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Creating a Sub-Job 

From the main job click 
on “Other actions” and 
select Create sub-job. 

Enter the identifier for 
the sub-job. 

The Create sub-job menu will 
come up, from here you enter 
the identifier for the sub-job, this 
can be text or numbers e.g. v01 
or “extra lights”. 

The tick boxes allow you to select 
what you want to keep from the 
main job. 

Click “Create sub-job” 

NOTE: For Quote type jobs, only the Costing line 
items it will be duplicated. All Job sheet line 
items for a quote job are ignored.  Even if a 
costing line item has been accepted and invoiced 
from the job sheet, if you create a sub-job and 
choose uninvoiced line items, it will still only take 
the Costing line items.  
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The Sub-Job 
Unique Job Number and 
Identifier.  

Note you can still add a 
prefix or suffix. 

You now have a completely new job with the original job number plus 
identifier. You can now treat this job the same as any other job— add line 
items, assign employees, schedule, create quotes and invoices as you would 
normally do. 

Note: the sub-job identifier cannot be changed once the sub-job is created.  

If you want to number your sub-jobs, e.g. 1, 2, 3  etc., and if you think you 
may have more than nine sub-jobs, we recommend that you add a leading 
zero, e.g. 01, 02 so that in Find Jobs and on the reports the sub-jobs will be 
listed in the correct order of the identifier.    

If you are using words as an identifier, remember they will be listed on 
reports in alphabetic order, so if you want the sub-jobs to be listed in a 
specific order, use a number before the text.  E.g. “01 Post holes” “02 
Concrete” “03 Fence palings”.  Without the numbers, the order of the  
sub-jobs would be “Concrete” “Fence palings” “Post holes”. 

An Idea for using Sub-Jobs 

Split the main job up into stages for scheduling e.g. Pre-wire, 
fit-out, under-slab, close-off and so on, these sub-jobs can then 

have employees assigned to them and scheduled to the appropriate 
date and time. 
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Scheduling 

— from the job 

From the Schedule tab, 
select the employees 
who will be working on 
this job. 

— from the Employee Schedule  
Using the “Jobs to Schedule” function 

Click and drag to select a 
period on the schedule. 

Right click to access the 
drop down menu. 

Select “Assign Time” and 
the appointment will be 
created. 

Open the Employee 
Schedule from the top 
menu bar.  

Select the employee you 
want to schedule jobs 
to. 

Click on the “Jobs to 
schedule” button. 

Use the search and filter functions to find the jobs you wish to schedule. 

Simply drag and drop the job from the Jobs to Schedule window onto the schedule at the day and 
time you want. 
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Working with the Schedule 

— from the Employee Schedule  

Open the Employee Schedule from the top menu bar.  

Select the employee(s) you want to schedule jobs to. 

Click and drag to select a period on the schedule. 

Right click to access the drop down menu. 

Click Jobs and then Search, this will open the “Find 
Jobs” window and allow you to search and find the 
job you want to add to the schedule. 

You can copy and paste 
appointments from one day to 
another or from one 
employee to another. 

Or you can drag and drop 
appointments to move it from 
one day to another or from 
one employee to another. 

Scheduling 

If you open the schedule using 
the Floating option you will be 
able the drag the schedule to a 
second monitor. 
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Assigning Activities to an appointment 

Assigning Activities 
to job appointments 

is a good way of 
tracking jobs. 

Right click on an existing job appointment 
and select “Jobs” then click in the “Select 
Activity” drop down menu. 

Select the activity from the menu. 

The activity will be 
displayed next to the 
time in the green info 
panel at the bottom 
of the schedule. 

The Weekly Schedule Report 

The Weekly Schedule Report is located in 
SmartBiz Management Reports, along other 
reports to help you control your business. 

The report has been designed to print seven 
days but longer periods can be viewed on 
screen. 

Working with the Schedule 
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Creating Progress Claims 

— using SmartTrade Ultimate 

After you have created and accepted your quote as you would normally do, you can create your 
Progress Claims. 

The Summary tab is available on each quote job, summarizing the “financial” values of the job.  It is 
from here that Claims and Retentions are calculated and created. 

The Claim invoice is not intended to replace Payment Claim documentation – it is a method by which 
the claim values can be calculated and the invoice exported to Accounting for payment.  

Enter the percentage of the 
job completed, this is used to 
generate the claim.  

Note: enter percentage 
complete not the claim 
percentage. 

The claim number and the date are auto-generated but can be overridden.    
Select % type you wish to use, Job Complete % value or Cost Type %, to 
calculate the claim.  
Enter the Retentions criteria if you wish to include a retention.  
Click Create Invoice. 
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Creating Progress Claims 

— using SmartTrade Essential 

(A) Selecting line items: you can put an actual quantity against the line items or post supplier invoices 
to the job sheet and then select the items you want to invoice. 

After you have created and accepted your quote as you would normally do, you can create your 
Progress Claims. 

You create these as normal invoices by just selecting the items you want charge (A) or by adding a line 
item for the Progress Claim (B). 

(B) Adding a Line Item: just add custom line item to the job sheet with the description you want  to 
appear on the invoice and the total sell price excluding GST of the claim. Then select that item and 
create your claim invoice. 

Add the line item to the top of the job sheet so it doesn't get lost amongst the other items. 

In both SmartTrade 
Ultimate and Essential the 
invoices  can be viewed in 
the job under the “Search 
for” menu 
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Reporting 

— The Job Summary Report 

From the Find Jobs screen, search for all the jobs in the project.  

Enter the job number with 
no identifiers in the search 
field to find all the jobs. 

Select the Sub-Job Summary Report 
from the list. 
If the report is not in the list ring SmartTrade Support 

The Sub-Job Summary Report shows you the totals for each job and totals for the whole project. 

In the Preferences for the Job 
Card tick here to include  
un-posted supplier invoices and 
timesheets in the reports. 

This saves you having to post all 
the supplier invoices and 
timesheets to the job sheet. 



 11 

 

Reporting 

— SmartBiz Management Reports 

Select the report you want and click “Run” 

In SmartBiz there are three reports 
to help you manage your projects 
and payment claims. 

Enter the Job Number and click “Preview” 

See overleaf for a sample of the Sub-Job Costing Report 

The Sub-Job Costing Summary Report — shows all accepted quotes, invoices, costs and profits on the 
individual jobs and an overall summary of the project. 
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Reporting 

— The Sub-Job Costing Summary Report 

Projected Sales = Accepted Quotes 
Broken down into labour and materials 

Actual Sales = Confirmed Invoices 
Broken down into labour and materials 

Quote number and date 

Invoice number and date 
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Actual Costs = Actuals on Job Sheet, 
supplier invoices and  timesheets 

Projected Costs = Quoted Cost 
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Reporting 

— The Project Payment Claim Summary Report 

Enter the job number  
and click “Preview” 

The Project Payment Claim Summary Report — allows your to keep track of quotes, claims, invoices, 
on the individual jobs and an overall summary of the project. 

All quotes and charge-up jobs for the project 
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All claims and invoices for the project 

Invoices with a status of Paid 
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Reporting 

— The Project Payment Claim by Period Report 

Enter the date range for the Payment 
Claim Period, the project job number 

and click “Preview” 

Claims and invoices made prior to the claim period 

Claims and invoices in the claim period 

All quotes and charge-up jobs for the project 

Invoices with a status of Paid 


