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Standard Edition

Pool Notes, Standard Edition supports a single user, but unlimited customers and pools. If you
are a one man show and you handle all of your company’s work yourself, then this is the edition for you!
This guide will walk you through setting up and accessing your account, adding customers and pools to
your account, creating your daily routes, and provide a basic overview of the Pool Notes Ticket system.

All of these instructions apply to Pool Notes, Corporate Edition as well. Features that are
exclusive to Corporate Edition will be explained later in this guide.

Setting Up your Pool Notes Account

1. Once you have purchased a Pool Notes plan, you need to submit a Setup Request for our technicians.
There are several ways for you access the Setup Request Form:

a. When you first purchase your Pool Notes subscription, you will see a link immediately after the
checkout process.

Home | Shop | Questions? (480) 447-0032 Welcome Billy | My Account | Logout

Thank you for your purchase!

Your Pool Notes Standard Edition Software Subscription is valid until Monday, June 26, 2017

Setup your new Pool Notes account now!

b. Whenever you are logged in to PoolNotes.com, you can click “My Account” in the upper right
hand corner of the screen. A link to the Setup Request Form will appear on your “Account
Details” page.

Pool Notes Status
Subscription Level:Pool Notes Standard Edition
Current Subscription Ends:Jun 26, 2017

Your Pool Notes Account has not been setup!
Click here to begin setup process

2. Complete the Setup Request Form. Here is a description of each field on the form:
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a. Full Business Name — This is the full name of your business. It will be displayed on your Pool
Notes Account whenever you are logged in.

b. Business Abbreviation — This is the abbreviated version of your business name. This
abbreviation will serve as the web address you will use to access your Pool Notes Account. For
example, if you use “abc” as your abbreviation, you will access your account by typing
“abc.poolnotes.com” into your browser’s address bar. The abbreviation must follow these
rules:

e It must contain at least three letters or numbers.

e It cannot contain any spaces or special characters

e It must be unique (not being used by any other Pool Notes Customer)
You will be told if your abbreviation violates any of these rules when you try and submit the
Setup Request Form.

Setup your new Pool Notes Account

Completing this form will give us all the information we need to setup your new Pool Notes account.

Full Business Name: Please provide the full name of your business.

This is the abbreviated version of your Business name. The abbreviation will be
used to create the web address that you use to access your Pool Notes account. For
example, if you list the abbreviation "abc", you will access your Pool Notes account by
going to "abc.poolnotes.com™
« It must contain at least 3 letters or numbers

Business Abbreviation:

« It cannot contain any spaces
« It cannot contain any special characters
It must be unique (not used by any other Pool Notes account)

suBMIT CANCEL

3. Once the Form is completed, hit the “Submit” button at the bottom of the page. If there are any errors,
you will be redirected to the form and asked to enter new or corrected information. If there are no
errors, you will see the message “Account Setup Form Submitted”. Our technicians will then use the
information you provided to setup your account. This process can take up to 24 hours and you will be
emailed once the setup is complete.
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Logging in to Pool Notes

You can log in to your Pool Notes tools from any internet browser; either on your desktop computer, or
your mobile device. In the browser’s address bar, type the business abbreviation that you entered in
the Setup Form, followed by “poolnotes.com”. For example: if you entered “abc” as your abbreviation,
enter the address “abc.poolnotes.com”.

Vo Creae—— LB C———

& C' [} https://www.google.com € C'  [J abc.poolnotes.com

The default page that loads is the Login page. Enter your Pool Notes username and password to log in.

Adding Customers

A Quick Note about Customers VS Pools in Pool Notes

Pool Notes divides each of your accounts into two separate pieces of information: Customers
and Pools. A “Customer” contains information about the customer, but not the pool. For example, a
“Customer” in Pool Notes has a phone number and an email address, where a “Pool” does not. “Pools”
contain information about the pool, but not the customer. In Pool Notes, you will create “Customers”
and then add “Pools” to their account. This approach has several advantages. For example, if you have
a single customer that owns multiple pools that you service, you only need to enter the customer’s
billing and contact information once.

Click on the “Customers” link on either the home page, or on the navigation bar on the left side of the
screen.

Demonstration Pool Service

PO
Routes @ : Add/Edit'View Customer Information
Service Calls

Tickets - Add Edit»'\'w\v Pool Information
Tools Routes : View/Edit Pool Routes
Reports Service Calls  : View/Edit Service Calls
Advanced Ticket Management : View/Edit Tickets

Tools - Work with various website Tools
felatls/oe Reports : Generate and View different Reports

Advanced Settings : Manage Users. Import/Export Data. Configure Site Settings

Switch to Mobile Site
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2. To add a customer, click “Add New Customer” on either the Customer Interface page, or on the

3.

navigation bar on the left side of the screen.

Home
Customers

Customer Interface

List Active Customers

stomers Customer List : Display a list of current customers with their basic billing information.
w on-A st domers : Display a list of Non-active customers (customers you have deleted or are not currently servicing)
2

. Add New Customer
Search Customers R

Pools OINCE

: Add a new customer to the database
: Edit a current customer's billing/account information

Routes Search Customers : Search the database for a specific customer

Service Calls
Tickets
Tools

Reports
Advanced

Mobile Site

Fill out the New Customer form, and then click “Add Customer”.

a. The following Fields are required on the New
Customer Form:

First Name

Last Name

Home Phone

Billing Address

City

State

Zip Code

b. If you make a formatting error, or forget to fill in
any of the required fields, an error message will be
displayed, and you will need to fix the error before
you can proceed.

Once the customer has been added, you will
immediately be prompted to add the Pool information
for that customer. Filling out the “Add New Pool” form
is described on page 9.

Add New Customer

First Name: \
Middle Initial: | |
]

Last Name:

Home Phone: | ‘
Cell Phone: ‘
Email Address: 7 \

Billing Address: ' \
Address (cont): \
City: | ]
State: | -Choose a State~ v |
Zip Code:
Country: | United States v ]|

Notes

| Add Customer | | Cancel |
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Editing Customers

1. Click on the “Customers” link on either the home page, or on the navigation bar on the left side of the

screen.

i Demonstration Pool Service
Routes ‘ Customers , - Add/Edit/'View Customer Information
M - Add/Edit'View Pool Information
Tickets 2 2
_Tools Routes - View/Edit Pool Routes
Reports Service Calls  : View/Edit Service Calls
Advanced Ticket Management : View/Edit Tickets

e Tools : Work with various website Tools
Mobile Site Reports : Generate and View different Reports

Advanced Settings : Manage Users. Import/Export Data. Configure Site Settings

Switch to Mobile Site

2. Click either “Customer List” or “Edit Customers” on the Customer Interface page, or in the navigation
bar on the left side of the screen.

Home Customer Interface

Cusig
—
Customer List : Display a list of current customers with their basic billing information.
» Non-Active Customers :

S Display a list of Non-active customers (customers you have deleted or are not currently servicing)
LEdit Customers
——

Add NesCustomer  : Add a new customer to the database
: Edit a current customer's billing/account information
Routes SearchCustomers  : Search the database for a specific customer
Service Calls
Tickets
Tools

Reports
Advanced

Mobile Site

3. If you clicked the “Customer List” link, find the customer that you wish to edit and click on their name.
Then, on the “Customer Details” page, click “Edit Customer Data” at the bottom of the screen.

Demonstration Poo
Click Customer

Account Data

Account Number: 1398413023
Home Phone Created: 07/24/2013

. Status: Active
323-555-2012 Status Last Changed: 07/24/2013

Bird. Cathleen S

Bowen Julian M  336-555-0851 Pools

Click Address for Details

1682 Commodo Ave. Sennariolo. NM. 17822 $150.00 Johnny Test - MOD

‘ | Edit Customer Data >Set Status to Non-Active || Add Pool 1

Brady. Rashad F  956-355-2297

Brewer. Hasad '~ 215-555-5476

Browning. Zorita V. 170-555-6264
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4. If you clicked the “Edit Customers” link, find the customer’s name in the dropdown menu and click
“Edit”.

Select a Customer

| ‘

‘ Bird, Cathleen S v

| Edit | | Set Non-Active | | Set Active |

5. Both of these methods will bring you to the “Edit Customer Details” page. Each field will have the
customer’s current information already filled in. Simply make the changes you need to and click “Save
Changes” at the bottom of the screen.

Edit Customer Details

Middle Initial: S ]
Last Name: [Bird \

Home Phone: {3;&355520]2 \
Cel Pone: r7seeieRs |

Email: [vestibulum.nec @ligulaNullan|

Billing Address
Address: [1682 Commodo Ave ]
Address (cont): { \

City: |Sennariolo |

State: [New Mexico v |
Zip:i7822 |
Country: |United States v

Account Data
Account Number: 1398413023
Created: 07/24/2013

Status: Acti\'e| Set Non-active |

Status Last Changed: 07/24/2013

|

Save Changes | | Cancel

Notes
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Adding Pools

A Quick Note about Customers VS Pools in Pool Notes

Pool Notes divides each of your accounts into two separate pieces of information: Customers
and Pools. A “Customer” contains information about the customer, but not the pool. For example, a
“Customer” in Pool Notes has a phone number and an email address, where a “Pool” does not. “Pools”
contain information about the pool, but not the customer. In Pool Notes, you will create “Customers”
and then add “Pools” to their account. This approach has several advantages. For example, if you have
a single customer that owns multiple pools that you service, you only need to enter the customer’s
billing and contact information once.

1. Click on the “Pools” link on either the home page, or on the navigation bar on the left side of the screen.

e Demonstration Pool Service
ROUles Customers : Add/Edit'View Customer Information
M - Add/Edit'View Pool Information
Tickets T AL
Tools Routes : View/Edit Pool Routes
Reports Service Calls  : View/Edit Service Calls
Advanced Ticket Management : View/Edit Tickets

5 Tools : Work with various website Tools
Mobile Site Reports : Generate and View different Reports

Advanced Settings : Manage Users. Import/Export Data. Configure Site Settings

Switch to Mobile Site

2. Toadd a Pool, click “Add New Pool” on either the Customer Interface page, or on the navigation bar on

the left side of the screen.

HC—"““ . Pool Interface
ustomers
Pools
M Pool List : Display a list of current pools with their information

ay:Active Pools Non-Actiye Pool List : Display a list of pools belonging to Non-Active Customers

Add New Pool

1t PO0ls

- : Add a new pool to the database

U OOLS
Search Pools : Edit a current pool's information

Cleaning Historv Search Pools : Search the database for a specific pool
Routes Cleaning History  : View the cleaning records for your pools
Service Calls
Tickets
Tools

Reports
Advanced

3. Select the “Customer” that the new pool belongs to

from the dropdown menu and click “Select
Account” (see the Note at the beginning of this
section for more details).

Select Owner's Account:

Bird, Cathleen S v

IA Select Account | ‘ Cancel 1
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Add New Pool for Bird, Cathleen

4. The “Add New Pool” form will be displayed.
Pool Address
. . Address: 1682 Commodo Ave
a. The Pool Address is the physical address where Kddsess ooty
the pool is located. By default, the pool’s address City: [Sennariolo
. . . arre State: | New M v
will be pre-filled with the customer’s billing T
information.
Service Info
Fee:
b. The Service Info contains details about the pool Filter v
itself. Only the “Fee” is required to be filled in on C[p‘“‘“"
eaner:
this form. If any of the Service Info is blank, Pool ¥ i oy
Notes will generate a warning on the mobile Last Filter Clean: [an/dd/yyyy
version when you visit that pool.
Route Info
Day: | None v
c. The Route Info is used to assign the pool to a —
specific route.
d. The Notes section is for any miscellaneous Reminders

I 7 S Y [T

v||Days ¥| |No

information you need to know about the pool.
These notes will be displayed on the mobile tools,
so it is ideal for non-standard information that
you need at each pool

mm/dd/yyyy 1

mm/dd/yyyy 1 v|Days v| [No v

mm/dd/yyyy 1 v|Days ¥| [No v

Add Pool | Cancel

e. The Reminders are used to setup recurring tasks
that are specific to the pool. Enter a name for the
task, the date it was last accomplished, followed
by the timeframe the task is next due, then whether or not this is a recurring task. For example;
Johnny has a pool with a spa that needs to be drained every three months. He would enter “Drain
Spa” in the Task field, then the date he last drained the spa. Then, using the dropdowns, he would
select “3 months” in the “Due In” field. Finally, he would select “Yes” for recurring. When this task
is next due, Johnny will see a reminder pop up on the mobile version of Pool Notes when he is at the

Pool.
Reminders
Task Last Done Recurring
mm/dd/yyyy v|(|Days Y| [No v
Reminders
I S S YT [T
Drain Spa e4/01/2015 3 v/||Months ¥ | |Yes

f.  When you have completed the form, click “Add Pool” at the bottom of the screen.
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Adding Pools — Alternate Method
1. From the “Home Page” or the navigation bar, click “Customers”, then “Customer List”.

2. From this list, find the customer who owns the pool you are adding and click their name.

Demonstration Poo

Click Customer

[

Bird. Cathleen §  323-555-2012
Bowen. Julian M 336-555-0851
Brady. Rashad F 956-555-2297
Brewer. Hasad E =~ 215-555-5476

Browning. Zorita V. 170-555-6264

3. Atthe bottom of the “Customer Details” page, click “Add Pool”.

Account Data
Account Number: 1398413023
Created: 07/24/2013
Status: Active
Status Last Changed: 07/24/2013

Pools

Click Address for Details

e R e |
1682 Commodo Ave. Sennariolo. NM. 17822 $150.00 Johnny Test - MON #1 | Delete |

| Edit Customer Data || Set Status to Non-Active {{{ Add Pool |

4. Fill out the “Add New Pool” form as described on page 9.
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Editing Pools

Click on the “Pools” link on either the home page, or on the navigation bar on the left side of the screen.

H°mmm Demonstration Pool Service
ROUtes Customers - Add/Edit'View Customer Information
Service Calls - Add/Edit/View Pool Information
Tickets = 2
Tools Routes : View/Edit Pool Routes
Reports Service Calls  : View/Edit Service Calls
Advanced Ticket Management : View/Edit Tickets

; Tools - Work with various website Tools
Mohile Site Reports : Generate and View different Reports

Advanced Settings : Manage Users. Import/Export Data. Configure Site Settings

Switch to Mobile Site

Click either “Pool List” or “Edit Pools” on the Pool Interface page, or in the navigation bar on the left side
of the screen.

Home
Customers
Pogls

CList Pools) : Display a list of current pools with their information
Non-Active Pool List :

List Non-Active Pools Display a list of pools belonging to Non-Active Customers

Pool Interface

Add Dools

PP it Pools) Add New Pool Adf'l anew pool to the database
T ools (Edit Pools) : Edit a current pool's information

Cleaning History : Search the database for a specific pool
Routes Cleaning History  : View the cleaning records for your pools
Service Calls
Tickets
Tools
Reports
Advanced

If you clicked “List Pools”, find the Pool that you wish to edit and click on the Customer’s name. Then at
the bottom of the “Pool Details” page, click “Edit Pool Data”.

Demonstration Pool
Click on Owner Nam

Address
City, State, Zip
1682 Commodo A:
Sennariolo. NM. 17§
717-4138 Volutpa
Mandi Burewala.

P.O.Box 451. 4576 Fring
Port Coquitlam. CA. 8

% V' J % S
Bullock, Hyatt V GoiAgnia, AZ. 706

P.O.Box 129. 9029 Lac
Goderich. FL. 255

Account Data
Pool Number: 139841302301
Owmner: Bird. Cathleen S

Owner Name

Bird. Cathleen S

Wood. Althea X

Cleaning Historv

Edit Pool Data | Delete Pool

Swanson. Ursula O

Ellison. Shellie Y
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If you clicked the “Edit Pools” link, find the Pool you wish to edit in the dropdown menu and click “Edit”.

Select a Pool

\ \
‘ Bird, Cathleen S - 1682 Commodo Ave ¥ |

| Edit | | Cleaned Filter |

Both of these methods will bring you to the “Edit Pool Details” page. Each field will have the Pool’s
current information already filled in. Simply make the changes you need to and click “Save” at the
bottom of the screen.

Edit Pool Details

Location
Address: 1@2 Comg\odb Ave
Address (cont): |

City: | ‘Sennanolo

State: | N
Zip: [178 f

Mexico v/

Service Info

Fee: |150.00
Filter: | DE v |Jandy
Pump: BT-lb Pentair

Cleaner: Kreepy 'K'rﬂggily
Route: Johnny Test - MON =1

Dates
Last Drain: ‘ mm/dd/yyyy
Last Filter Clean: {mm/ dd/yyyy

Account Info
Pool Number: 139841302301
Owmner: Bird. Cathleen S

Notes
Reminders
I S B S Y [T
‘ |mm/dd/yyyy \\1 7'\ Days '7" ‘VNo

[ 'Saved} ]A'Canc el
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Creating & Updating Daily Routes

1. Click on the “Routes” link on either the home page, or on the navigation bar on the left side of the

screen.
EM Demonstration Pool Service
Customers
(Routes) Customers - Add/Edit/'View Customer Information

orette Calls

Tikete Pools : Add/Edit'View Pool Information
Tools  View/Edit Pool Routes
Revoris Servite Calls  : View/Edit Service Calls

Neports
Advanced Ticket Management : View/Edit Tickets

92 s Tools : Work with various website Tools
Mobils Site Reports : Generate and View different Reports

Advanced Settings : Manage Users. Import/Export Data. Configure Site Settings

Switch to Mobile Site

2. Click “Edit Routes” on either the “Routes Interface” page, or using the navigation bar on the left side of

the screen.
ol Routes Interface
ustomers
Pools
Rotges ViemRoutes : Display the current Routes

(et Rouis)

Routes : Display Printer Friendly Route clipboards

Edit. Rearrange. or Reassign Current Routes

Tickets
Tools

Reports
Advanced

Mobile Site

3. From the dropdown list, select the route that you want to edit. If you did not specify a route day when
you created the pool, then by default it will be on the “Pools Not Assigned” list. Once you have selected,
press “Edit Route”.

Select Route to Edit

| ---Select a Route to Edit— v

| Edit Route
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4. The route corresponding to the day you selected will now be displayed.

Johnny Test - Monday Route

Pool Address

; ; 1682 Commodo Ave ) o i = P
Bird. Cathleen S Sennariolo. NM 17822 [ 2/l1 v || 4 |[Johnny Test v |[MON v || Update |
717-4138 Volutpat. Rd.
Mandi Burewala. NM 62901

P.0. Box 451, 4576 Fringilla Rd: (= ) Pl e e — | B
Port Coquitlam, CA 82035 1l ™ ||| Johnny Test v |{MON v || Lipdate |
817-2099 Luctus Rd.

GoiAg¢nia. AZ 70661
P.O.Box 129. 9029 Lacus. Av. [z R e e )

Goderich, FL 25513 (il (5 ||| Johnny Test v |[MON ~ ||ipsitey
Ap #896-8396 Class Street

Truro. AZ 41606

Wood. Althea X | 1][2 v][ 4 |[Johnny Test v|[MON v || Update |

Swanson. Ursula O 3
Bullock. Hyatt V | 1][4 v][ 4 |[Johnny Test v|[MON v || Update |
Ellison. Shellie Y

Wood. Neville H | 11[6 || 4 |[Johnny Test v|/MON || Update |

\- Done Working with this Route \

a. The Up Arrow button will move the Pool one slot earlier in the route.

Pool Adires
: , - 1682 Commodo Ave =T B G = Y

Bird. Cathleen S Sennariolo. NM 17822 | 1][1 v 4 || Johnny Test v|[MON v || Update |

717-4138 Volutpat. Rd.

Mandi Burewala. NM 62901

Wood, Althea X ([ )2+ | sormmy Tost v [WON + [ Upeae

Pool Address

. 717-4138 Volutpat. Rd.
Wood AMheaX i Burewata, NM62901
: 1682 Commodo Ave 1 —r i
Bird. Cathleen S Sennariolo. NM 17822 | 1 [/2 v|[| 4 || Johnny Test v | MON v || Update |

[ 1][1 ][4 [[Johnny Test v|[MON v |[ Update |
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b. The Down Arrow button will move the Pool one slot later in the route.

Pool Adress

- 717-4138 Volutpat. Rd. |
Qe libea X Mandi Burewala. NM 62901 '

1682 Commodo Ave E y
Sennariolo. NM 17822 —

Number

Assigned To

Bird. Cathleen S

Customer Name Pool Address Assigned To Actions
g ’ 1682 Commodo Ave : T : r 1

2 . 1] : T ‘
Bird. Cathleen S Sennariolo. NM 17822 {1 /{1 v|| | [|Johnny Test ¥ | MON v || Update |

Wood. Althea X {17 4138 Mohmpat Rd. \ “7\ 2 vHpl \ Johnny Test v fMONV v }7Update J

Mandi Burewala. NM 62901

c. The Number dropdown allows you to move the pool to a specific slot in the route. Select the
number you want the pool to be in the route, and click “Update” on that pool’s row. The other
pools will be shifted either up or down without changing their order.

Pool Address

: § : 1682 Commodo Ave
Bird, Cathileen 5 Sennariolo. NM 17822
717-4138 Volutpat. Rd.
Mandi Burewala. NM 62901

P.O.Box 451. 4576 FringillaRd. — ‘ ol
Port Coquitlam, CA 82035 |3 7| [gi| Johoiny Test v [[MON v |Higesatey|

Day

Vr;)‘Johnny Test ¥| MON v

Actions

B (

\_\ 2 iy ‘;J Johnny Test ¥ ||MON v ‘[Updater‘

Wood. Althea X

Swanson. Ursula O

Pool Address
717-4138 Volutpat. Rd. E
Mandi Burewala. NM 62901 /!
P.O. Box 451. 4576 FringillaRd. [~
Port Coquitlam. CA 82935 -
1682 Commodo Ave ‘ =
Sennariolo. NM 17822 e

Number

Wood. Althea X

Assigned To

1 v|[ 4 |[Johnny Test v|[MON v || Update |

Swanson. Ursula O [[2 v ][ 4|/ Johnny Test v| MON v || Update |

Bird. Cathleen S 3 \;ifJohnny Test v |[MON v || Update |
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d. The Day dropdown allows you to move a pool to a different route entirely. Select the new day in
the dropdown and click “Update” on that pool’s row. The pool will be added as the last pool of the
selected day.

Johnny Test ¢ Monday Route

Pool Adress Assigned To

1682 Commodo Ave r
\ 2 /
Bird. Cathleen S Sennariolo. NM 17822 ENIEERAIY \ Johnny Test v|

Johnny Test < Tuesday Route

Pool Address

P.O. Box 869. 7041 Gravida St. = :
Carroll, Emerald D Invercargill, FL 70453 ;\;1 \ |[Johnny Test v |[TUE v || Update |

Ap #919-1218 Velit St.

Hullise Akec b Amsterdam. AZ 70385

il 2~ e

[TUE v || Update |

: : 1682 Commodo Ave =T 1
Bird, CathlesnS) ¢ imriolo, NM 17872 WlI[2 ]

_‘ Johnny Test v |[TUE v || Update |

e. When you are finished editing the route, click “Done Working with this Route” at the bottom of the
page.

Johnny Test - Monday Route

Pool Address

1682 Commodo Ave = ‘
Bird. Cathleen S Sennariolo. NM 17822 L1l 71 v | [ \ Johnny Test v VMON v 1 Update‘

717-4138 Volutpat. Rd.
Mandi Burewala. NM 62901
P.O.Box 451. 4576 Fringilla Rd

Swanson. Ursula O Port Coquitlam, CA 82035 Lol 3 v|| | [[Johnny Test v |[MON v || Update |

Wood. Althea X | 11[2 vI[ 4| Johnny Test v | MON v || Update |

817-2099 Luctus Rd. —
GotAc¢nia. AZ 70661 =
P.O. Box 129, 9029 Lacus. Av. |
Goderich. FL 25513

Ap #ﬁ.grs;fszzal;;zsstﬁet | ‘\ 6 v [‘J Johnny Test v |[MON v |Upa;te1

»
ol
-«

Bullock. Hyatt V \;J Johnny Test v |[MON || Update |

Ellison. Shellie Y

»
U_|
<

| 4 |[Johnny Test v|[MON v || Update |

Wood. Neville H

| Done Working with this Route
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Corporate Edition

Pool Notes, Corporate Edition supports all of the tools that Standard Edition has, plus added
features that make managing employees easier than ever! Each employee will have their own separate
username and password, and they will only have access to customers that you assign to them. That
way, you will be the only person with access to your entire business.

This section of the guide deals specifically with these extra Corporate Edition features. All of the
previous instructions still apply; for example, adding a customer in Standard and Corporate Editions is
exactly the same.

Creating Employee Logins

1. Click on the “Advanced Settings” link on either the home page, or on the navigation bar on the left side
of the screen.

% , Demonstration Pool Service
ustomers
Pools
Routes Customers - Add/Edit'View Customer Information
M Pools - Add/Edit'View Pool Information
Tickets il ;
3 Routes - View/Edit Pool Routes
Tools ; : ;
; Service Calls - View/Edit Service Calls
:gdvancea > Ticket Management : View/Edit Tickets
Tools - Work with various website Tools

Mobile Site - Generate and View different Reports

Manage Users. Import/Export Data. Configure Site Settings

Switch to Mobile Site

2. Click on the “Manage Users” link on either the” Advanced Site Tools” page, or on the navigation bar on
the left side of the screen.

Home Advanced Site Tools

Customers

Pools : -

Routes - List authorized users. Add or Remove Users. and Change Passwords
Service Calls Site Settings - View/Update Website and Database options and settings

Tickets . g s : 1 ; ;
Tools Pool Notes Subscription Info : View your current Pool Notes Subscription Info

Reports

A -
T ————
Site Sermmes

Subscription Info

Mobile Site
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3. Click “Add User” at the bottom of the page.
Users

“Name | Login |  Email _|Privileges] Actions _

Johnny Test johnny_test info@yourdomamn.com Owner | Edit | | Delete |
Add User |

4. Fill out the form on the “Add New User” page, then click “Add User”.

a. The “Login” field is the Username the

employee will use to login to Pool Notes. Add New User
b. The “Password” and “Password Again” Logi
fields will set the employee’s password. o
Password:

c. The “Display Name” is how the
employee’s name will appear on the
Route assignment pages. It can be the

Password Again:

same or different from their login. Display Name:
Email:
d. The “Email” field is the email address of o mar
the employee. Itis used in case they Privileges: | Employee o
forget their login or password; a message
will be sent to this email address to help Add User Cancal

them recover their account.

e. The “Privileges” field lets you set what
level of access the employee has on your
Pool Notes account. There are two options:

i “Employee” — This will set the user’s privileges to the most restricted level. Employees can only
view customers and pools that have been assigned to them on the “Routes” page. Employees
can enter tickets into the system, but they cannot update or change any customer or pool
information.

ii. “Owner” — This will set the user’s privileges to the least restricted level. Owners on your Pool
Notes account have all the same access that you do. They can create, view and edit all
customers, pools, routes, tickets and service calls. Owners can also add and remove users from
your Pool Notes account.
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Updating Employee Logins

Click on the “Advanced Settings” link on either the home page, or on the navigation bar on the left side
of the screen.

Click on the “Manage Users” link on either the “Advanced Site Tools” page, or on the navigation bar on
the left side of the screen.

On the “Users” page, find the employee login that you wish to edit and click the “Edit” button in its row.
(NOTE: To Delete an employee from your Pool Notes account, click the “Delete” button in that
employee’s row)

Add User |

Fill out the form on the “Edit User” page, then click “Save Changes”.

a. The “New Password” and “New Password
Again” fields are only used if you wish to Edit User "Johnnv Test"
reset the employee’s password. If you do, )
fill out both fields with the new password.

Reset Password

b. The “Display Name” field is how the New Password:
employee’s name will appear on the Route New Paseword Agains:
assignment pages. =

c. The “Email” field is the email address that Display Name: |Johnny Test
is used if the employee needs to recover

_ Email: info@yourdomain.com
their Pool Notes account.

Privileges: | Owner v

d. The “Privileges” field is used to change
what access the employee has to your Pool Save Changes Cancel
Notes account. - steil) L |
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Creating Separate Daily Routes

1. Click on the “Routes” link on either the home page, or on the navigation bar on the left side of the
screen.

2. Click “Edit Routes” on either the “Routes Interface” page, or using the navigation bar on the left side of
the screen.

3. From the dropdown list, select the route that you want to edit. If you did not specify a route day when
you created the pool, then by default it will be on the “Pools Not Assigned” list. Once you have selected,
press “Edit Route”.

4. Find the pool that you wish to assign to an employee and select the “Assigned To” dropdown list. This
list will be populated with all of the users that you have in your Pool Notes account. Select the
employee you wish to assign the pool to and click “Update”.

Johnny Test - Monday Route Johnny Test - Monday Route

Customer Name Pool Address Number Actions Customer Name| Pool Address Number Assigned To Actions
I3827 N Cave Creek Rd % ———) - 19825 N S1st Ave
11 | 1 1|1 i MON
Swanson. Ursula O BRoenix. AZ 85032 L1 | L Bil ¥ |JMON Update Wood. Althea X Glendale. AZ 85308 1 v || Johnny Test ON v || Update

19825 N 51st Ave 1609 N 91st Ave

Wood. Althea X Glendale. AZ 85308 | 1412 v|| | ||Johnny Test ¥ | MON ¥ || Update | Bullock. Hyatt V Phoenix. AZ 85037 | 1/12 v|| | ||Johnny Test v | MON v || Update
Rt T 1609 N 91st Ave - = r . 5050 WBellRd = —

Bullock Hyatt V. o * o c037  LiJ[3 v I[L|[Johnny Test v|[MON || Update Ellison, Shellie Y . " 1785308 113 Y|4 |[Johnny Test v [|MON v || Update |

Ellison, Shellie Y U e e 4 v|| | ||Johnny Test v |[MON v || Uy 4. Nevilley 15111 N Hayden Rd 4 v|[ | |[Johnny Test v |[MON v || Update

Glendale, AZ 85308 - L Scottsdale. AZ 85260 -
2 i, 15111 NHaydenRd [z =
Wood. Neville H Scottsdale. AZ 85260 [|5 || 4 |[Johnny Test ¥ | MON v ||

Billy Bob - Monday Route

No Pools assigned to Billy Bob on Monday Pool Addres
Swanson. Ursula O Loohy 1Y Cave C‘r_eek R 1w, v\ Billy Bob ¥ |[MON ¥ || Update

. E— Dlioenix. AZ 85032
Done Working with this Route

| Done Working with this Route |
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