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The CRM has been designed to help you manage customers, work and to generate quotes. It also 
has reporting functions to help you review your business performance. 
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Dashboard 

 

 

On entering the CRM, you will arrive at your dashboard, this is your home screen with an overview 
of Recent Enquiries, Appointments, Scheduled Work and Recent Quotes. 

My Enquiries 
Any customers found in the ‘My Enquiries’ section will have come from the nicenstripy website. If 
you click the ‘New Customer’ button in this section, you will be directed to a screen to add a new 
customer, once saved, this customer will be listed as a New Enquiry in your customer database 
rather than an Active Customer. 

My Appointments 
The ‘My Appointments’ section shows the next 10 appointments in your diary from the current date 
forward. From this section you can add a new appointment through clicking the ‘Add Appointment’ 
button. Edit an appointment by clicking the appointment Title and records the Outcome of an 
appointment. If the tick is clicked, an appointment is marked as successful and will be recorded on 
the weekly return as a presentation. If the cross is clicked, you are presented with two options, you 
can either delete the appointment or re-schedule the appointment for a future date. 

This Weeks Work 
The ‘his Weeks Work’ by default shows the work scheduled for the current date, it also allows you to 
quickly scroll through past (yesterday) and future work (tomorrow, this week and next week). You 
can also access your Work Sheets using the ‘View Work Sheets’ button. Clicking the edit item (pencil 
over paper) you can edit the work item or clicking the cross allows you to delete the scheduled work 
item. Finally, if you click on the customer’s name you are taken to the customer overview page for 
that customer. 

My Recent Quotes 
The ‘My Recent Quotes’ section lists recent quotes which are either in ‘Draft’ or ‘Quote Sent’ status. 
Within this section you can create a new quote through clicking the ‘New Quote’ button, view all 



quotes by clicking the ‘All Quotes’ button, view and edit a quote clicking the customer name or the 
quote number and finally, approve a quote by clicking the ‘approve quote’ link. 

 

  



My Work 

 

The ‘my work’ home screen allows you to quickly view your scheduled work selecting the relevant 
links. From this screen there are also buttons to Schedule Work, View Work Sheets and View/Print 
Scheduled Work. You can also search for a customer from this screen. 

Under the listed work you are able to view the customer over view for a selected customer through 
clicking their name, edit a work item or delete a work item. 

 

Schedule Work 

 

If you click the ‘Schedule Work’ button, you are initially asked to select a customer, you can search 
your customer database through entering the customer surname or company name. Once two 



characters have been entered potential customers are shown in a list, as more characters are 
entered this list becomes shorter. To distinguish between customers with the same name, their post 
code is also shown. 

 

Select your customer and click ‘Next’. You are then taken to screen showing the customer 
information to ensure you have the correct customer. You are also presented with a number of 
boxes to complete, the Date of the First Visit, you can assign the work to a Van and the Services 
information. To reduce the volume of admin, the main services offered by nicenstripy have been 
pre-loaded onto the system for you. 

 

Should you attempt to schedule work on or before the current date, you are presented with a 
warning message that the date for the work has passed. Simply click ‘Yes’ if you are happy to 
schedule the work or ‘No’ to clear the error message. 



 

 

When scheduling work, there are two key fields Frequency  and Quantity, depending on the values 
in these boxes the system will schedule the service to match the number in the quantity box at 
intervals dictated by the frequency box. So a weekly grass cut would have a frequency of 7 and a 
default value of 30 for the quantity to cover a full season, the system then adds a weekly grass cut 
for this customer 30 times every week from the start date specified (date of first scheduled visit). It 
is possible to edit each job individually if required.  

Information entered in the ‘Job Notes’ field is intended for the worksheet and will be recorded 
against each job. 

Once a job has been scheduled a confirmation message will appear and all editable fields will be 
reset for the next work item. 

 



To exit the Schedule Work screen, click the ‘Finish’ button or simply navigate away. 

It is also possible to access the Schedule Work screen from a customer page, this will take you 
directly to the screen to schedule work for your chosen customer rather than having to search for 
the customer. 

 

Work Sheet 
You can navigate to the work sheet from the ‘View Work Sheet’ button on your dashboard and my 
work overview section or using the dropdown navigation. 

The Work Sheet works on fortnightly blocks, showing the current week and next week, you can cycle 
through each day by selecting the appropriate day and date, click ‘Next Week’ or ‘This Week’ to 
cycle between weeks. The day that the work is being shown for will appear in bold. 

 

On this screen you can also view and edit the mileage for each van for that day and also record the 
weather conditions, the weather conditions will feed into your weekly return. 

To edit either item, simply click the ‘Edit Van Details’ or ‘Record Weather’ button, complete the 
relevant fields and click Save 



 

 

From this screen it is also possible to ‘Edit the Order of Work’ for that day, click the link and you are 
presented with an ‘Order of Work’ column, simply number the jobs in the order you want them to 
be completed, the lowest coming first and the highest number being last and save. It is possible to 
save just that day’s work or all future work sheets through clicking the appropriate button. 

 

On the work sheet, besides every job there is an option to ‘Complete Job’, select this to complete 
the job. Once a job has been completed the status of the that work is recorded on the system and 
shows on the Work Sheet, this will be ‘Work Done’ or ‘Work Incomplete’ to reflect the outcome of 
the work. If a job wasn’t completed the system asks for a reason to be recorded and it is possible to 
access this through clicking the customer name. 

 



When completing a job, you are taken through a series of questions, ‘Did you visit the site?’ Did you 
Complete the Job? If no is selected for either of these, the user is asked to record the reason for not 
completing the work and this is recorded on the system. 

 

 

If a job is completed and the service was listed as Domestic Maintenance or Commercial 
Maintenance you are asked to complete the commercial works sheet. The data recorded under 
Commercial Works can be viewed for each customer and a history of the services undertaken 
viewed for each day. The system will also show you the time spent and the revenue per man hour 
taken to complete the work. 

 

For any other service you are simply asked to record the basic information 



 

Click Save to complete a job. 

 

View/Print Scheduled Work 
Finally, under the work section it is possible to view and print all scheduled work for your chosen 
date range. Simply use the date picker controls (click in the box and it should appear) and click 
‘Search’ 

 

A list of all the work in your chosen date range will appear organised by date. Click the ‘Print’ button 
to print off the results. 



 

 

Edit Work 
If you choose to edit a job, you will be presented with all future related work items. 

 

The system will allow you to edit an individual item or all related items. 

 

Delete Work 
If you choose to delete a work item you are presented with two options, to delete all future related 
work or the single item. 



 

  



Quotes 
The ‘My Quotes’ section shows a quick overview of your quotes and allows you to filter by status, a 
quote status can be ‘Draft’, ‘Quote Sent’, ‘Approved’ or ‘Removed’, quotes can also show under the 
expired/declined tab where the expiry date has passed. 

 

From this screen it is possible to Add a New Quote by clicking the ‘Add Quote’ button, view and edit 
the quote by clicking a client name or quote number, approve a quote or delete a quote.  

If you select to Approve a Quote, the system redirects you to the ‘Schedule Work’ (see P.5) to 
schedule work for the customer linked to the quote. 

If you select to delete a quote a warning is presented asking you to confirm the quote deletion. 

 

To delete a quote, tick the tick box and click ‘Delete’ the quote is then moved to your deleted pile. 



To add a new quote, click the ‘Add Quote’ button. At first you are asked to select your customer, 
(the customer search works as detailed on page 5), the system will import todays date and set the 
expiry for 30 days from today’s date. The quote number is automated and will simply be the next 
number based on the total number of quotes created on the system. The reference field is a free 
text field and you can enter anything you want. 

Click the ‘Next’ button. 

 

On the next screen you will then see a template to create your quote. 

 

Complete the template to create your quote and click the ‘Save’ button to save the quote. Cancel 
will return you to the quotes page without saving. ‘Save as Draft’ will save the quote as a draft and 
return you to the quotes overview page. 



Once you’re happy with your quote you can either print the quote to deliver or send in the post or 
you can email the quote to the customer using the ‘Email Quote’. 

If you choose to Email the Quote, the system will pre-load the customers email if available but this 
can be manually entered, it will also preload a subject and an email with the customer’s details 
which can be edited. It also loads your details which can be configured in the settings section. 

 

Once a quote has been emailed, you will be redirected to a success screen confirming the email was 
sent. 

 

 

 

 



My Appointments 
The ‘my appointments’ section gives you an overview of your appointments. 

 

From this screen you can Add an Appointment, view/edit an appointment through clicking the 
appointment title, view a customer through clicking their name, mark the outcome of the 
appointment as successful which is then recorded as a presentation on the weekly return or delete 
an appointment. 

If you choose to delete the appointment the system will ask you to confirm that you want to delete 
the appointment, but will also present you with the option of editing the appointment should you 
need to re-schedule the appointment. 

 

To delete the appointment tick the tick box and click the ‘Delete’ button. 



If a quote is marked as success through clicking the tick next to the appointment. If the appointment 
was linked to a customer, the system will update your weekly return to include a successful 
presentation and will then redirect you to the quote page to complete a quote for that customer. 
See Page 13 for quotes. 

 

Add Appointment 
It is possible to add customer appointments and non-customer appointments to the system, when 
you click ‘Add Appointment’ you are first asked if the appointment relates to a customer.  

 

If it does, change the radio button to yes and you will be presented with the customer search box 
(page 5) or an option to add a new customer. 

 



Add New Customer under new appointment screen shot 

 

 

Complete the relevant appointment information and select the appointment date, the system will 
show you the scheduled work and any appointments within the next seven days once a date has 
been entered, each time you change the date the system will also refresh your future appointments 
and work schedule. Enter a time using a 24-hour clock to complete the appointment. 

 

If your appointment is for a customer meeting, you can also opt to send an automated email to the 
customer reminding them of the appointment 24-48 hours before the meeting. It is important to 
note that if you opt to use this feature the appointment title along with the date and time will be 
sent to the customer. If you have not entered an email address the system will flag this up for you. 
You can edit the customer later to make use of the email reminder feature. 



 

 
Email Appointment Reminders 
Every 24 hours, the system will check for any appointments due within the next 48 hours and send 
an email reminder, the email will automatically insert the customer’s name, appointment title, date 
and time of appointment along with your contact details should the customer wish to rearrange the 
appointment. 

 

 



If the system finds an invalid or missing email address it will email you to notify you that it wasn’t 
able to send a reminder to the customer. 

 

 

  



Customers 
The customer overview section allows you to quickly view your customers divided under three 
headings, ‘Active Customers’, ‘Recent Enquiries’ and ‘Past Customers’. Active Customers are those 
who you currently do work for, Past Customers are customers you have worked for but no longer do 
work for and Recent Enquiries are customers you have added or who have come through the 
website but aren’t actual customers. 

From this screen you can search your customers, add new customers or edit existing customers. 

 

 
 
 
 
  



Add Customers 
When adding a customer, you are asked to complete as many fields as possible, but the only 
required field is ‘Company/Surname’ 

 

 

Customer Overview 
When you view a customer, all the information linked to their account is shown under various tabs. 
To view any of this information simply click a tab. 

 

On the Customer Overview page it is possible to edit the customer information, Add/Edit notes 
linked to the customer, Upload Images for the customer, Schedule Work for the Customer, Update 
the Customer Status and Archive the Customer.  



If you choose to archive a customer you are presented with a warning. 

 

As explained, archiving a customer will remove them entirely from your CRM. 

 

Future Work 
Future Work presents all future work for this customer and allows you to edit and delete the work. 

 

 

  



Past Work 
Past Work shows all past work and its status following completion of the Work Sheet 

 

 
Chemical Records 
Chemical Records shows the most recent recorded information for each type of chemical record and 
allows you to view all historical data by each customer. 

 

 

 

 



Commercial Works 
The Commercial Works section shows an overview of each entry for commercial works, the 
summery presents the date of the work, arrival and departure time, hours worked, men on the job 
and total hours worked. The job value and the revenue per man hour. The system also calculates the 
total value and man hours for all commercial works under this customer giving you the average 
revenue per man hour. 

To view what commercial works were entered onto the system on completion click the ‘View Info.’ 
Button. 

 

 

Quotes 
Quotes shows and allows you to edit quotes linked to the customer. To edit a quote, simply click the 
Quote Number. 



 

 

 

  



Reports 
Under the reports tab you can see the most recent weekly returns and the most recent Commercial 
Works. 

 

 

Weekly Returns 
It is possible to add a new weekly return or edit an existing weekly return from here. 

If you choose to add or edit a weekly return the system pre-populates as much information as 
possible based on data recorded on the system via appointments and work sheets. 

 

 



The Finance section is the sum of all completed work for each day. 

If Vans have been associated with work their total is included under resources, but you will need to 
include the number of staff worked each day. 

The weather data is pulled from the work sheet. 

Marketing shows the sum of all successful appointments/presentations associated with customers 
but you will need to enter the cards delivered. 

 

Commercial Works 
If you navigate to the Commercial Works tab from the navigation bar you will see the most recent 
commercial works completed for each customer along with the total revenue, hours and average 
revenue per man hour for the commercial work shown. 

 

Select a customer to view all commercial work for that customer. 

 

  



Settings 
The settings tab is where you manage your information.  

 

 

Under settings you can manage your contact details which is used on quotes and emails. 

Add services beyond the already pre-programmed services found on the system to make scheduling 
work quicker. 

Manage your team 

Manage your Vans 

 

My Details 
Select Manage my Details and you can view and edit your details. 



 

 

My Services 
Add services linked to your account which will then appear in the dropdown menu when scheduling 
work. 

 

 



Manage Users 

 

Add, delete and edit user roles. You can give access to staff, change their roles which dictates what 
access they have and also delete them from the system when needed. 

 

My Vans 

 

Add Vans to your account which can then be associated with work and will populate your weekly 
return. 
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