - tradepalapp.com.au

Crew clock on, do their
Take 5 and work from
My Tasks.

Snap receipts on site.

Leave notes and photos
on the job, not in texts.

Mark each booking
done (or couldn't finish).

Check the Daily
Summary, then
tomorrow's Schedule.
Book any red jobs first.

Need a hand?

Every week

Quote new work within
a day of the site visit.

Follow up quotes that
are Viewed but not
accepted.

Invoice every finished
stage.

Chase anything
Overdue.

Approve time changes,
sick days and subbie
invoices, then pay
subbies.

Check timesheets and

export them for payroll.

THE ROUTINE

Every month

e Check Reports and
each job's profit.

e (Clear Miscellaneous
expenses: put each on a
job or keep it general.

e Update your Line item
library with new prices.

e Make sure everyone's
pay is current.

Chat with us on tradepalapp.com.au or email support@tradepalapp.com.au. A real

person is always one tap away. Switching from another app? We'll move your data across
for free.
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