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ServicePocket

User manual for shop owners

Your service business. In your pocket.

Getting started

Your services, products and prices
Customers, units and places

Jobs, scheduling and the calendar

Quotes

Onthe job: the work order

Finishing and service reports

Money: payments, receipts and statements

Follow-ups, service plans and texts

. Reportsandinsights

Working as ateam

. Yourdataand backups
. Plansand prices
. Settings, and when something goes wrong

. Words usedinthe app

servicepocket.app
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1. Getting started

Setupyourshopinthree short steps, then find your way around Home, the tabs,
Search andHelp.

Your first time in the app
ServicePocket keeps your customers, jobs and

<

money on your phone, locked with encryption. You &

Run your service business

nee d no account to start. from your pocket What brings you to ServicePocket?

If the app first asks What brings you to
ServicePocket?, tap Irun a service business. You

can switch later from More.

& Noac
save

Then tap Start setup on Home, and Set up my
shop. Setup has three short steps, and you can skip
any of them and change everything later.

o Three short e Taplruna
( Openthe app ) —P' Start setup l steps, and service

what stayson business.

—>( Shop details ) —> your phone.
—P( What you offer ) —

P ] ~

Business types —p Finish setup now i
\ 7

Note: Once aday, whenyou are online, the app tells us your shop's area, business

types, app version and how many jobs and quotes you made. It never sends your
customers, prices, photos or notes. Tap What exactly is sent on the setup screento
seeitall.

Moving from another phone? On Home, tap Restore from abackup instead of settingup a
new shop. If you were invited to a team, tap Join with aninvite code.
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Step 1: Shop details

1 Type your Shop hame and Phone. Both are needed, because e e,
your customers reach you on that number.

Shop name

Add your Email if you like.

Phone

3 TapLogotoputyourlogoonyourquotesandreports. A

Email (optional)

square picture works best.
4 UnderWhere is your shop?, check the country. It sets your
money, address format, phone numbers and public holidays.
5 AddyourShop address: street, barangay, city or municipality

Peso (P)-Philippine holidays

and province. Itis optional.

Shop address
Optional. Street, barangay, cit

6 Tap Next: business types.

Note: The country is fixed once your shop has quotes orjobs,so  Steplyourshop's
name, phone and

check it now. a5

Step 2: Business types
Pick every kind of work your shop does, such as Aircon service and

Appliance repair. The app suggests services and supplies foreach O S i

General handyman
Smallrepairs a

one.

@) Water pumps and motors
Pump repair, installation, pressure tanks and wells

1 Tickeachbusiness type that fits. Type in the search box, for
example "plumber”, to find one fast. m

2 Ifyoupicked more than one, choose the Mainbusiness type.
It sets the defaults fornew jobs.

3 Tap Next: what you offer, or Finish setup now to skip the
suggestions. p—

Next: what you offer

Finish setup now

Note: Some work may need alicence, permit oraccreditation

where you work. ServicePocket does not check it. Step 2:tick your
businesstypes.

Step 3: What you offer
The app shows suggested services foryour business types. Nothing is added until you
tick it, and the prices are yours to set.
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1 Tickthe servicesyou offer, ortap Pickall.

2 Tapaservicetochangeitsname, price orchoices before
adding it, then tap Save and pick. Prices can wait: leave one b G
empty and it says Price later.

3 Missing something? Tap Add your own service.

Tap Continue, then do the same for materials and supplies,
products, packages, and types and brands. 0 -

5 Tap Add my picks and finish.

_J split-type - Window-type  5-stej

Airconrelocation

D Split-type - Window-type - 4-stey
Some services come with a checklist and theirusual materials. 9 e b RN

They are added with the service, and you can change them laterin

Prices can wait. Next: materials and products

your catalog.
Step 3:tick the
servicesyou offer.

Home and the tabs
Home shows yourday at a glance. At the top are today's date, your

Wed, T1Nov Q

shop's name and how many jobs you have today. Sample Aircon & Home Services

4 o todsy - ainprogress

¢ Needs attention: small buttons for what needs you, such as

Backupoverdue  12payments  3texts

jobs past theirtime, payments, texts, follow-ups and quotes
waiting. Tap one tojump toit.

AC not cooling, inspection

e Today: today'sjobs,intime order. Ajob still in progress from Gl osscne s,

Engine bay cleaning

an earlier day says Stillin progress.

City
stillin progress

e Comingup: onaday withnojobs, your next few jobs. . rpcmnoon
¢ Waiting for payment and Waiting on customer: finished jobs

Rey Bautista - Banay-Banay, Cabu
stillin progress

+ Newjob
@

not fully paid, and quotes waiting foran answer.
e Good todo: reminders such as making a backup, with Not

now to put one off. Home:Needs
attention, thentoday's
Tap New job at the bottom to add a job from Home. jobs.

Four tabs sit at the bottom of the screen.

e Home: yourday.

e Jobs: every openjob, finished and cancelled jobs, and the calendar.

e Customers: the people youwork for, with theirunits and places.

e More: yourcatalog, settings, follow-ups, texts to send, reports and help.
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Every screen above the tabs has around Home button at the top right. It takes you straight
back toHome. If you typed something not saved yet, the app asks first, so nothing is lost
by mistake.

Make it yours
After setup, Home shows a Make it yours card. It is a short list of

Wed, 11Nov Q aQ

things that make the app feel like your own shop. Sample Alrcon & Home Services

Yo

e Addyourlogo.
e Setyourworking hours and days off.

)

I'll do this myself

e Putpricesonyourservices.
e Show your GCash orMaya number on quotes, and add your

Your first job in three steps

QR picture.

2 Createajobandsendaquote

e Addalink toyourreview page.

3 Finishthe job and share the report
Thenrecord the payment

e Look at the texts the app prepares.
e Make yourfirst backup.

1 Tap Setitup onthe card to go straight to the nextitem. Make ityours: one

2 Tap See all to see the whole list. thingatatime.

Eachone ticksitself whenitis done. Tap I'll do this myself to hide
the card for good; the list staysin More, underHelp.

Pro: Picking a document colour, yourterms and the customer's signature is part of
Pro, and soisinviting a helper.

Search
Tap the magnifier at the top of Home or More to open Search. Type what you wantinyour

ownwords, such as "deposit”, "logo" ora customer's name.
Search shows:

e Dothis: actions, such as Add a customer or Back up my data now. Tap one togo
there.

e Settings and features: every setting, with where it lives.

e Help:the How dol... guides.

e Customers, Units and places, Jobs and Quotes: yourrecords, by name, phone, J- or
Q-number, serial or plate.
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Jobs and Customers have theirown search box. When it finds

<  Search A

nothing, tap Search everywhere for yourwords tolook in Search

instead.

Ask foradeposit ona quote
Opens rlatest draft quote, or hel

Help

Ask fora deposit
@ Q ind customers

Quotes a

Searchfinds actions,
settings, helpand
records.

Help
Short guides answerthe common questions, such as how to make a

quote orrecord a payment. They are in the app, so they work with
no signal.

¢ Makeandsendaquote
Howdol.
Steps
o Open the job and tap Make a quote.

Add services from your catalog, or add a
customline

Tap Preview the quote to see the PDF your
customer gets.

1 OpenMore andtap Howdol... underHelp. © 1t i
2 Pickaguide, ortypeinSearchhelp. —

3 Read the steps and What you will see. e
4

Tap Take me there to go straight to the right screen.

Busy screens, such as a quote, the work order and a customer, have
a?atthe top. Tap it for the guide about that screen.

Tip: Help also has Full user manual, which opens this manual as a
PDF. A guide, with Take me
there.
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2. Your services, products and prices

Your catalog holds everythingyou selland use, at your own prices, so a quote takes
afew taps.

What goes inyour catalog
Open More, then Catalog. Everything you offeris here, grouped by
category. There are four kinds of item:

e Service: work youdo, like aircon cleaning or arepair visit.
e Product or part: something the customerkeeps, like a

PB00-2,500

capacitororaremote.
e Material or supply: used up on the job, like refrigerant or
cleaning solution. You charge it, orkeep it as your own cost.
e Package: several items sold togetherat one price.

Use the chips at the top, Services, Products, Materials and vy
Packages, to show one kind. The search box finds anitem by name,
code orbrand. Your catalog, grouped
Quotes take their prices from your catalog. Changing a price by category.

changes new quotes and jobs only; lines already on a quote never
change.

Tip: Items with no price show No price. On Home, the Make it yours item Put prices on
your services opens alist of only those, so you can price them one by one.

Add anitem
1 InCatalog, tap Add to catalog.
2 Pickwhatyou are adding: Service, Product or part, Material or supply or Package.
3 Typethe Name, and pick a Category if you like.
4 CheckPriced per. Services start perservice, products and materials per piece.
5 Typethe Price the customerpays. Add Your cost too, if you know it: only you see it,

and it shows you your margin.
6 Tap Save.

Fora product ormaterial you can also pick a Brand. Under What the customer sees, add a
short description; it shows underthe name on quotes and reports. Under More details you
canaddup to 3 photos and acode, such as ACC-01. Photos are never on quotes.
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Foramaterial, choose under Charging the customer:

e Charge the customer: it goes onthe quote atits price.
e My cost only: never charged or shown to the customer. It counts toward your job
cost, soyourmarginis right.

You can still switch thisoneachjob line.

Note: Once anitemisused onajob,itskindis fixed. To change it, archive it and add a
new one.

To see how a price changed over time, tap Price history on the item.

Name Priced per
Litre
Aircon repair

Category Charging the customer
Repair and installation |

(O Charge the customer
Priced per

Service
(® Mycostonly
Never charged or shownto
c y

Price

Your cost perlitre (optional)

1500 213.50

What are you adding?
\ e this

You can change this untilitis used on ajob. Youcans:
+ Addachoice

Service
Work you do, like cleaning or a repair visit Usedin

What the customer sees

Shown under the service name on quotes and reports Deep clean package
?I‘Ddlrlc‘ or part ) Description (optional) x0.5- price changes here don't change the
Something the customer keeps, like a package price
capacitor or aremote.

Track stock

Goes downwhen yourecorditonajol

Material or supply
Used up onthe job. Chargeit, orkeepitas

your own cos
Onaquote

Aircon repair - 1service - P1,500.00 More details
Package
Severalitems sold together at one price Photos, code and description

aneel “ “

o Pick whatyouare o Aservice withits e Amaterial: charge
adding. price andyour it,orkeepitas
cost. your cost.

Choices with their own prices
Many services cost more forbiggerwork, suchasal.0 HP and a2.0 HP aircon, ora sedan

and an SUV. Give the item choices, each withits own price.

Opentheitem.

Inits Price card, tap Add a choice.
Type the Choice name, such as "Split type, 1.5 HP", and its price, such as #1,500.00.
Add your cost foreach choice if you know it.

a A NN -

Tap Save.

When you add the item to a quote, the app asks which choice fits. Achoice can have its
own photo and code too. No choices needed after all? Remove them all and set one
price.
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Packages
Apackage sells several items together at one price, such as "Aircon
cleaning and freon top-up".

1 Tap Addto catalog, then Package.
Type the name.

3 UnderWhat'sinside, tap Add from catalog and pick the
items. Sethow many of each goinone package.

4 Tapthe eyeonanitem toshow orhideit onthe quote.
Materials start hidden.
Type the Package price.
Tap Save.

The app shows what the shown items cost bought separately, what
the customer saves, and your profit at this price. Switch on Show
the saving on quotes to print "Separately #2,800.00, you save
£300.00". Apackage cannot hold another package.

Checklists and usual materials for a service

Choices and prices

@ | Split-type
.1 P1.000.00-nocosty

+ Wind
@ £800

& | Ceilingcassette
-} P2500.00 nocostyet

+ Addachoice

No choices? Remove them all and set one price

What the customer sees
Sho \ame

Checklist

steps

Choices, eachwithits
own price.

Aircon cleaning,

Split-type

+ Addfromcatalog

Package price

Price (optional

@ Yourcost: P682.75 so far. Aircon
cleaning, Split-type has no costyet, so
the profitis not known.

Apackage:what's
inside, its price and the
saving.

Aservice can bring its own checklist and usual materials to every job. Forexample, aircon

cleaning can bring the steps you always do, and a sachet of cleaning solution.
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( Your service ) amd Addedtoaquote [ammg

nd Workorder

Unit cooled before cleaning
Yes /No/N/A-require

Filters washed
Tick - required

Coil and fins cleaned
Tick- required

Drain line clear

. 1
Addedtoaquote —»; Chargedusual materials 1
\ 7

Unit cools after cleaning
—————————————————— Yes/No/N/Arequired

Arealeftdry and clean
Tick

— ( On the quote too ) Change the checklist

[ —————

—> ( Itsusual materials asitemsused )

Aservice'schecklist

o andusual materials.
1 Openthe service inyourcatalog.

Under Checklist, tap Add a checklist.
Tap Add astep, typeit, and pick the answer: Tick, Yes / No / N/A, Short text or
Number.

4 SwitchonRequired for steps that must be answered. Ajob can still be finished
without one; the missing step is flagged.
Tap Save.
Back on the service, under Usual materials, tap Add a material to and the service's
name, then pick what one service uses, and how much.

7 Tap Save.

Usual materials that are charged also go on the quote. Ones that are your cost only stay
off the quote and countinyour costs. Jobs already started keep the steps and items they
started with.

Tip: Tap Copy steps from another checklist to start from alist you already have.

Count your stock
For products and materials you can let the app count your stock. It never blocks a quote or
ajob.

—P( Start counting ) —P( Stockreceived ) —P( Usedonajob )

—P( Count stock )
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Opentheitem and switch on Track stock.
Type How many do you have now?, then tap Start counting.
Set Warn me at to see Low stock when you run low.

P NN =

When new stock comesin, tap Received and type how many
and the cost each.
5 Now and then, tap Count stock and type what you really have.

When a job that used the itemis finished, the count goes down by
what you recorded onits work order. If ajob used more than the
app had, the item shows Count needed until you countit. Foran
item with choices, each choice is counted onits own.

Tap Stock history to see every entry. Entries cannot be edited: to
fix one, tap it and choose Undo this entry.

Suggestions for your business types
Your business types come with suggested services, materials,
products and packages. You can add more of them at any time.

1 InCatalog, tap Browse suggestions.

2 Tickwhatyou offer. ltems already in your catalog say Already
added.

3 Tap Add with the number of picks.

A New suggestions card shows when new ones arrive foryour
business types. Things you archived or deleted are kept apart
under Removed earlier, so nothing comes back by itself; tap Add
again to bring one back.

To change yourbusiness types, open More, Settings, then Business
types. When you add one, the app offers its suggestions afteryou
save. Whenyouremove one, it asks whetherto keep orarchive the

items that came from it.

Group and tidy your catalog

Tap the menu at the top of Catalog for these:

Stock on hand, with
Receivedand Count
stock.

Suggestionsforyour
businesstypes, ready
totick.

e Categories: add, rename, reorder or archive the groups in your catalog.
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e Typesand brands: the lists used onitems and on customer

units, such as aircon and appliance types, brands and vehicle
makes.

¢ Units: the standard units, and your own, such as "bottle" and
"bottles".

e Archived: items, choices and packages you archived.

To stop offering anitem, openit, tap the menu and choose Archive.

Itis hidden from yourlists, but kept on pastjobs, quotes and
reports. Bring it back from Archived with Unarchive.

Delete removes anitem for good, but only one that was never used
onajob, aquote orapackage.

Pro: In Pro Team, a service also has Who cando it: the people

who doit, how many are needed, and any licence it needs. The
app usesittosuggest who to send.

ServicePocket user manual - 12

Categories, typesand
brands, unitsand
archiveditems.



3. Customers, units and places

Keep each customer's phone, addresses and the things you service for themin one
place, with theirwhole job history.

Your customers
Tap the Customers tab to see everyone you work for, from Ato Z.

Customers
30 customers

Eachrow shows the customer's next orlast job.
Type aname, phone number oraddress in the search box to find

Aileen Mendoza

one fast. s

AnaPascual
09175550002 - Marikina Heights, Marikina City
Scheduled 16 Nov

Arnel Domingo
c 019 Ma

( Addcustomer ) —P( Addanaddress )

Bong Oca
0917 555 0023 - San Antonio, Pasi i
Scheduled 15 Nov

— ( Addaunitorplace ) —| Newjob |—>| Jobhistory Sdaaatior ot

<D Celia Dela Cruz
09175550024 - Molino il Bacoor City

Scheduled 24 Nov

+ Add customer
2

Your customers, from
AtoZ.

Add a customer

1 Onthe Customerstab, tap Add customer.

Contact

2 Typethe Name. Anameis enough; phone and

Rosa Villanueva
address cancome later.
‘Other phone (optional)

3 Addthe Phone, and an Other phone or Email if e

Cityalready has 0917 555 0002

Open that record

they have one.

4 UnderAddress, tap Add to add where youdo
the work. Itis optional.

5 UnderNotes, add anything useful, such as
"prefers morning visits".

6 Tap Save customer. o Aname is e Already a
. enoughto customer?
If the name or phone is already used by another start. Open that
customer, the app says Already a customer? and record, orsave
anyway.

offers Openthat record. You can still save a new

ServicePocket user manual - 13



one, forexample fortwo people with the same name.

Tip: You can also add a customerwhile making ajob. Onthe New job screen, tap
Choose a customer, then Add a new customer.

Under Texts, switch on OK to send texts only if the customer said yes. Ask them first.
Without it, the app does not offerto send them texts.

Addresses
A customer can have more than one address, suchasahome and a

condo.

1 Openthe customerand tap Add anaddress under
Addresses.
2 GiveitaNickname if youlike, such as Home or Condo.

Getting there

3 Typethe Street, purok orlandmark, then pick the Province, ET——————
City or municipality and Barangay. Metro Manilaislisted as a
province.

4 UnderGetting there, add Accessinstructions, such as "gate

code with the guard". They show on the job, never on quotes

orreports.

5 Tap Save address. An address with
accessinstructions.

One addressis the default: new jobs for this customer start withiit.
To change it, open another address and switch on Use as the default address.
Tap Directions on an address to openitinyourphone's maps app.

Units and places

Units and places are what you service fora customer: an aircon, arefrigerator, aroom, a
car. Adding them lets you see each one's history, such as when Bedroom AC was last
cleaned.

Openthe customerand tap Add a unit or place.

UnderWhat isit?, pick Equipment, Property, Fixture, Vehicle or Other.

Give it a Name, such as Bedroom AC or Family car.

Pick its Type and Brand, or Make for a vehicle. Type to add one thatis missing.

a A NN -

Add what you know: model, serial, room orlocation, plate number, and notes such as
"above the bed, needs aladder”.
6 UnderWhere, pick which of the customer's addressesiitis at.
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7 Tap Save.

Openaunitorplace to seeits Job history, finished
jobs newest first, and its follow-ups. Tap New job

there to book work onit, with the customer and the
unit filled in.

Type
split-type

Note: The plate numberis foryourrecords. It
shows onreports only if you choose. et oy ks >

@ ~unitwhatit @ Aunitsjob
is, its type and history.
brand.

A customer's page
Openacustomerto see everything about them:

¢ Customer
3jobs-last9 Nov

Ana Pascual

e Call and Text, toreach them from your own phone.
e Money: what they owe now, and Make a statement to send
them one PDF of it.
e Jobs: theiropen and pastjobs.
e Units and places, and Addresses.
Tap New job at the bottom to add ajob for this customer. g

Door hinge, curtain rod, faucet
J-2026-0027
* Scheduled

Pro: Service plans set up regular visits fora customer, such as

Door hinge, curtain rod, faucet
v J-2026-0044

aircon cleaning every 4 months. Each visitis a normal job. Tap
Add a service plan on the customer.

Acustomer'spage:
contact, money, jobs,
unitsandaddresses.

Archive or delete a customer
A customeryou no longerwork for can be archived. Archiving hides them from your lists,
but theirjobs, quotes and reports stay.

1 Openthe customerand tap the menu at the top.
2 Tap Archive, then confirm.
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An archived customer cannot get new jobs. To find one, tap Show
archived on the Customers tab, openthem and tap Bring back. A

¢ Delete permanently
AnaPascual

A This cannot be undone
For a customerwho asked to be forgotten

unit or place can be archived the same way, with Archive this unit or e
place. it
Delete permanently is for a customerwho asked to be forgotten. It

removes the customer and everything about them from this phone:

jobs, quotes, reports, photos, payments, units, follow-ups and

Units and places

addresses. Theirjobs leave yourreports too, and it cannot be
undone.

Addresses

Keep acopy first?

xoort this customer's jobs and

1 Openthe customer, tap the menu, then Delete permanently.
2 Tokeep acopy, tap Export first to save theirjobs and

payments as CSV files. Delete permanently:
whatisremoved.

3 TypeDELETE toconfirm, and tap Delete with theirname.

Note: Backups you made earlier still hold that customer. They are your files; delete
them yourself if needed.
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4. Jobs, scheduling and the calendar

Every piece of workis a job, from the first call to the finished report, and the calendar
shows your booked days at a glance.

What ajobis

Ajobis one piece of work for one customer, such as "AC cleaning, 2 split-type units". Each
job getsanumber, suchas J-2026-0112. Its quote and service report use the same
number, so one number follows the whole job.

Ajob moves through these steps, and its status shows at the top of the job:

—>—> Approved [Emmd Scheduled —>

—>( Completed )

------------ \‘
Approved —» | Start the jobnow ’|—>
\

e - —

T mEmEEEEEEEE= ~
Inprogress —, Not startedyet i—>| Sscheduled
\ 7

D —

pTmmmEm—=—=—== ~
Scheduled —»| Canceljob 1—»| Cancelled
\ 7

e e —

¢ Inquiry: anew job, not priced orbooked yet.

¢ Quoted: youissued a quote.

e Approved: the customeraccepted the quote.

e Scheduled: it has adate and time.

¢ Inprogress: you started the work.

e Completed: you finished it and made the service report.
e Cancelled: it will not happen. It staysin your history.

You do not have to use every step. Asmall job can go straight from Inquiry to Scheduled,
with no quote.

Addajob

1 Tap Newjob on Home oron the Jobs tab.
2 Tap Choose acustomer and pick one, ortap Add a new customer.
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3 UnderWhatisthe job?,say whatitis, suchas

"AC cleaning, 2 split-type units". =

4 Pick the Unit or place and the Address, if the
customer has them.

5 Add Detailsif youlike, such as "both units drip tint. -
water". i e

6 UnderWhen, tap Pick atime tobook it now, or

‘The bedroom unit drips water.

leave it forlater.

: :
7 Tap Savejob.
Ajob without a time is saved as an Inquiry, ready for 0 Anew job: e Anew job
aquote. Ajob with atime is Scheduled. If your customer, showswhatto
whatitis, and donext.

shop has more than one business type, the form X
wnen.

also asks which one the job is.
The job's screen then shows what to do next, such
as Make a quote or Schedule.

Book atime

1 Openthejob and tap Schedule.

When When

Pick the Date and when it Starts.

Starts no
8:00AM > || 9:00amM

Tap alength under How long, such as Thour or moowr ) om
Half day, or pick when it Ends.

4 UnderReminders, choose 1day before, 1hour

A Overlaps anotherjob
Replace the ceiling light for Carlo Santos
T1:00 AM t012:30 PMthe same day. You can
stillsave it

before, orboth.
5 Tap Save schedule.

Reminders are a notice on this phone; the

customer gets nothing from them. Afteryou book,
o Pick the day, e Awarning,

, the time and never ablock.
customerthe time, to send from your own phone. the reminders.

the app may offera prepared text telling the

While you pick atime, the app warns you, but never
stopsyou:

e Overlaps anotherjob: anotheropenjob is booked at the same time. Cancelled and

finished jobs do not count.
¢ Outside your working hours: the time is outside the hours you set.
e Aholiday orday off: it says what the day is, and whetheryou are open.
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Tomove abooked job, openitand tap Reschedule.

Tip: Tap Add to calendar on a booked job to putitinyour phone's own calendar too.
Openinmy calendar fills in the time, the customer's name and the address. If you
move the job later, add the new time again.

Note: Onsome phones, reminders come late oronly when you open the app. If the
job says Reminders may come late on this phone, tap Allow reminders on time and

follow the steps.

Working hours, holidays and days off

Your working hours set where new bookings start,
and the note shown for a time outside them.

1 OpenMore, Settings, then Working hours.

2 Tap adaytosetwhenyouopenand close, or
switch it off fora day you are closed.

3 Tap Use these hours for every openday to
copy one day's hours to the rest.

4 Tap Save working hours.

A shop open all day and night can switch on Open
. . " 0 Yourworking e National
24 hours, every day. A closing time aftermidnight

_ _ . . hoursforeach holidaysand
is fine; it shows "(next day)". day. your own days
National holidays are already in the app. To choose off.

whetheryou are open on them, orto add your own
days off:

1 OnWorking hours, tap Holidays and days off.

2 Tap aholiday and choose Closed, Open, usual hours or Open, special hours.

3 Toaddyourown,tap Add aholiday or day off. Pick Local holiday, Declared non-
working day or Day off, give it aname and the days.

4 SwitchonEveryyearforaday that comesback eachyear, such asyourcity's fiesta.

Holidays and days off show on the calendarand on the schedule screen. Nothing is ever
blocked;jobs already booked stay as they are.
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The Jobs list and the calendar
The Jobs tab lists every job, in three tabs: Open,
Done and Cancelled. Openjobs are grouped:

OO

oWe T RS

4 5 6 7
w e e e

n 1314
PR .

B 19 20 21
o .

e Past their time: still scheduled aftertheirend
time. Start them orreschedule them.
e Today.

25 26 27 28
o e

e Comingup.

Thu, 12 Nov

1:00  Replace the ceilinglight
AM  CarloSantos- Banay-Banay, Cabuyao Ci

¢ Not scheduled: inquiries and approved jobs
withnotimeyet.

Search by customer, phone or J-numberin Search

jobs or J-number. Tap Filter to show only some o Openjobs, er

. groupedby with jobs,
jobs, such as only Approved ones. when. follow-ups
Tap Calendar at the top to see the month. Small andholidays
marks show days with ajob, a follow-up due, ora marked.

holiday or day off. Tap aday to see whatisonit,
and New job on this day to book one there. Tap List to go back to the list.

Start ajob, or take it back

e AScheduled job: tap Start job whenyou begin. It movestoIn
progress.

e Ajob withnotime yet: tap Start the job now. The app records
itas approved and in progress, with the time now.

e AnInprogressjob: tap Openthe work order torecord the

work, and Finish the job when you are done. The next chapters AC ot cooling, inspection
explain both.

Repeat thisjob
Anew y for the same

addre

Tapped start by mistake, orthe visit did not happen afterall?

1 Openthejob and tap the menu at the top.
Tap Not started yet.

3 Tap Back to Scheduled, or Back to Approved forajob withno ~ Notstartedyettakes
time the job back.
ime.

The work order and what you recorded on it stay, so starting again carries on.
To change the customer, unit, address or details, tap the menu, then Edit job.
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Repeat or cancelajob
To do the same work again, such as next year's cleaning:

1 Opentheoldjob, tap the menu, then Repeat this job.
2 Checkthenewjob. It has the same customer, unit and

address, and is anew Inquiry.

3 Iftheoldjob had anaccepted quote, Start a quote with the i
same itemsis on. It makes a new draft quote with those items,
atyour catalog prices now, not the old quote's. Switchit off if 7
you do not want one.

4 Tap Save job

Keep the job

Canceljob

To cancel ajob that will not happen:

Pick why the jobwas

1 Openthejob, tap the menu, then Cancel job.
cancelled.

2 UnderWhy?, pick areason, such as Customer cancelled or
Price not accepted.
3 AddaNoteifyoulike, such as "will call back in December”.

Tap Canceljob.

Acancelledjob staysinyourhistory and reports, underthe Cancelled tab. Todoit later

afterall, openit and tap Repeat this job.

Pro: In a shop with ateam, eachjob is given to the people who doit, and an overlap
warning is only forthe same person.
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5. Quotes

Price the work before you doiit, send a clear PDF quote, and keep track of the
customer's answer.

What a quote s

A quote tells your customerwhat you will do and what it costs, before you start. Itis an
estimate, not aninvoice or an official receipt, and it says so at the top of every page.
Each quote has the same numberasitsjob: job J-2026-0112 gets quote Q-2026-0112.
Once youissue a quote itis fixed, so you can always show exactly what you sent.

( Jobaskedfor ) —P( Make aquote ) —>( Addwhat youwilldo ) —P
(e ) —

’ \

Customer answers —>: Accepted :—P( Jobapproved ) —>( Bookatime )
\

4

P

R —

pmmmmEEmE——_——— ~
1

Customeranswers —»; No answeryet 1—» m
N ’

P —

Make a quote

1 Openthejob and tap Make a quote.

2 Tap From catalog and tick everything you will do or supply. Search helps whenyour
catalogislong.

3 Tap Add. When a service has choices, such as the size of the home, pick the one that
fits.

4 Checkthelines and the total. Tap aline to change its quantity or price for this quote
only.
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¢ Job N Y Your catalog Archived
Aileen Mendoza - J-2026-0112 - Ho.

ACcleani
Deep cleaning, whole house O e e e i 750-2,350

O Cleaning supplies Bt B35515D
A . Material - per set - cost only
ssigned to \ssign Whatis quoted

i Coil cleaning solution
Haotatigned O Materia ?,i. costonly Cost £313.50 _  Deepcleaning: 2bedrooms  P2,500.00
~  1xP2,500.00
Deep clean and sofapackage
Whees \’ack':qe 3items \,Ou<:/e . £3,300.00
© Address £1,600.00
22Ri Bray. Marikina Heights, Marikina
City, M a (1) Deepcleanpackage
Pack: s

_ Sofaormattress cleaning £2,400.00
" 1xP2,400.00

P5,000.00
+From catalog +Customline

N v .
Deep cleanin
call ext irections =eop) #1,400-2,500

Senvice -4 choices Deep cleaning Total
Ihich one s this quote for? You can add the item again for Sibtotel 4560106

What next Engine bay cleaning
0o perveticle F1J00-00 Total £4,900.00
Sendaquote first, orbook a time f the price is Studio
s No taxis lave no cost set, 50 your
already agreed, (1) Maintenance visit — £1400.00 directc
Service ¥ .

1bedroom

£1,900.00 Add adiscount t
Raeguaw £1,100.00

2bedrooms

£2500.00
$2,400.00 Deposit

3bedrooms

$1,400.00 Ask for adeposit
(1) Standard house cleaning Printed onthe quote. Yourecorditas a »

Service ices

blgauatosat P750-2,950
Addzbagroons
Schedule Add2to the quote Cancel Delete this draft

@ hejobitapMake @ Tickwhatyouwil @) Pickthechoice @) Thedraftquote,
aquote. doorsupply. that fits. withits total.

Sofa or mattress cleaning
Senvic iece

Tip: Something notinyour catalog? Tap Custom line and type itin. It stays on this
quote only.

Materials marked cost only, such as cleaning supplies, never show on the quote. They

countin your own costs so you can see your margin.

Ask for adeposit

Under the total, switch on Ask for a deposit and pick Percent or
Amount. The quote then shows the deposit and the rest, boxed
under the totals.

Ask for a deposit
Pri

Adepositis arequest printed on the quote. When the money
comesin,record it as apayment onthe job, like any payment.

30

Under For the customer you can also set a date the quote isvalid

due when the job is done.

until, and add a note, such as what the price includes.

Valid until (optional)
Notset

Notes on the quote (optional)

Includes cleaning supplies. The rest is paid
after the work is done.

Preview the quote

Delete this draft

A30% deposit,anda
note forthe customer.
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Preview and issue

1 Tap Preview the quote to see the PDF exactly as your customer will. DRAFT shows
only on the preview.
Tap Issue quote, then Issue and share, and pick how to send it: text, chat or email.
3 Choose Issue without sharing when you will send it later; Share PDF stays on the
quote.

Sample Aircon & Home Services
0917 555 9000

QUOTATION / ESTIMATE ONLY - NOT A SALES The customer's answer

INVOICE OR OFFICIAL RECEIPT No answer yet. Issued today, 7:22 PM,

Q-2026-0112

11 November 2026 They declined

Whatis quoted

Deep cleaning: 2bedrooms £2,500.00
1xP2,500.00

eaning 10 2400.00 Sofa or mattress cleaning £2,400.00

1xP2,400.00
Subtotal 4,900.00
Total £4,900.00
lo taxis added. Some lines have no cost set, so your
Issue Q-2026-0112? direct costis notknown yef

Total P4,900.00 for Aileen Mendoza.

Total (PHP) P4,900.00

Deposit to book: $1,470.00 (30%)
Due visit. The rest, P3,430.00, is due

Anissued quoteis fixed, sowhat you sent can always

Notes on the quote
be shown again. To change it later, make a revision a

The job becomes Quoted. Includes cleaning supplies. The rest is paid after

the workis done.
ance Share PDF

View PDF

Notes
Includes cleaning supplies. The rest is paid after the
work is done.

Back to editing

0 The preview, as o Issue andshare, or e Issued: waitingfor
the customer issue without the customer's
seesit. sharing. answer.

Issuing a quote moves its job to Quoted.

Note: Inateam shop, issuing needs a moment online, because quote numbers come
from the server so no two phones use the same one. Your draft is saved until then.

Record the customer's answer
When the customer says yes orno, open the quote and tap They accepted or They
declined.

o Accepted: the job becomes Approved and its charge is set to the quote's total. Tap
Schedule the job to book the visit.

e Declined: the job stays asit was, so you canrevise the quote or cancel the job.

e Tapped the wrong answer? Tap Undo: no answer yet.

Thisis yourownrecord of what the customersaid; itis not a signed agreement.
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leaning, whole house

ted today, 7:22 PM. Thejob is
approvedat P4,900.00,

Undo: noansweryet

Whatis quoted

De: : 2bedrooms £2,500.00
Tx
s cleaning £2,400.00
£4,900.00
tset,soyour

Customer accepted?
Q-2026-012.P4900.00
Notes onthe quote

Includes cleaning supplies. The restis paid after
the

Schedule the job

Share PDF

0 Accepted: the e Thenbook a

jobis time with
approvedat Schedule the
the quote's job.

total.

Change a quote afterissuing

Anissued quote never changes. To change the price orthe lines, revise it: the app makes
anew version, suchas Q-2026-0112-R2, from the latest one. The older version staysin
history, and its PDF says it was replaced.

Towithdraw a quote that was a mistake, void it: it stays in history and its PDF shows VOID.

Follow up a quote nobody answered

Quotes waiting for an answer show on Home under the quotes chip. Open one and use its
prepared follow-up text, or call the customer. Aquote pastits valid-until date shows
Expired, but the customercanstill acceptit.

Pro: With texts sent foryou, ServicePocket sends the follow-up by itself at the time
you choose.
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6. Onthejob: the work order

Tellthe customer you are coming, then keep the checklist, photos, items used and
your time in one place while you work.

What the work order is

The work orderis where you record the work while you doit. It opens when you start the
job, and it holds the checklist, the photos, the items you used and your notes for the
report.

Everything you record here goes into the service report when you finish. Your costs and
your time stay with you; they never print on anything the customer sees.

( Jobscheduled ) —P( Onmy way ) —>( Startjob ) —>

— ( Finishthe job )

pmmmm——_———— 1
Work order —»| Checklist i—| Photos )—>( Itemsused )—>
\ ,

e e

Tell the customer you are on your way
Whenyou leave forajob, you can text the
customerabout when you will arrive.

1 Openthejob. It mustbe scheduled orin
progress, and the customerneeds a phone
number.

2 UnderWhenand where, tap Text: lam onmy
way.

3 Pick 15 minutes, 30 minutes or 1hour, or

Leave it out. Then tap Continue.
4 Checkthe wordsand tap OpeninMessages, o Whenwillyou e The text with

or Send another way to use a chat app. arrive? Pick your arrival
abouthow time, ready to
The text says about whenyou expect to arrive, such longyou will send.

as "in about 30 minutes, around 10:30 AM". The app take.

never tracks where you are. Sending this text does
not start the job.
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Tip: With texts sent foryou, the on-the-way text goes out by itself whenyou tap it,
with nothing more to do. See the chapteron follow-ups and texts.

Start the job

1 Openthejob.

2 Tap Startjob. Ajob with notime booked shows Start the job
now instead; tap it, then Start now.

3 Thejob movestolnprogress, and a Work order card shows on
the job with the checklist, photos, items used and notes.

4 Tap Openthe work ordertofillitin.

Tip: Started by mistake? Tap the menu at the top right of the job,
then Not started yet. The job goes back to how it was, and what

otes for the re
What youfound, work done, recommendation
Finish the job

Open the work order

you recorded stays.

Started: the Work
order cardonthejob.

Answer the checklist and skip with areason
Each service on the job bringsits own checklist, ST
such as the steps of an aircon cleaning.

1 Onthework order, tap Open the checklist.
2 Answereachstep. Depending on the step,

Filters washed Required

tap Done, pick Yes,NoorN/A, ortype a
number or a short note.
3 Needastep thatisnotonthelist? Tap Add a pRaA

step for this job. Switch on Also add it to the S T—

service if you want it there next time.

° The checkilist, e Skiparequired
withrequired step, withone
stepsleft. reason.

Steps marked Required are the ones that matter
most. The work order shows how many are left,
suchas "2 required left". The app neverblocks you:
amissing step is only flagged.

Sometimes a step cannot be done, such as when the customer asks you not to. To skip it:

1 Beside the step, tap Skip. Astep thatis not required is skipped at once.
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2 Forarequired step, pick areason: Not possible at the site today, The customer
asked us not to, or Other and typeit.
3 Tap Skipit.

One reason covers every required step you skip on the job, and it prints on the service
report. Changed your mind? Tap Answer it to bring the step back.

Note: If you tap Finish the job with required steps still unanswered, the app asks why
they were skipped. Type the reason and tap Finish anyway, or tap Back to the
checklist. Nothing is ticked foryou.

Add photos

Photos show the customerwhat you found and what you did. Each
job canhaveup to12.

1 Onthe work order, under Photos, tap Add a photo.
2 Pickthelabel: Before, After or Other.
3 Tap Take aphoto, or Choose from your photos.

Add aphoto
0of12onthisjob

Label

Photos are made smaller and theirlocationis removed. The app ) (o)
only reads the photo you pick; it never sees yourwhole gallery. To

take a photo off the job, tap it, then Remove photo.

@ Photos are made smaller (1600 px) and their
location is removed. Only the photo you pick
isread; the app never sees your whole gallery.

Cancel

Addaphoto, labelled
Before, After or Other.

Record the items you used
When the job came from an accepted quote, Items used already lists the quote's lines.
Change them to match what youreally used.

1 Tap + From catalog, tick what you used, then tap Add at the bottom. Ortap +
Custom item for something notin your catalog.
Tap aline to change the quantity used.

3 Switch off Charge the customer fora material that is cost only, such as cleaning
chemicals. It counts in your costs and never shows on the report.

4 Tap Remove: not used foranything you did not use.
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Changing the items used never changes what you charge onits

© Add

own. To change the charge, use Change the charge on the job's

Items used
Started from th

1the accepted Changes here do
he P2,000.00 charge.

money.

split-type

If you track stock foranitem, the app takes it from your stock when
you finish the job. When the app shows fewer on hand than you

+From catalog

used, it still saves and asks you to count thatitem later.

What you found (optional)

Finish the job

[temsused, started
fromthe accepted
quote.

Time the job and record your labor
The timer counts how long the job takes, soyou
know yourlabor cost.

1 Onthe work order,underTimer, tap Start the
timer whenyou begin.
Tap Pause for a break, then Carry on.
Tap Stop when you are done. The hours fill a
Labor cost.

4 Checkthe Hours and the Cost per hour, then

tap Add the cost. e
The timerkeeps counting if you close the app. 0 The tlrper, a Sltoppmgthe
counting. timerfills the

Only one job canhave atimerrunning atatime. The labor hours.
app remembers yourlast cost per hour for next

time.

You can also add a cost by hand under Your costs: tap Add a cost, then Labor or Other

cost, such as atricycle fare. Only you see costs; they never print on customer documents.

Before you finish: notes and the signature
Under Notes for the report, type What you found, the Work done, a Recommendation
and any Safety notes. They save as you type and print on the service report.
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Under Next service, you can set the date the customer should have P —

26-0028 - Full detailing

the next visit. Finishing the job turnsitinto a follow-up, as the next
chapter shows.
When you finish a job, the customer can sign onyour phone to say

the work on the report was done.

1 Tap Finishthe job.
Tap Customer's signature.
Hand the phone to the customerto sign under Sign here, and
type the Name of the person signing.

4 Tap Save the signature, then finish the job.

The customer can always Skip it, and you can finish without it. The The customer signs on
signature canonly be added before the job is finished, never your phone (Pro).

afterwards. Itisnot a payment orareceipt.

Pro: The customer's signature is part of Pro. Turn it on or off in More, then Settings, then
Quotes and reports, with Ask for a signature.
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/. Finishing and service reports

Finishthe job, settle what you charge, and send the customer a clear service report
of thework done.

What finishing does

Finishing ajob closes the work and makes its service report. The report has the same
numberas the job: job J-2026-0112 getsreport SR-2026-0112.

Afinished job is fixed: its work, items and report stay as they are. You can still record
payments and costs, and add a correction to the report.

( Work orderdone ) —>( Finishthe job ) —P( Checkthe charge ) -

—>( Share the report )

\
Reportmade —», Needa change | —>( Addacorrection )—>( SR-2026-0112-R2 )
\ 4

Finishajob
1 Openthejob and tap Finish the job.
2 Ifrequired checklist steps are not answered,

type Why it was skipped and tap Finish
anyway, or go Back to the checklist.

Finish J-2026-0081?
Aircon cleaning, 2 spiit-type units

3 Checkthe summary: the charge, the stock
that will be taken, the checklist and the next
service date.

4 Tap Finishthe job.

The job moves to Completed, and a Service report

card shows onit. Any stock you track is taken from @ Finishthe job:

checkthe stepsnot
whatyou have on hand. summary first. answered: say
why.

The charge: what you bill for the job
The charge is the amount the customer owes for the job.
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e Withanaccepted quote, the chargeisthe
quote's total. The finish sheet says From the
accepted quote.

e Without anaccepted quote, the finish sheet
asks What you charge. Type the amount, such

Finish J-2026-0008?
Engine bay cleaning

as #1,500.00. e B e
¢ Notsure yet? Leave the boxempty to Set e
later. Setit on the job when you know, with il
Set the charge.
To change a charge that is already set: 0 Change the e No accepted
charge, witha quote:type

1 Onthejob,underMoney, tap Change the reason. whatyou
charge. charge, or

2 Type the New charge and a Reason, such as a :jfe"re ittoset

discount fora skipped step.
3 Tap Save the charge.

The old amount and yourreason stay in the job's history.

Note: Changing the items used on the work order never changes the charge onits
own. Only Change the charge does.

The service report
The service reportis a PDF that records the work done. It shows

< Service report
SR-2026-0081

your shop, the customer, the unit or place, what you found, the work I ——

0917 555 9000

done, yourrecommendation, the checklist, the photos and the next

INVOICE OR OFFICIAL RECEIPT

H For SR-2026-0081
service gate.
Brgy. Marikina Heights,

Marikina City, Metro Manila

It never shows prices; the quote has them. Every page saysitisa

Work done

Aircon cleaning: Splittype

service completionreport, not a salesinvoice or official receipt.
To see it, open the finished job and tap the report under Service
report.

or
it.
Share the report

Adda correction

The servicereport, as
the customerseesit.
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Share the report

Openthe finished job and tap Share the report.

2 Choose what goesin: switch Include photos and Include the
checklist on or off.

3 Checkthe wordsthatgowithit. They are copied foryou to

paste.
. X Share thf re;tt:ratW
4 Tap Copy and share the PDF, pick a chat app oremail, and e .
paste the words. i e O
To send only a text that the job is done, without the PDF, tap Only _
text that the job is done.

iew first

Pro: The shop's terms and warranty note, a document colour and
the customer's signature print on reports in Pro. Set theminMore, =~ Choosewhatgoesin,

. thenshare.
then Settings, then Quotes and reports.

Note: In ateam shop, sharing needs a moment online the first time, so the report gets
its number from the server.

The next service date
Set a Next service date on the work order before you finish, such as six months from today

foranaircon cleaning.

When you finish, the app adds it as a follow-up for the unit, or for the customerwhen there
is nounit. It also prints on the service report, so the customer knows when to call you back.
You can change orremove it later from Home or the unit.

Correct a finished report
Afinished report neverchanges. To fix a mistake, add a correction: the app makes anew
version, such as SR-2026-0112-R2, with your note at the top.

Openthe finished job and tap the report under Service report.
Tap Add a correction.

Type What to correct, such as "Unitis 1.5 HP,not 1.0 HP".

Tap Make the corrected report.

H NN -

The first report and the finished job stay as they were. View the original shows the first
version. Acorrected reportis not signed again; it says who signed the original.
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Your numbers: cost and margin
On a finished job, Your numbers shows how the job went foryou.

o Estimated direct cost: the cost of the items used, yourlabor
and other costs you added.

e Estimated direct margin: the charge minus those known
costs.

If anitem has no cost, the margin says Not knownyet. Tap Add the
missing cost to fill itin. Only you see these numbers. They are not
profit ortaxincome.

Tip: Costs more than the charge? The card warns you, so you can
check the costs and the charge.
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Add a correction
SR-2026-0081stays asit was

Whatto correct

Makes SR-2026-0081-R2 with your note at the top.
SR-2026-0081 and the finished job do not change.

Make the corrected report

Cancel

Addacorrection: a
new versionwith your
note ontop.

< Job

AnaPascual -J-20

Aircon cleaning, 2 spl

* Completed

£2,000.00
£0.00

Not paid £2,000.00

Your own record, not checked with a bank.

Change the charge

Your numbers

Not known yet: Aircon cleaning: Split-type has
no cost.

Add the missing cost

Service report

B SR-2026-0081
Service completion report - today, 9:19 PM

>

Share the report

Record apayment

Your numbers:
estimateddirectcost
andmargin.



8. Money: payments, receipts and statements

Record the money you receive, see who still owes you, and show customers how to
Pay.

How money works in ServicePocket

Eachjob has a charge, the amount the customer owes, and the
payments yourecord againstit. The job shows what was Received
and what is Not paid, with a label such as Partly paid or Paid.
Payments are your own record of money received. ServicePocket
does not check them with GCash, Maya or a bank, and never stores

£2,000.00
£600.00

£1,400.00

account details.

Not known yet: Aircon cleaning: Split-type has
nocost.

Add the missing cost

( Jobcharged ) mmd Moneyarrives —>( Recordapayment ) Seriloareport
1 Iy LR —
m

AY
Money arrives —»; Receipt picture ! —P( Fromareceipt ) The job'smoney:
\
"""""" ’ receivedandnot paid.

[ ——

Record a payment

Openthe job and tap Record a payment.

Tap Typeitin.

Type the Amount received, such as #1,500.00, and check Received on.

Under How, pick Cash, GCash, Maya, Bank transfer or Other, and type how it was
paid.

5 AddaNoteifyoulike, suchasareference number, and tap Save the payment.

H NN -

The app remembers the last way you were paid, for next time. You canrecord a payment
before the job is finished, such as a deposit ora part payment.
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Record a payment

Notpaid P2.000.00

Amountrecel ived

600

Recelvedon
Today, 9:21PM

Record apayment

£2.000.00 notpaid

0 Recorda

payment: amountand
fromareceipt, howitwas
ortypeitin. paid.

Deposits
When a quote asked for a deposit, the job shows Deposit asked
with the amount, untilitis paid. e

Q-2026-0082-£1,000.00
Accepted  Today, 11:55PM

1 Openthejob and tap Record the deposit. & oot paon 00

Not paidyet. [t was asked for on quote
Q-2026-0082.

2 The amount starts at whatis left of the deposit. Checkitand

Record the deposit

save itlike any payment.

Charge £1,000.00
Received P£0.00

Fromthe accepted quote Q-2026-0082

Adepositis anordinary payment, soit counts toward what the

Change the charge Record apayment

customerowes for the job.

Details Edit

No details added.

Start the job now

Adepositaskedonthe
quote, notpaidyet.

Record a payment from areceipt

When a customer pays by GCash, Maya or a bank, you canrecord it from the receipt
picture instead of typing. It works with your own screenshot or with the one the customer
sentyouinachat. The phone reads the receiptitself, with no signal needed.

1 Inthe Gallery orachat, openthe receipt, tap Share, then ServicePocket. Oropenthe
job, tap Record a payment, then From areceipt, and pick the picture.
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2 Check What the receipt says: the amount, whenit was

¢ Paymentfromareceipt
GCash - Read on this phone

received, the reference and how it was paid. Type anything T

Money in - paid to your GCash,

that could not be read. " S 2

e receipt bigger

3 Check Forwhichjob. The app suggests the most likely job; R
tap Choose anotherjob ifitis a different one.

4 Checkthatthe money really arrived in your GCash, Maya or oo

1012345678901 >

bank account.
5 Tap Record, withthe amount, such as Record £1,850.00.

GCash >

ndez - J-2026-0046
ntfollow-up - P300.00 not

Cri

art

aid
Record P300.00

your protected backup. It never prints on quotes, reports or

The receipt picture is kept with the payment, on this phone and in

statements, and it does not count toward the 12 photos of ajob.
Amade-up GCash
receipt,readonthe
phone: checkitand
record.

Tap the payment laterto see the receipt, share it, orremove the
picture.

Note: Apicture of areceipt canbe changed. Always check your
own GCash, Maya orbank before yourecord it.

What the receipt reader catches

The same receipt twice. If the reference numberis
already on apayment, the app says Thisreceiptis
already recorded and shows that payment. Tap
Openthat payment to see it. Recording it again
would count the money twice.

Thisreceiptis already recorded
Reference 1012 3456 7890 1is onapayment you recorded:

Money paid to another number. The app knows

P300.00 - GCash

money is yours by your own numbers, not by the
receipt'swording. If areceipt shows money paid
toanumberthatis notyours, it asks Is this money

for your shop? Tap Yes, it was paid to the shop for

o Numbers and e The same
bank accounts receipttwiceis
thatare yours. caught.

a helper's GCash, forexample, or No, thisis not a
payment tome.

Purchases and money you sent. Card purchases
and bills paid are neverrecorded as payments. The app says This is a purchase, not a
payment to you, or This is money you sent.

Noreceipt found. When the app cannot find an amount or a reference number, tap
Choose another picture or Type the payment in.

To tell the app which numbers and accounts are yours:
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Open More, then Settings, then How customers pay you.

Under Numbers that are yours, your shop phone and your GCash and Maya number
are always there. Tap Add a number for another one, such as a helper's GCash, and
say Whose it is.

Under Bank accounts, type the Last 4 digits of anaccount and tap Add the account.

Fix a payment, and see who owes you

Payments are never edited or deleted, so the
history always adds up. Amistake isundone with a
reversal.

The payment staysin the list, marked Reversed,
and the amount not paid goes back up.

Onthe job, under Money, tap Payments.
Tap the payment thatis wrong.

Type a Reason, such as "recorded twice", and Reverse 400 00Cash?
tap Reverseit.

Finished jobs with money still owed show on Home o Reversea , e Waiting for

. payment, with paymenton
under Waiting for payment, oldest first. Tap Text on Areason. Home, oldest
arow to send the customer a prepared payment first.

reminder from your own phone. Tap See all forthe

whole list, with a search by name orjob number.

Show your GCash or Maya number and QR

Your GCash orMaya number can print on your quotes, reports and payment reminders, so

customers know how to pay you. They pay you directly, with no fee from us.

1

P WU DN

Open More, then Settings, then How customers pay you.

Switch on Show GCash and Maya.

Check the Number and the Name on the account, and pick Which ones you use.
Tap Add your QR picture and pick a screenshot of the QR from yourwallet app,
cropped tothe code.

This only shows your number. You still record each payment yourself.

Tip: Check that the QR scans before you share a quote withit.
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< How customers pay you
Sample Aircon & Home Services

Show GCash and Maya
on yment

Number
09175559000

Your shop’s number. Change it f your wallet is on
anotherone

Name on the account (optional)

0917 5559000

Your GCashandMaya
numberand QR,
shownondocuments.

Statements and asking for areview
A statement lists what a customer still owes on finished jobs, inone

< Statement
AnaPascual

PDF. Itis handy fora customerwith several jobs, such as alandlord

Sample Aircon & Home Services
0917 555 9000

with many units in Quezon City.

OR OFFICIAL RECEIPT

As of 11 November 2026

1 Openthe customer. The Money card shows what is Owed = e s

P2260.00  PO.00 P2.260.00

now.

£2,000.00 P600.00 P1,400.00

Tap Make a statement.

3 Tickthejobstolist. Switch oniInclude paid jobs from the last

This lists what s owed

3 months for a fuller history.
4 Tap Preview the statement, then Share PDF.

Share PDF

Back

The statement saysitis not a sales invoice or official receipt.

Aftera good job, you can ask the customer forareview. Astatement of what

. . . the customerowes.
1 OpenMore, then Settings, then Shop details. Under Reviews,

paste the Link to your review page. Any site works.
Openthe finished job and find Texts for this job.
Beside Ask for areview, tap Text, check the words and send it.
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9. Follow-ups, service plans and texts

Remember when each customeris due again, keep regular customers on a plan, and
text themat theright moments.

Reminders for your jobs
ServicePocket canremind you of a booked job with a notice on your phone. The customer
gets nothing; these are foryou.

1  Whenyoubook ajob, look under Reminders on the schedule screen.
2 Switch1day before and 1hour before on or off for this job.

New jobs start with the reminders you setin More, then Settings, under New jobs.

Note: Onsome phones, aremindercan come late, or only when you open the app,
because the phone puts apps to sleep to save battery. See "Reminders ontime" at
the end of this chapter.

Follow-ups: when a customer is due again
Afollow-up is a date when a customer oraunitis due forservice
again, such as an aircon cleaning every six months. It brings back
repeat work without you having toremember.

There are two ways to add one:

e SetaNext service date onthe work orderbefore you finish a
job. Finishing adds it as a follow-up.
e Openaunitandtap Add afollow-up. Pick whenitis Due,

type What for, such as "cleaning”, and tap Add the follow-
AhohcyeT:!cf":::iaay(B 00 AM. The customer «

Cancel

Switch on Notify me on the day to get a notice on your phone when
itis due. Addafollow-upona

unit.
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( Job finished ) —>( Next service date )—P | AVETT Y Il —» | Make ajob
pTmmEEEEEEES \‘
Follow-up due —> | Not readyyet 1—> m
\ 7

- ——

-

The Follow-ups list

Follow-ups due soon show on Home, overdue ones il
first. The whole listis in More, then Follow-ups, with """" ) e
filters for Overdue, This week and Snoozed.
Tap a follow-up to choose what to do:

e Make ajob: anew job with the customer, unit
and address filled in.

e Send amessage: a prepared text, sent from

yourown phone.
e Snooze: hide it for1week, 2 weeks, 1 month,

oruntil a date you pick. o The Follow- e Whatto do

¢ Not needed: close it. It staysinthe unit's ups list, with afollow-
history. overdue first. up.

Tip: To choose how many days ahead Home shows follow-ups, open More, then
Settings, then Follow-ups.

Repeatajob

Forwork you do again and again, copy an old job instead of starting from nothing.

1 Opentheoldjob. Tap the menu at the top right, then Repeat this job. A cancelled
job also has a Repeat this job button at the bottom.

2 The Newjob form opens with the same customer, unit and address.

3 Iftheoldjob had anaccepted quote, switch on Start a quote with the same items
to get adraft quote at today's catalog prices.

4 Checkthe form and save the job.

The new job is a fresh inquiry. Nothing about the old job's quote, payments orreport
carries over.
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Aircon cleaning, 2 split-type units
1-2026-0081- Completed

Repeat thisjob
Anew inquiry for the same customer, unit and
address

Repeatajob,witha
quote attoday's
prices.

Service plans

Aservice plan sets up a customer's regular visits
ahead, such as quarterly aircon cleaning fora small
office in Makati. You see how many visits are done,
book the next one in one tap, and getanudge
before the plan ends.

£1,000.00

1 Openthe customerand tap Add aservice

10 November 2027

plan.

2 Typethe Name, such as "Quarterly aircon
cleaning", and What is done each visit. —

3 PickWhere, and How often: Every 3 months, o Anew service e The plan: each
Every 6 months or Yearly. plan. visitandwhere

4 Setthe Visitsinthe plan, the First visit, and a itstands.

Price per visit if you like.
5 Tap Make the plan.

Eachvisitis planned as a follow-up. Nothing is charged or sent. When a visitis near, open
the plan and tap Book visit: it becomes a normal job, with the price pervisit asits charge.
The job shows which planvisititis, such as "Plan visit 2 of 4",

Plans ending in the next 30 days show under Plans ending soonin Follow-ups. Open the
plan and tap Renew the plan for anotherround, orLet it end. End the plan stops it early;
visits not booked yet are set aside.
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Pro: Service plans are part of Pro. On Free, a planyou already made stays visible.

Text your customers from your phone

ServicePocket writes the texts forthe moments
that matter: booking confirmed, the day before, on
the way, quote ready, job done, payment reminder,
moved or cancelled, quote follow-up, due for
service, and asking forareview. You send them
from your own phone, on your own load.

First, ask the customerif they are OKwith texts:

1

Open the customer, then edit their details.

2 UnderTexts, tick OK to send texts only if they
saidyes. 0 Aprepared e Textstosend:
o o . text,ready to tomorrow's
With it off, nothing is sent foryou, and service-due sendfrom visits and
texts stay out of Texts to send. your phone. customers
To send a text: due.

3

On ajob, find Texts for this job and tap Text beside the message. Oropen Texts to
send from Home or More.

Check the words. Changes here are for this text only.

Tap OpeninMessages, then Send. Ortap Send another way fora chat app.

Texts to send lists tomorrow's visits and customers due for service. Atext you open

moves to Done today; Undo putsit back. To change the words for every text, open More,

then Settings, then Customer texts.

Texts sent for you
ServicePocket can also send texts foryou, on time, even when you are on a job oryour

phone is off. Any shop in the Philippines canuse it.

1
2

Open More, then Settings, then Customer texts.

Under Sent for you, tap See how it works, then Set it up. You sign in with your number
once.

Under Send these by themselves, pick the messages that go out by themselves.
The rest stay in Texts to send.

Tap Add texts to buy texts ahead. They stay with your shop until you use them.
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Texts goonly to customers who said yes to texts, and only from 8
AMto 8 PM; on the way can also go while you are open. Payment

¢ Textssentforyou
Si Home Services

Sample Aircon & Hon

Texts sent for you

Reminders go out on time even when you are

reminders are always yours to send, so a customer never gets one S SR

' Youpickwhich messages go out by

themselves. The rest stay in Texts to send

by mistake. If you run out of texts, nothing is lost: that day's texts ¥ Onytocusomerswhosaidyes orers

Each text names your shop and your number.

v Buy texts whenyou need them, from P49 for

move to Texts to send. What was sent shows the last 30 days. L I i S

30 amonth, and Pro Team 100.

Pro: Proincludes 30 texts a month and Pro Team 100. Texts you
buy come on top.

Notnow

Pick which texts go by
themselves.

Reminders ontime
Some phones put apps to sleep and hold theirreminders until you open the app. Allowing
alarms and reminders lets ServicePocket wake up at the right minute.

1 OpenMore, then Settings. Under New jobs, tap Reminders on time. Phones that do
not need it do not show this row.

2 Tap Openphone settings.
3 Turnon Allow alarms and reminders for ServicePocket, then come back.

The app may also ask Want reminders ontime? the first time, and ajob may say
Reminders may come late on this phone with Allow reminders on time. While areminder
is due within 2 days, a small alarm icon shows at the top of the phone.
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10. Reports andinsights

See how much work you finished, what you charged and collected, and which
services and customers bring in the most.

What the numbers are for

Reports and Insights are your own records, to help you run the shop. They are not for tax
filing and not an audited figure, and the app says so on each screen.

Everything is worked out on your phone from the jobs you finished. A job counts on the day
it was finished, not the day it was booked.

Note: In ateam shop, only the owner sees Reports, and managers too when the owner
allowsitin Teamrules. Technicians never see costs orreports.

Openyourreport

1 Tap More, then Reports.
Pick a period at the top: This month, Last month or This year. .
3 Forotherdays, tap Dates, set From and To, then tap Show. arge

£20,100.00

Both days are included.

Stillto collect P6,260.00

Your numbers

The Jobs finished card shows how many jobs you finished in that -
period, and three amounts: ——

e Charged: what those jobs were charged.

£7,700.00

e Received: the paymentsyourecorded forthem.

P5,560.00

e Stillto collect: what the customers still owe. T

If some finished jobs have no charge set yet, the card says how The report for this

many, soyou can set them. month: jobs finished,
charged, receivedand
stilltocollect.

Your margin

The Your numbers card shows the Estimated direct margin: what you charged, less the
direct costs yourecorded on the jobs, such as materials and labor.

Ajob with a missing cost ora missing charge is left out, and the card says how many were
left out. Amissing costis never counted as zero, so the marginis never betterthanitreally
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is. When nojob has all its costs, the margin shows Not known yet.

Stillto collect P6,260.00

Tip: To make your margin more complete, give your materials a e

costinthe catalog, and fillin the labor on each work order.

By business type

Appliance repair
finished

£10,100.00

Air-conditioning $7,700.00
4 finished ! :
General handyman 5,560.00
4 finished : ’
Home cleaning
2finished

£3,000.00

Quotes waiting

Issued, no answer yet $13,150.00

%

@ Yourown records to run the shop. Not for tax
filing and not an audited figure

Your numbers: the
estimateddirect
margin, with jobsleft
outwhenacostis
missing.

Business types and waiting quotes

Under By business type, each of your business types shows how many jobs it finished,
such as aircon cleaning or car detailing.

Under Quotes waiting, Issued, no answer yet counts quotes from this period that the
customer has not answered. Follow them up from Home, as the quotes chapter explains.

Insights
Insights look at the whole year so farand answer three questions: how this year compares
with last year, which services earn the most, and who your best repeat customers are.

Pro: Insights are part of Pro and Pro Team. On Free, the Insights card in Reports
explains them, with See Pro.

1 Tap More, then Reports.
2 Tap Insights, underthe report's cards.
3 Readthe cardsfrom the top: This year, Charged by month, and Your numbers.

This year sets what you charged this year so far against the same months last year, such as
"#8,450.00 more thanlast year". Charged by month shows each month, and names your

busiest month.
Below them are two more screens:
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o By service: What earns the most, each service with what it brought inand how many
timesyou didit. Search helps when the listislong. A service has no margin of its own,
because costs belong to the whole job.

e Bestrepeat customers: customers with 2 ormore jobs this year, most first, with what
they broughtin and theirlast visit. Acustomerwhose last visit was over 6 months ago
ismarked, soyou can call them.

) G- E -

e
Insights —h Bestrepeatcustomers |—> Openacustomer)

¢ Insights = ¢ Byservice ¢ Bestrepeatcustomers
2026 so far 2 o far 20260 2ormore jobs

Thisyear Sear ervices Q  Searchcustomers

P52 650 00
Charged, Janto Nov 2026 What earns the most 3
Of 22 customers 10 came back
No fi s fre
e Appliance repair, Washing
machine £6,000.00 What they broughtin $£27,120.00 (52%)
5times
Charged by month !
Additional room 4550700 Most first 10
9times ai
AnaPascual

3jobs-last 11Nov P6,520.00

Aircon cleaning, Split-type
e £4,000.00

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Rey Bautista

$4,000.00 2jobs-last7Nov $4,600.00

Maintenance visit
Your busiest month was Nov: P26,360.00 from 17 jobs. 2

RosaTorres

Airconinstallation, Split-type  pz co0 0 2jobs-last 3Nov

£2,780.00
Your numbers

Miguel Garcia
£3,000.00 2jobs-last8Nov

Fixture installation
5times

£2,700.00
Estimated direct margin Notknownyet

Cristina Fernandez

All33jobsha costorcharge rgin Move-in or move-out cleaning, =
2jobs -last 7 Nov

is showr Studio £3,000.00
Ttime

£2,600.00

Jose Villanueva

2jobs - last1No £2,600.00

Wall mounting, Shelf

By service 6times £3,000.00

Noel Soriano $2,580.00
2jobs-last 29 Oct

Bestrepeat customers s """°”e°a" $2,400.00
10 came back Carlo Santos

2jobs- last 8Nov £1,440.00

Airconinstallation, Window-type £1,500.00
@ Yourownrecords to run the shop. Not for tax e Lourdes Pascual

fiing and not an audited figure - e £700.00

o Insights: thisyear o By service: what e Bestrepeat

againstlastyear, earnsthe most. customers, most
andchargedby first.
month.

Share your insights

OnInsights, tap Share.
Pick PDF for a clean summary of the year, its services and customers.
Or pick Spreadsheet (CSV) for every row, to openin a spreadsheet app.

H NN -

Choose how to send or save it.

The PDF lists the top 25 services and customers. The spreadsheet keeps them all.
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Tip: Fora spreadsheet of your customers, jobs and payments,
use Export to a spreadsheet (CSV) in Data and backups. The
data chapterexplainsit.

Share these insights
2026 so far. Your own records to run the shop. Not for tax
fling and not an audited figure.
PDF s
Theyear, services ai nd cust tomers.

Spreadsheet (CSV) >

Cancel

ShareasaPDFora

spreadsheet.
Insights by person
In a team shop, By technician shows Jobs finished by each person —
this year, with what they charged and the margin. Ajob done by
several people counts in full for each of them, so the amounts can z))
add up to more than the shop's total. Jobs nobody was assigned to <)

Notassigned £130,950.00
bs. ’ :

show as Not assigned.
Pro: Insights by person are part of Pro Team, and only people who

can see costs see them.

1 Openlnsights.
2 Tap Bytechnician.

By technician: jobs
finishedby each
person.
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11. Working as a team

Give your technicians and office staff the shop on their own phones, each seeing
and doing only what theirrole allows.

How a team works
Onyourown, you need no account: everything stays on your phone. Whenyou turnon a
team, your shop goes online, kept on ServicePocket's serverin Singapore, and only your

team canseeit.

e Everyone works on theirown phone, signed in with their own mobile number.

e Every phone works without signal, and catches up whenitis back online.

e Rolesdecide what each person sees. Technicians see only theirown jobs, and never
your costs.

e You stay the owner,and you canremove anyone at any time.

From then on, job and quote numbers come from the server, so two phones never use the

same number.

Pro: Ateam needs a paid plan. Pro covers you and 1 personnel; Pro Team covers you
and 5. Personnel are the people besides you, and you are never counted. The plans

chapterhasthe prices.

( Turnonateam ) —b( Signin ) —P( Invite amember ) —| Theyjoin

—>( Give outjobs ) —>( Everyone syncs )

Startateam
Ateam needs an account, and youraccountis your mobile number. Your numberis only for
signing in and showing yourteam itis you. Customers never see it.

1 Tap More, then Settings.

2 Inthe Team card, tap Turnon ateam. On Free, the button says See how ateam
works instead.
Read What changes, type your name, and tap Continue with my phone number.

4 Type Your mobile number and tap Text me acode. Philippine, Malaysian and
Singaporean numbers work.
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Type the 6-digit code from the text, then tap Signin.
Tap Turnon the team.

< Turnonateam
Sample Aircon & Home Services

What changes

Keep ServicePocket open while Putting your shop online Bt e

sends yourrecords. Photos keep going in the background

Your shop goes online
ocket'ss

verin Singapore. Only your

while you use the app.

Whenitis done, the app says Your team is ready.

Note: Never share the sign-in code. ServicePocket never asks
foritby call ormessage.

Continue with my phone number

Notnow

Turnonateam:what
changes.

Invite a member

1 Tap More, then Settings, then Membersin the
Team card. This opens the Team screen.

2 TapInvite amember.
Type their Name and Mobile number. They
signinwith thisnumbertojoin.

4 PicktheirRole: Manager or Technician. Then
tap Make the invite.

5 Tick What canthey do?, sothe app can

suggest them for the right jobs. e
6 Tap Share theinvite and send the message o Invite 3 e The invite is
by text or chat, ortap Copy the code. member: ready toshare.
name, number
The invite works only with that number, once, for7 androle.

days. Changed yourmind? Open the invite and tap

Cancel thisinvite: the code stops working at once.

Ontheir phone, the new memberinstalls ServicePocket, taps Join with aninvite code,
types the code ortaps Scanthe QR code instead, then taps Signin and join.

The three roles
Owner: one pershop. Thatisyou.

e Seesevery job, customerand quote, with costs, margins and reports.
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e Setsthe shop's details, the catalog, prices
and the team rules.

¢ Invites and removes members, exports or
deletes data, and deletes a customerfor
good.

Manager: runs the office and the schedule.

Online listing

e Seesalljobs, customers, quotes and the
schedule.

e Assignstechnicians and answers their
0 Whateachrole e Teamrules, set

requests.
d cando. by the owner.

e Looks afterthe catalog and stock, and gives
discounts up to the limit you set.

e Seescosts, margins and reports only if you allow it.

e Neverchangesthe team, the shop's details orits data.

Technician: does the field work on the jobs you assign.

e Seesthejobsassignedtothem, with theircustomers and addresses.

e Starts and finishes jobs: checklist, photos, items used and the service report.

e Makes quotes, which the office can approve before they go out, and records
payments collected on site.

e Seesprices, butnevercosts, margins, reports or other people'sjobs.

Setwhat managers and technicians may do in Team rules, on the Team screen. Only the
owner can change them:

¢ Quotes need approval: atechnician's quote waits foryou ora managerbefore it
goes out.

e Discount limit: bigger discounts from managers come toyou.

e See costs, margins and reports: off means managers see prices and charges only.

e Show who did the work: "Serviced by" and the person's name on the report the
customergets.

e App lock: every team phone asks for a fingerprint, face orthe phone's screenlock
when ServicePocket opens, and again after 5 minutes away. A phone with no screen
lock is asked to set one first.
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Approvals and Ask the office
Some things atechnician cannot do alone. They ask, and you or a
manager answer.

e Atechnician's quote waits for approval when Quotes need
approvalis on. They tap Send for approval.

e Foranything else onajob, they tap Ask the office and pick
Move to another time, Give a discount, Change the charge,
Reverse apayment or Correct the report. Liisianinei B

e They canalso ask fora day off, from More, then My skills and
days off.

(Techmcnanasks)—> Approvals |ammd Atechnician's quote

waiting for approval.

— ( Done onevery phone )

pmmEmEmE=E=== ~
| Approvals —»; Sendback :—P(Technicianchangesit)
\ 4

- ———

On Home, find Waiting for your approval, oldest first, or tap All approvals.
Openarequest. Fora quote, tap See it as the customer will.
Tap Approve and issue fora quote, or Approve.

H N N -

Ortap Send back to and the person's name, with a note that says what to change.

Adiscount above a manager'slimit goes to the owner.

Give out jobs, with suggestions

1 Openthejob and find Assigned to.
2 Tap Assign, or Change.
3 InWho does this job, pick one or more people, then tap Save.

Each person gets the job on theirphone the next time it syncs. Aclashis only awarning;
you can still assign.
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Pro: On Pro Team, the app suggests who fits the job and says
why, such as "Free TPMto 5 PM" or "Served them on 3 Oct". It
looks at skills, working hours, days off, otherjobs at that time,
licences, who served the customerbefore, nearby jobs and how
busy each personis. Amissing skill, a day off ora clash only
warns: you always decide.

To make suggestions better, set up yourteam's resources:

1 Onthe Team screen, tap Team skills. Pick a business type,
thentick a person's box for every service of that kind, oropen
ittopick single services.

2 Skills found from finished jobs show in dashed boxes. Tap
Keep all and the numberfound to keep them.

3 Openapersononthe Team screento set their Working hours
(Same as the shop unless you change it) and Days off, with +
Add a day off.

Who does this job
Friday, 1:00 AM101:00 PM - AC repar - needs 2 peoj

@ Suggested: Ben Santos, LizaRamos

Who does thisjob:
suggestedpeople,
withreasons.

Aperson with every service of abusiness type also gets the new servicesyou add toit

later.

Sync and the sync chip
Changes go up and come down by themselves whenever a phone
has signal. The chip at the top of Home shows how it is going:

e Synced and atime: everythingis sent.

e Offline, with how many changes are waiting: keep working.
They goup whenyou are back online.

¢ Needsyou: a change could not go through. Tap the chip to
see it. Your otherwork is not held up.

When two people changed the same thing, the app shows
Changed by two people and lets you keep one whole version. To
send now, tap the chip, then Sync now.

On the Team screen, a person not synced for 3 days or more shows
anamberline, soyou can check onthem.
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Remove a member, or hand over the shop
Toremove someone, such as Ana:

1 Onthe Team screen, tap Ana's name.
2 Tap Remove Ana from the team, then Remove Ana Cruz to confirm.

They lose access at once, and the shop's customers, jobs and photos leave their phone
the next time it connects. Jobs they did keep theirname, and jobs not finished yet go
back to Not assigned. Anything they changed offline and never sentis set aside foryou to
look at, neveradded onits own.

To correct someone's name, such as whenit was misspelled on the invite:

1 Onthe Team screen, tap theirname.
2 Tap Name,type the name asit should be, and tap Save. This needs a moment online.

Theirphone shows the new name the next time it syncs. Quotes and reports already made
keep the name they were made with. Only you, the owner, can change a name; to correct
yourown, open More, Settings, then My account and tap Name.

To make someone else the owner:

1 Onthe Team screen, tap Ana's name.
2 Tap Make Anathe owner, then Ask Ana to take over. This needs a moment online.
3 Anataps Become the owner on their phone within 7 days, or Say no.

Until they accept, you stay the ownerand can tap Take it back. Once they accept, you
become a Managerwho sees costs and reports, and you cannot take ownership back
yourself.

Note: If your plan ends, the others can only look at the shop for 14 days. Renew within
those days and they carry on as before.

Whenyour plan covers fewer people
Sometimes yourplan pays for fewer personnel than yourteam has, such aswhen a

payment for extra personnel stops. Your shop keeps working, and only the people not
paid for are affected.

¢ [nvitesnotused yet are cancelled first.
e Thenthe people added most recently can only look at the shop for14 days, and they
see why on every screen.

o Afterthe 14 days they leave the team, as if you had removed them.
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OnHome, Needs attention shows who can only look and until when. To choose who
keeps working instead:

1 Tap Choose who stays, oropen Team and tap it there.
2 Tickasmany people asyourplan covers. The screen counts them foryou.

3 Tap Save.

You can change your choice any time inthe 14 days, and the 14 days stay the same. To
keep everyone, tap Pay again and pay for the people you need: they carry on atonce, and

what they did while waiting is sent.

( Payment stops ) —P( Invitescancelled ) —b( Latestadded canonlylook )

pTmTmEmEEEEEEE ~
14 days —»| Nothingdone 1—» Theyleavetheteam)
\ 7

L ——>
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12. Your data and backups

Your records live on your phone, locked. Keep a backup so alost or broken phone
never costs you your customers and jobs.

Your data stays on your phone
Everything you add, from customers and jobs to photos and

< Data and backups
Sample A S

e Aircon & Home Services

payments, is saved on your phone and locked (encrypted). The

app works with no signal, and you need no account.

That also means one thing toremember: if this phone is lost or

Protected backup

reset, everything onitis gone. Abackup keeps alocked copy

A Nobackup yet

If this phone s lost o reset, everything on
itis gone. Abackup keeps alocked copy.

somewhere else.

All your backup tools are in one place: tap More, then Settings, then oo

Data and backups.

Other ways tokeep your data

Move to anew phone
: ou

Note: In a team shop, yourrecords are also kept online foryour
s e 3
team. The team chapterexplainsit. Only the owner sees Data
and backups.
Dataandbackups:
every way tokeep
yourrecords safe.

Make a protected backup
Aprotected backup is one file that holds your

{  Protectedbacku
Lock

£  Protectedbackup
Saved

Backup saved

whole shop, locked with a passphrase you choose.

[ ServicePocket-2026-T1-12.spbackup
Documents- 2.3M

Nobody can openit without the passphrase, not

Typeitagain

Madeon 12Nov 2026,12:20 AM
0..0(1)

even ServicePocket.

30.82:0

1 InDataand backups, tap Back up now.

Whatgoesin

2 Typeapassphrase of atleast10 characters. b it

Several words work well, such as "mango
jeepney blue tuesday".

Create the backup

3 Typeitagain.
Leave Include photos on, unless the phone is

e Backup saved,

short of space. Without photos, reports open passphrase, with the file

but show no photos. anddecide on name and
photos. folder.

5 Tap Create the backup, and keep the app
openwhile it works.
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6 Choose afolderforthe file. Android does not let apps save into the Download folder
itself, so pick ormake a folderinside it.

The file is named after the day, such as ServicePocket-2026-11-11.spbackup. Only a
saved file counts as a backup.

Tip: Write the passphrase down somewhere other than this phone. Then copy the file
off the phone, to online storage ora computer, with Share the file.

With Remind me to back up on, Home reminds you after14 days or 10 finished jobs,
whichever comes first.

Restore abackup
Restoring replaces everything on this phone with whatisin the 7
backup. —

Shop Sample Aircon & Home Services

1 InDataand backups, tap Restore from abackup and choose

Customers -jobs 30.82

the .spbackup file. 0
2 Typethe passphrase forthat backup, then tap Check the

30-82

backup. Nothing on the phone changesyet.

Nothing

3 Look at This backup holds: the shop, the day it was made, and A

Back up this phone first to keep a copy of
whatis onitnow.

its customers, jobs and photos.
4 Tokeep acopy of whatis onthe phone now, tap Back up this

phone first. e
5 Tap Replace with the backup.
The backup checked:
Whenitis done, the app shows Restored and checked, and your whatitholds, before

follow-up and appointment reminders are set again. Tap Go to anything changes.

Home.

( Restore fromabackup ) —>( Choose the file ) —P( Type the passphrase )

md Checkthe backup —P( Replace withthe backup ) —>( Restoredandchecked )

pTmTmEEEEEEEEE=E= ~
| Check thebackup —, Wrong passphrase \— Type the passphrase again )
\ 7

- -
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Online backup

Pro: Online backup is part of Pro and Pro Team.

With online backup on, a copy of yourrecords and photos goes online by itself whenever
you have signal. Itis kept on ServicePocket's serverin Singapore, and only you can open
it, by signing in with your number. You can also use a second phone with the same shop, so
you have 2 phonesin all.

1 InDataand backups, tap Turn on online backup.

2 Signinwithyourmobile numberand the code we text you.

3 Tap Put my shop online. Use a strong signal or Wi-Fi for the first copy. Photos can
follow later.

To get your shop back on anew phone, install ServicePocket, tap Signinto my shop on
the first screen, and signin with the same number. The app says We found your shop. Tap
Bring my shop here.

To stop, tap Turn off online backup. Your shop stays on this phone and keeps working. The
copy online is kept for 90 days, so you can change your mind, oryou can delete it at once.

Move to anew phone
Without online backup, move with a protected backup file.

1 Ontheold phone, open Data and backups and tap Move to a
new phone.

2 Tap Start: make the backup. Itincludes photos. Choose a
passphrase you will remember.

@ Keep the old phone until the new one shows
customers andjobs. Then delete

3 Getthe file tothe new phone, forexample through online
storage oracable.

4 Onthe new phone,install ServicePocket and tap Moving from
another phone? on the first screen. Then tap Restore from a

backup and choose the file.

Keep the old phone until the new one shows your customers and

Move toanewphone,
jobs. Then delete the data on the old phone, as the last section step by step.

explains.

Export to a spreadsheet
ACSV file opensin any spreadsheet app, so you oryour bookkeeper canread your lists.
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1 InDataand backups, tap Export to a spreadsheet (CSV).

< Exporttoaspreadsheet

Under What to export, tick Customers, Jobs and Payments.
Under Period, pick All time, This month, Last month, This year
orLast year. Customers are always all of them.

4 Tap Save the files and choose a folder.

Note: ACSV fileis not locked. Anyone can openit, so share it only

ACSV fileis plain text anyone can open. Share

with people you trust. Itis not for tax filing.

@ Amountsin PHP with 2 decimals; dates and
timesin Philippine time. Not for tax filing

Exporttoa
spreadsheet: what
andwhich period.

Archive, delete a customer, or delete everything
Archive hides a customer from your lists, while theirjobs, quotes and reports stay.

1 Openthe customerand tap the menu at the top right.
2 Tap Archive, and confirm. Toundoit later, open the customer and tap Bring back.

Delete permanently is for a customerwho asked to be forgotten. It removes them and
theirjobs, quotes, reports, photos, payments and follow-ups from this phone, and cannot
be undone.

1 Openthe customer, tap the menu, then Delete permanently.
2 Tokeep acopy,tap Export first.
3 Type DELETE, thentap the button with the customer's name.

Backups you made earlier still hold that customer. They are your files to delete.
Delete all data on this phone removes the shop, catalog, customers, jobs, quotes,
reports, photos, payments and settings. ServicePocket cannot bring them back.

1 InDataand backups, tap Delete all data on this phone.
2 Tap Backup first orExport to CSV if youwant a copy.
3 Type DELETE and tap Delete everything.
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What leaves your phone
Forashop onits own, only these leave the phone:

¢ Aboutandprivacy
Wh ne

The daily check-in
Once aday when online. It cannot be turned off.

e The daily check-in, once aday whenonline. It cannot be

Install D Random, not your name

turned off. It sends arandom install ID (not your name), your

Country and area Philippines

Air-conditioning,
Appliance repair, General

handyman, Mobile car
detailing, Home cleaning

country and area, your business types, the app version, and

Business types

counts forthe last 7 days: active days, jobs, quotes and o100
finished jobs. It never sends customernames, phone Loszaays A
numbers, addresses, prices, photos ornotes. e

e Crashreports, only if you switch on Send crashreports. They
are off by default, and carry no customernames, phones,

addresses or photos.

e What you choose to share, such as a quote PDF or a text from

your own phone. Aboutandprivacy: the
daily check-inand

To see this foryourself, or to switch crash reports on or off: crashreports.

1 Tap More, then Settings.
2 Tap About and privacy.
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13. Plans and prices

Runyour shop free for as long as you like. Pay only when you want online backup,
insights, nicer documents or a team.

Free, with nothing locked
ServicePocket has three plans: Free, Pro and Pro Team. There are
no ads on any plan. Whatever planyou are on, everything you made

Free

stays yours: you can always see, change, back up and export your

' Jobs, quotes, repor
v Backupstoafileyoukeep

ownrecords it

More with a paid plan

To see yourplan:

1 Tap More, then Settings.
2 InthePlancard, tap yourplan. The Your plan screen opens,

with the prices foryour shop.

Note: The prices here are for the Philippines, and they may

change. The Your plan screen always shows the prices that apply
Your plan, with the

toyourshop. Buying may not be openyet: then the app says
pricesforyour shop.

Buying opens soon, and your shop keeps working as itis.

Free is forrunning your shop on your own, and you never have to pay:

Jobs, quotes, reports and payments, with no limit.

Yourlogo on quotes and reports.
Backupsto afile you keep, and export to a spreadsheet.

Texts you send from your own phone.

Pro
Prois#349.00 amonth, or#3,490.00 ayear, foryou and 1personnel. Personnel are the

peopleinyourshop besides you, such as a manageroratechnician. You are never

counted.

Online backup, and 2 phones foryou.

Insights: what earns the most, and who comes back.
Your terms, warranty note and colours on documents, and the customer's signature

onreports.

Service plans foryourregular customers.
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e 30 textsamonth sent foryou.

Up to 4 personnel, at #99.00 a month foreach one more.

Pro Team
ProTeamis #699.00 amonth, or#6,990.00 ayear, foryou and 5 personnel, each on their

own phone.

Everything in Pro.

Insights foreach person.

Suggestions of who fits eachjob, from skills, hours and days off.
100 texts amonth sent foryou.

Up to 20 personnel, at #99.00 a month foreach one more.

Need more than 20 personnel? Add them one by one until youreach 20, then tap Talk to
us, and we raise it foryou.

How the price adds up

Only you pay; your personnel pay nothing. Ayear
costs the same as 10 months, soyou get two
months free.

Some examples, fora month:

Prowith1personnel: #349.00.

Prowith 3 personnel: #349.00 and 2 more at
£99.00,s0#547.00.

Prowith 4 personnel: #646.00. Thisis as big
as Progoes.

Your 5th personnel moves you to Pro Team: o GetPro: how e Change the

$699.00 foryouand 5, whichis #46.00 less oftenyoupay number of

than Prowould be. andwhatyou personnel.
get.

Pro Team with 8 personnel: #699.00 and 3
more at#99.00,s0%996.00.

To change how many personnel you pay for, open Your plan and tap Change the number

of personnel. More personnel cost the difference for the days left; fewer cost less from

the next payment.

You pay every month or every year. With Renews by itself off, you pay once for one month

orone year, and nothing more is taken. Paying once covers only you and 1 personnel on

ServicePocket user manual - 62



Pro, oryou and 5 on Pro Team. You can pay with GCash, Maya ora card, chosen in Google
Play.

The 30-day free trial

Afteryour10th finished job, Home shows a card:

Lorna Ramos - P750.00
1-2026-0079 .17 days

"10 jobs finished. Try Pro free?" The trial gives you

v Online backup and asecond phone
Waiting on customer 8 ¥ Insights: wh tearns the most, andwho
b

everything in ProTeam for 30 days, foryouand 5
personnel. It needs no card, and there is nothing to

cancel.

OnHome, tap the trial card.
Read Try all of it and What to expect.
Tap Start 30 days free, and signin with your

numberonce. We textyou acode.

o The free trial e 30daysfree:
cardonHome. try all of it.

( 10 jobs finished ) —?( Start 30 daysfree )

—>( Reminder 3 days before ) —

Trialends —>. Planpicked i

Y

— ( BacktoFree, nothingdeleted )

Each shop gets the trial once.

The trial includes no monthly texts, but you can still buy texts.

Aplanyoubuy during the trial starts the day you buy it.

Tap Not now on the offer, and it comes back after14 days.

Founding 100
The first 100 shops that really use ServicePocket after the launch get Pro Team free for 2
years, foryou and 5 personnel. It needs no card.

e The 2 years start the day we confirm your place.
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e 100 texts amonth are sent foryou in the first 3 months. After ¢ romangion
that, buy texts when you need them.
e Onceyourplaceisconfirmed, yourshop is like any other Pro

Team shop: there is no place number.

For now, you qualify by reaching 40 finished jobs and 20 days of
using the app, withinany 60 days in arow. Only real use counts.

1 OpenYour plan and tap Founding 100.
Watch your progress and the places left.
3 Whenthe screen says Youmade it, tap Claim my place, and

signinwith yournumberonce.

Founding100: your
progressandthe
placesleft.

We look at each shop beforeits place is confirmed, usually within a
day. To check your counts, claiming joins your phone's daily check-
ins to your shop: only the counts in them, never your customers,
prices or notes.

Your planthen shows Pro Team, free until the day it ends.

Founding 100 with more than 5 personnel
Your free Pro Team covers you and 5 personnel, whatever the size of yourteam, until its 2
years end. Each personnel above 5 costs #99.00 a month, paid through Google Play.

1 OpenYour plan and tap Change the number of personnel.

2 Pickthe number. The screen shows what you pay now, such as #198.00 a month for 7
personnel.

3 Tap Continue to Google Play and pay there.

If that payment stops, only the personnel above 5 are affected: they can only look at the
shop for14 days, then they leave it. You choose who stays; the people added last go first
unless you pick others. The team chapter shows how. Going back to 5 stops the payment.

When Founding 100 ends

Home reminds you 30 days and 3 days before, with the price of Pro Team foryourteam,
suchas #798.00 amonth with 6 personnel. On the last day, the payment for personnel
above 5 stops. Then choose Pro Team at your size, orgo on Free and keep every record.
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( Place confirmed ) —>( ProTeamfree for2years )

— ( Reminders 30 and 3 days before ) mmd Free ProTeamends

____________ o
1 1 .
FreeProTeamends —¥, ProTeamchosen i—» Yourteamcarrleson)

- e =

—— oy

‘ \
Free ProTeamends —; Nothingchosen — BacktoFree,nothingdeleted)
\

4

- -

Texts bought ahead

Texts sent foryou are reminders and messages ServicePocket sends to your customers
ontime, even when your phone is off. Any shop in the Philippines can use them, on any
plan. The follow-ups chapter explains how they work.

e 50 textsforf49.00.
e 100 texts for£95.00.
e 500 textsforP449.00, whichsaves£26.00.

Tap a pack, and Google Play shows its own payment sheet with the price: confirm there, or
close it to buy nothing. The texts are added once Google Play confirms the payment.
Texts you buy stay with your shop until you use them; they neverrun out by date. Pro's 30
texts and Pro Team's 100 texts come each month and do not carry over. Along message
can count as more than one text.

When a paid plan ends

Your shop moves back to Free, and nothing is deleted.

¢ Online backup stops taking new copies. The last copy stays online for 90 days, in
case youcome back.

e Yourpersonnel canonly look at the shop for14 days. Renew within those days and
they carry on as before.

¢ Insights and document extras stop, and the documents you already made stay as
they are.
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14. Settings, and when something goes wrong

Set the app up your way, and know what to do when areminderis late, the signal

drops or a backup will not open.

Find your way around Settings
Tap More, then Settings. The settings come in cards:

¢ Your shop: Shop details, Business types and Working hours.

¢ Quotes and customers: Quotes and reports (how your
documents look), How customers pay you and Customer
texts.

e New jobs: the reminders new appointments start with.

e Yourdata: Data and backups, and the app lock.

e Plan, Team and App: your plan, yourteam, Text size and About
and privacy.

Looking forone setting? Type in Search settings at the top.

Note: In ateam shop, managers and technicians see fewer
settings. The shop's setup belongs to the owner.

Shop details and business types
Your shop details print on every quote and report, so keep them
right.

1 InSettings, tap Shop details.

2 Checkthe Shop name, Phone and Email. Every shop needs a
phone number, so customers canreachyou.

3 TapLogotoadd orchange yourlogo. Asquare picture works
best.

4 UnderReviews, paste the Link to your review page, starting
with https://. Any site works. Leave it empty to turn the review
text off.

5 Addorchange the Shop address. Itis optional.

< Settings
Shopandapp

Your shop

Shop details
Sample Aircon & Hor

Working ho
Monto Sat 8 AMto 6 PM. Sunclosed

Quotes and customers

Settings, in cards, with
asearchatthe top.

< Shop details
Sample Aircon & Home Servic:

Shop details
Shop name
Sample Aircon & Home Services
Phone’ ) B
09175559000

Email (optional)

you@example.com

Reviews

Link to your review page (optional)

6 Tap Save.

Your country sets your money, address format, phone numbers and
public holidays. Itis fixed once your shop has a quote orajob.
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To add orremove a trade, tap Business types. When you tick a new one, the app offers
that trade's suggested services, soyou can add them to your catalog.

Working hours, holidays and days off
New appointments start inside your working hours, and the texts sent foryou follow them
too. Atime outside your hours is still allowed; the schedule screen only shows a note.

1 InSettings, tap Working hours.

2 Tap aday. Switch Openthis day on or off, then set Opens and Closes. A closing time
aftermidnightis fine: it shows as the next day.

3 Tocopy one day totherest, tap Use these hours for every openday.
Openall the time? Switch on Open 24 hours, every day.

5 Tap Save working hours.

At the bottom of Working hours, tap Holidays and days off. The national holidays come
from the official list. Out of the box, regular holidays are closed and special days keep

yourusual hours. Tap a holiday to choose Closed, Open, usual hours or Open, special
hours for that date.

To add a town fiesta, a declared day or your own vacation:

Tap Add a holiday or day off.
Pick whatitis: Local holiday, Declared non-working day or Day off.
Give it aName, such as "Pasig City Day".

H NN -

Set the First day, and the Last day for more than one day. Switch on Every year if it
comes back eachyear.

5 Choose how Your shop that day is: closed, usual hours or special hours. Then tap
Save.

Holidays show as a note on the schedule and a bar on the calendar. Nothing is ever
blocked.
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¢ Workinghours
Forappointment ti

< Holidays and days off @ < Holiday or day off
Open or closed on each holiday New

imes and texts

Open 24 hours, every day @“ G M N Whatisit?

New appointments can start at any time. —
. ” Local holid: | Declared -1 king d: )
National holidays, rest of 2026 e ponsorng YY)
Frots p——
( ay of

rom the officiallist. Tap one to change it
Days 9
Monday 30 BonifacioDay
8:00 AM10 6:00 PM Nov Mon - Regular holiday

Tuesday Feastof the

8:00AM106:00PM rehacillats

Wednesday ec  Conception of Mary istathouns For example: Pasig City Day

8:00AMt06:00 PM Tue - Special non-working

— day

Thursday 3

8:00AM1t06:00PM Christmas Eve When
Thu - Special non-working

Friday day First day i ast day (optional)

8:00AMt0 6:00 PM 11November2... Same day
Christmas Day losex

Saturday )ec  Fri-Regularholiday Every year

8:00AM106:00PM

Sunday Rizal Day
Closed ec

Wed -Regular holiday Yourshop that day

Last Day of the Year Closed
Thu- Special orking

Open, usualhours
Holidays and days off B
Regular holidays closed - next: Bonifacio Day,Mon >
20 New Your own days

Save working hours + Addaholiday or day off

0 Workinghours, o Holidaysanddays e Addaholiday or
onerow perday. off: the national day off.
listandyourown
days.

Text size and the dark look

< Textsize

1 InSettings, tap Text size.

Choose a size

O smal

2 Pick Small, Medium orLarge, and check How it looks.

The size is for this phone only, and the phone's own text size still

A
O Large

appliesontop. —

9:00 Fulldetailing athome
AM ElenaReyes - 14 Main Street

ServicePocket follows your phone's light or dark setting. To change
it, change the display setting on your phone.

Textsize: Small,
MediumorLarge.

How your documents look

Pro: Document colours, your terms, a warranty note and the customer's signature are
part of Pro. On Free, yourlogo still prints on every quote and report.

1 InSettings, tap Quotes and reports.
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2 PickaDocument colour: Blue, Green, Red, Orange or Grey. It
isused forheadings and lines.

3 TypeyourTermsonquotes, such as "Price valid for 15 days.
50% downpayment before work starts."

4 TypeyourWarranty note onreports, such as "30-day service
warranty onlabor."

5 Switch on Ask for a signature, so the customer signs on your
phone when ajob is finished. They can always skip it.

6 Tap Preview asamplereport tocheck, thentap Save.

Changes apply to new quotes and reports. Documents already
issued keep the look they had.

Reminders that come late

Some phones put apps to sleep to save battery, and hold their
reminders until you open the app. If yourreminders come late, let
ServicePocket wake up at the right minute:

1 InSettings, find the New jobs card and tap Reminders on
time.

2 Tap Openphone settings.
Turn on Allow alarms and reminders for ServicePocket.
Come back tothe app. The row now says Reminders arrive
when they should.

Areminder due within 2 days then shows a small alarm icon at the
top of the phone until it goes off. If areminderis everlate again,
check that this is still on.

Docut
Used es.

Terms on quotes

Quotesandreports:
colour, terms,
warranty note and
signature.

< Reminders ontime
J s

A Notallowed yet
Onsome phones a reminder can come late, or
only whenyou open the app.

Whatto do
ﬁ Tap Open phone settings.

o Turn on Allow alarms and reminders for
Service Pocket

o Come back here

Why this matters

Some phones put anapp to sleep and hold its
reminders. This lets ServicePocket wake up at
the right minute.

Open phone settings

Notnow

Remindersontime,
allowed.

No signal, a sync problem, or a backup that will not open
No signal. Keep working: the app works fully offline. Afew things need amoment online,

suchassigningin, buying aplanand, in ateam shop, issuing a quote or giving anew job its

number. Until then, a new team job shows Number when online.

A sync problem (team shops). When the chip at the top of Home says Needs you, tap it.
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e Changed by two people: pick which version to keep, theirs or Use mine instead.
¢ Not takenby the server: read Why. Often yourrole cannot make that change, and
you can ask the office instead. Tap Undo my change to take the shop's version again.

A backup that will not restore. Nothing on your phone changes until abackup is checked,
soyou cantry again safely.

e Wrong passphrase: check capital letters and spaces, then try again.

e The fileis damaged or The file isincomplete: try another copy of the file.

e Made by anewer app: update ServicePocket, thenrestore.

¢ Not enough space: free some space on the phone and try again.

¢ Not a ServicePocket backup: choose the file that endsin.spbackup.

¢ The file could not be read: if the file isin online storage, download it to the phone
first.

Getting help

1 Tap More, thenHelp.
2 PickaHowdol... topic,ortypein Searchhelp.
3 Follow the steps, ortap Take me there tojump to the right screen.

Busy screens also have a ? at the top, with help forthat screen. The full usermanual isin
Help too.

Still stuck? Write to support@servicepocket.app. You also find the address in Settings,
under About and privacy. Tell us your phone model, the app version shown there, and
what you tapped before the problem.
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15. Words usedin the app

What the words on your screens mean, in plain terms.

Jobs and the schedule

Job: one piece of work fora customer, from the first call until it is finished or
cancelled. Eachjob hasanumber, suchas J-2026-0112.

Inquiry: ajob a customer asked about, with no quote yet.

Quoted: ajob whose quote youissued, waiting for the customer's answer.
Approved: ajob whose quote the customeraccepted.

Scheduled: ajob with atime booked.

Inprogress: ajob you started, withits work order open.

Completed: a finished job, withits service report.

Cancelled: ajob that will not go ahead, with the reason.

Customer: a person or business you work for.

Unit or place: the thing or place you service fora customer, such as the bedroom AC,
a2-bedroom condo, the kitchen sink or the family car.

Working hours: the hours your shop is open. New appointments startinside them,
but nothing is blocked.

Day off: a date your shop orone person does not work. Holidays come from the
official list; you add your own days.

Follow-up: a date to getintouch with a customer again, such as the next aircon
cleaning.

Next service date: a follow-up you set on the work order. It prints on the service
report.

Service plan: a set of visits fora regular customer, such as cleaning every 3 months.
Eachvisitis anormal job. Part of Pro.

Quotes, work and reports

Quote: what you will do and what it costs, before you start. Itis an estimate, not an
invoice. Its numbermatches the job: Q-2026-0112.

Draft: a quote you are still working on. Only the preview shows DRAFT.

Issue: fix a quote soit neverchanges, ready to share.

Revise: make a new version of anissued quote, suchas Q-2026-0112-R2. The older
one staysin history.
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¢ Void: withdraw a quote made by mistake. It staysin history, marked VOID.

e Expired: a quote pastits valid-until date. The customer can still acceptit.

e Optionalline: aline on a quote the customermay take orleave.

e Customline: aline typed on one quote only, not taken from the catalog.

e Deposit: part of the price you ask for before the work, printed on the quote. You
record itas apaymentwhenitcomesin.

e Work order: the job's on-site record: checklist, photos, items used, labor and notes.
It opens whenyou start the job.

e Checklist: the steps toansweronawork order: Yes, No or N/A. Arequired step you
skip needs areason.

e Job timer: a stopwatch on the work order that fills in the labor hours.

e Service report: the PDF you give the customerwhen ajob is finished, numbered like
the job: SR-2026-0T12. It shows no prices, and itis not an official receipt.

e Correction: anew version of a finished job's report, such as SR-2026-0112-R2, with
what changed on top.

Catalog

e Catalog: everything your shop offers, with your own prices.

e Business type: atrade your shop works in, such as aircon service or car detailing.
Each one suggests services to start your catalog.

e Service: work youdo, suchas AC cleaning, split type.

e Product: something you sell to the customer, such as aremote control.

e Material: supplies used onjobs, such as cleaning chemicals orwire.

e Choice: one version of anitem withits own price, suchas 1.0 HP and 1.5 HP, or sedan
and SUV.

e Package: several items sold togetherat one price.

e Costonly: amaterial counted in your own costs but nevercharged, and neveron the
quote orreport.

e Archived: hidden from yourlists and pickers, but keptinyour history. You can bring it
back.

Money

e Charge: what the customer pays forajob. It starts from the accepted quote's total.
Changing it needs areason, and the old amount staysin the job's history.
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e Payment: money yourecord as received, by cash, GCash, Maya, bank transfer or
anotherway. Itis yourownrecord, not checked with a bank.

e Reversal: how awrong paymentisundone. Payments are never edited or deleted,
so the history always adds up.

¢ Not paid, Partly paid, Paid: how much of the charge you have recorded as received.

e Stillto collect: what customers still owe for finished jobs.

e Statement: one PDF listing what a customer still owes across theirjobs.

e Receipt: a GCash, Maya orbank receiptyou share to ServicePockettorecord a
payment.

e Direct costs: the materials, laborand other costs of ajob.

e Labor: hours worked times your cost perhour.

e Estimated direct margin: the charge less the direct costs. It shows only when the
costs are known; a missing costis never counted as zero.

Texts

o Textstosend: messagesthe app writes foryou to send from your own phone, on
yourown |oad.

o Texts sent for you: messages ServicePocket sends on time by itself, even when your
phone is off. You buy them ahead, and paid plans include some each month.

e OKtosend texts: the customer'syes to getting texts. Without it, the app does not
offerto text them.

Team, data and plans

e Owner: the one person who runs the shop in the app, with everything, costs and
reportsincluded.

e Manager: runs the office and the schedule. Sees costs and reports only if the owner
allows.

¢ Technician: does the field work on the jobs assigned to them. Never sees costs or
reports.

e Personnel: the people inyour shop besides you. Plans count personnel; you are
never counted.

¢ Invite code: the code anew memberusestojoinyourteam. It works once, for7
days, with one phone number.

e Approvals: requests from technicians waiting for the owner ora manager, oldest
first.
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Ask the office: how a technician asks to move avisit, give a discount, change a
charge, reverse a payment or correct areport.

Sync: how team phones send and get changes. It happens by itself whenever there
is signal.

Set aside: changes from a phone that left the team. Nothing reaches the shop until
the owneraddsit.

App lock: a fingerprint, face or screenlock asked forwhen ServicePocket opens.
Protected backup: one file with your whole shop, locked with your passphrase. Its
name endsin.spbackup.

Passphrase: the words that lock and unlock a protected backup. Nobody can open
the backup without it.

Online backup: a copy of your shop kept on ServicePocket's server, soit comes
back whenyousignin onanew phone. Part of Pro.

Daily check-in: the small daily count of how much the app was used, with no
customer details.

Free trial: 30 days of everything in Pro Team, offered afteryour 10th finished job.
Founding 100: Pro Team free for 2 years, for the first 100 shops after the launch that
reach the goal by real use.

Make it yours: the checklist on Home of things that make the app fit your shop, such
asyourlogo and prices.
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