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Make Safe Coordinators Responsibility
Creating and sending an allocation — Make Safe

1. Within the job, select ‘Allocations’

AJGO0101 240 Waterworks Rd, Ashc

Test Client | 123456
= Locuments .

Allocations
‘D History
o Share & Sync Summary Show All
Authorised Works
Allocation Type..
& Cztimates

Allocations
# Quote Requests

© There are no zllocations
A Work Orders

B schedules

Allocations

# Allocations

/" Allocation Werk Orders
Inventory

W Assets/Equipment
2. Select ‘Make Safe’ as the allocation type and click ‘Create New Allocation’

Allocations

Summary Show All | | Hide All

Make Safe v [ Create Mew Allocation
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3. Complete the allocation details and click ‘Update’

Note: Limit = make safe authority limit with the IC

Allocation

Allocation Type *

Make Safe h
Label *
Make Safe x
Assign To Contact
§2,00000 | X
Attend site and install tarp on roof x
B | x
21 Do k= Week | +1 Month || -1 Month
Customer First Contacted Time
© | x

Mow || +15 Min || -15 Min || +1 Hour | -1 Hour | Nearest Hour

Start Of Day || End OF Day

If the make safe has already been completed (e.g., after hours night before), also enter the site
attended/start date and time, the completed date and time, works completed section and click ‘Update’

Site Attended / Start
Site Attended / Start.. m
Today || +1 Day |[-1 Day || +1 Week || -1 Week || +1 Month || -1 Month
Site Attended / Start Time
Site Attended / Start Time.. ©
Mow || +15 Min ||-15 Min || +1 Hour || -1 Hour || Mearest Hour
Start OFf Day || End Of Day
Completed
Completed... ﬂ
Today || +1 Day || -1 Day || +1 Week || -1 Week || +1 Month || -1 Month
Completed Time
Completed Time... 0]
Mow || +15 Min || -15 Min || +1 Hour || -1 Hour || Nearest Hour
Start Of Day || End Of Day
Works Completed

Works Completed..
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4. To assign the make safe allocation to a staff member, select the pencil next to ‘This allocation is currently
not assigned’, select the user and select ‘Change Assigned’

Allocations

Summary AD058 | Make Safe Make Safe x Show All | | Hide Al

A0058 I Make Safe © Thisallocation is currently not assigned

Created by Paige McDonald @ 10th Jan, 2023 4:13 pm

Allocation Work Orders
Allocation Type * O There are nowe

Make Safe

Change Allocation Assigned

Assigned *

Paige McDonald

Paige McDonald (Me)

Cancel | Change Assigned

5. To add a linked document/s to the allocation (a document that has been previously uploaded within the
documents section within the job),

a. Select ‘Edit Linked Document’

Upload & Link

Group By | Document Type - Show Obsolete B View Photos

© There are no documents

b. Select the document/s and click ‘Update’

Edit Linked Documents

1 Selected Select All Select Mone

Group By | Document ¥ Gallery Expand All Collapzs All

~* Contracts 2 Documents

* Invoices 1 Document
* Purchase Order 1 Document
~* Scope of Works 1 Document

6. To add a new document/s to the allocation
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a. select ‘Upload & Link’

Linked Documents Edit Linked Documents

Group By | Document Type - Show Obsolete B View Photos Upload & Link

© There are no documents

b. Drag and drop the file or select file from a folder

Add Documents

E Sync Options

Sync documents to a linked contact

Contact. -

Files

& Dropfilesor | Choose Files

Max file size 100MB

c. Select Document Type and enter description

Preview

Test picjfif
-

Creating an estimate
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1. Scroll down to ‘Allocation Estimate’ section

2. Enter then room as the category name and select ‘Add Category’

Allocation Estimate

[ share Estimate

. Select from templates... vI Import I

4 Label Make Safe
Notes Make Safe
Assigned To Assigned To...
Paige McConald (Me)
Tags ‘ Mo Tags
Created Created by Paige McDonald @ 10th Jan, 2023 4:13 pm

Roof ‘ Add Category Add Preliminaries Add Insurances

@ Create a category to begin

3. Select ‘New ltem’

. Category Name... IAdd Category I Add Preliminaries || Add Insurances
0 Items Material b $0.00 $0.00
Labour 1 $0.00
=] Roof

Additional Notes...

[ | ® |

4. Select ‘Predefined Item’

5. Select ‘Trade’

6. Click ‘Show All’, select the predefined scope line and click ‘Add Item’ - If there is no predefined
scope line, you can change ‘Predefined Item’ to new item and manually create the required scope

“ Roof

Additional Notes... Material 1 ml
wer 1 [ERY

Hide MNew ltem Predefined Item lect from predefined items..

Roof Tiler I

All (No Category)

Reference Number...

Search.. Show Al Exact Match

Remove and replace (material and size) roof battens to the {location) elevation - approximately [Lm]

Remave and replace capping's to the (location) elevation to match the existing colour and profile as close as possible - approximately [Lm]

Remove and replace sarking to the (location) elevation - approximately [m2]

Remave and replace the damaged roof tiles to the (location) elevation to match the existing colour and profile as close as possible - approximately [m2]
Remave and replace the entire roof, inclusive of capping's, flashings and valleys to match the existing colour and profile as close as possible - approximately [m2]
Remave roof tiles from the (location) elevation and install over the damaged area to create uniform appearance - approximately [m2]

Roof Tiler -

7. Update the description as required
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Material 1 $0.00 $8a76 %

= Roof Tiler
Labour 1 $8476
E Roof Tiler - Attend site and tarp roof x v
Notes... $0.00 | e - o 1 5000 $84.76
Item Type.. - $81.50 | hr - 1 1 $8476
8. Enter the Estimate
B. Roof Tiler Material bl 560.00 $568.56 X
abour 1 §508.56
8 Attend site and tarp roof x v
Motes... 60.00 | ea - 1 1 $60.00 $558.56
item Type... - 56150 | hr - [ | 308,56

9. Lock the Estimate

Allocation Estimate

_ - Share Estimate

Select from templates. 'I Import l

- Label Make Safe

Notes Make Safe

Assigned To Assigned To...
Paige McDonald (Me)
Tags ’ Mo Tags
Created Created by Paige McDonald @& 10th Jan, 2023 413 pm
* Margin

¥ Cateaories

10. Select ‘Assign to Work Order’

Allocation Estimate

4 Label Make Safe
Motes Make Safe
Assigned To Assigned To..

11. Select the trade as the ‘Assign To’ and click ‘Assign’
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Assign Work Order *

Work Order
New Work Order
Assigned Type
External v %

Test Trade Q x

Cancel Assign

~ Test Trade Compliance Summary O | view Contact

© Mo compliance records

12. Enter the Start and Completion Date and add any additional notes for the subcontractor

AJG0101-0063

Assigned To B Test Trade

Start Date 11)am, 2023 | @B
Completion Date 11 Jan, 2023 ]
Motes

Allocation Work Order

Linked Document Linked Document..
Tags W | MoTags
Created Paige McDonald @ 11th Jan, 2023 10:54 am

If you need to check the trade availability, select ‘Check Availability’
AJG0101-0063

Assigned To B Test Trade

Start Date 11 Jan, 2023 =
Completion Date 11 Jan, 2023 ﬂ
Notes

Allocation Werk Order

A list of subcontractors will be displayed with the current number of open work orders. The

subcontractor list will be automatically filtered to the trade type/s within the work order and
repair dates entered.

13. On the right-hand side, you will have Sell amount, Cost amount and the Profit Margin based on the
approved estimate

AJG0101-0063

ey
Assigned To rd Check &
Sell Cost Profit Margin @
(. Total $243157 $1,87044 23.08% O M
Completion Date GsT © 522105 si00s W incGsT @
Notes Subtotal s221052 $1,70040
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14. You will have the option to reduce the subcontractor allowance by adjusting the material
allowance, hrly rate or hours. To do this, scroll down to the scope line item/s you wish to adjust,
click in the relevant cell and change as required.

~ Roof Tiler
E “ Roof

E Attend site and tarp roof

- 1 $60.00 $60.00 £386.00
v $50856 $326.00

NOTE: You will also have the option to increase the subcontractor allowance, however this
will not be updating the estimate and will result in a lower Profit Margin

If you need to reset the scope line allowance to go back to the original allowance, click on the
scope line and select ‘Reset’

» Roof Tiler
E 4~ Roof

E Attend site and tarp roof

MNotes..

15. If you have adjusted the allowance, the Cost and Profit Margin will be updated to reflect the
changes made

Sell Cost Profit Margin @
Total $2,431.57 $1636.63 32.69%
GST @ $221.05 514879 & IncGsT @
Subtotal $2.21052 $1487.85

16. If you would like to send a note relating to a specific scope line, type the note under the ‘Notes’
section beneath the relevant scope line

a Roof Tiler
E * Roof

E Attend site and tarp rocf
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17.Once you are ready to send to send the work order, select ‘Lock’ at the top of the page

Work Orders | All¢

Summary AJG0101-0063 | Draft

@ Linked Allocation | Make Safe G

AJG0101-0063

Assigned To B Test Trade

Start Date 11 Jan, 2023 I

Completion Date 11 Jan. 2023 |

18. Select ‘Preview PDF’

Work Orders | Allocation
summary AJG0101-0063 | Locked X AJG0101-0064 Draft X Show All | | Hide A

@ Linked Allocation | Make Safe Ga To Allocation

Work Order Is In Progress Edit Email Work Order || Notifty = ) || Create PDF

AJG0101-0063

e N

Total 262542 £424.60

19. Check the purchase order and if no adjustments are required, select ‘Generate’
If you need to adjust the purchase order, select ‘Cancel’

Cance Generate

LA

20. Once the purchase order has been generated, the purchase order document will automatically be
added as a linked document within the work order

AJG0101-0063

Assigned To B Test Trade

Start Date 111an, 2023 | B
Completion Date 11 Jan, 2023 ]
Motes

Allocation Weark Order

Linked Document [ ] Purchase

Tags ‘ No Tags
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21.Select ‘Allocate Work Order’ on the Sync banner

Work Orders | Allocation

Summary AJGD101-0063 Locked x Show All | | Hide Al

@ Linked Allocation | Make Safe Go To Allocation

Work Order Is In Progress i Email Work Order || Notty | @) | CrestePDF | PreviewPDF | ~

Allocate Work Order

AJG0101-0063 Sell Cost Profit Margin_ = @

22.Select which costs and quantity to include, attach additional documents and notes and click ‘Send’.
The work order will now be on the trades portal to either accept or decline

H x
Sync to Linked Contact
Sync Related To
Job
Sync Action
Allocate Work Order
Work Orders
AJGD101-0063 (Test Trade)
Include Labour Cost
Include Labour Quantity
Include Material Cost
Include Material Quantity
Documents
0 Selected Select All || SelectNone | =
Group By | Docur ¥ Gallery Expand All Collapse All
- Contracts 2 Documents
~ Invoices 1 Document
X hase Order 2 Documents ™
Note
Note..
Reset Send
Close

23. Select ‘Go to Allocation’

Work Orders | Allocation

Summary AJGD101-0063  Locked x Show All | | Hide Al

@ Linked Allocation | Make Safe
Work Order Is In Progress Edit
= Sync

AJG0101-0063

Assigned To B Test Trade

24. Work order will now be displayed under ‘Active’

Allocation Work Orders

Allocation Type * - Active (1)
Make Safe v
o B & AJGO101-0063 | $424.60 | Test Trade 11th Jan 2023 - T1th Jan 2023 32.11%

Created by Paige McDonald @ 11th Jan, 2023 10:54 am

Make Safe x
Assign To Contact = Cancelled (0)
Assion To Contact... Q
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25. Update the Allocation Status to ‘Allocated’, by selecting ‘Change Status’. It is important that the
allocation status is updated throughout the make safe, for reporting purposes

AJGO101 240 Waterworks Rd, Ashgrove, QLD, 4060 (North Brisbane) ©

© 1 Hour Behind N Open |
Test Client | 123456
~ Summary B Allocations
Summary  AO0SS | Make Safe [Miskesatel AD0S58 | Plumbing Report [FUmbIG Rest] % ShowAll | | Hide A
AD058 | Make Safe B2, »
Created by Paige McDonaid @ 10th Jan, 2023 &:13 pm
Allocation Work Orders
Aliocation Type * ~ Active (1)
Lm" L B & AJGO101-D063 | 542460 | Test Trade
Created by Paige McDonald @ 11ih Jan, 2023 1054 am
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