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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. 

 
 

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. 

 
 
 

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: 

 It must contain at least three letters or numbers. 

 It cannot contain any spaces or special characters 

 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. 

 

 
 

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 
 

1. 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”. 

    
2. 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. 
 

1. Click on the “Customers” link on either the home page, or on the navigation bar on the left side of the 
screen. 
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2. To add a customer, click “Add New Customer” on either the Customer Interface page, or on the 
navigation bar on the left side of the screen. 

 
3. 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. 
 

4. 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. 
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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. 

 
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. 

 
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. 
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4. If you clicked the “Edit Customers” link, find the customer’s name in the dropdown menu and click 
“Edit”. 

 
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. 
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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. 

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

the left side of the screen. 

 
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). 
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4. The “Add New Pool” form will be displayed. 
 
a. The Pool Address is the physical address where 

the pool is located.  By default, the pool’s address 
will be pre-filled with the customer’s billing 
information.  
 

b. The Service Info contains details about the pool 
itself.  Only the “Fee” is required to be filled in on 
this form.  If any of the Service Info is blank, Pool 
Notes will generate a warning on the mobile 
version when you visit that pool. 
 

c. The Route Info is used to assign the pool to a 
specific route. 
 

d. The Notes section is for any miscellaneous 
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 
 

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. 

 

 
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. 

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

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

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

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

of the screen. 

 
3. 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”. 
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4. If you clicked the “Edit Pools” link, find the Pool you wish to edit in the dropdown menu and click “Edit”. 

 
5. 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. 
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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. 

 
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”. 
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4. The route corresponding to the day you selected will now be displayed. 

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

 

 
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. 
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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. 

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

page.  
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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. 

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

 
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. 
 

b. The “Password” and “Password Again” 
fields will set the employee’s password. 
 

c. The “Display Name” is how the 
employee’s name will appear on the 
Route assignment pages.  It can be the 
same or different from their login. 
 

d. The “Email” field is the email address of 
the employee.  It is used in case they 
forget their login or password; a message 
will be sent to this email address to help 
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 
 

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

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. 
 

3. 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) 

 
4. 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 
reset the employee’s password.  If you do, 
fill out both fields with the new password. 
 

b. The “Display Name” field is how the 
employee’s name will appear on the Route 
assignment pages. 
 

c. The “Email” field is the email address that 
is used if the employee needs to recover 
their Pool Notes account. 
 

d. The “Privileges” field is used to change 
what access the employee has to your Pool 
Notes account. 
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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”. 

 
 
 

 
 


