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1.Introduction 
 
Joblogic Mobile allows real-time communication between the engineer and the 
office. It allows jobs, updates, notes, certificates and attachments to be viewed 
and used instantly. 
 
For Android devices, use the Play Store link to ​download ​the Joblogic Mobile app. 
 
For IOS devices, use the App Store link to ​download ​the Joblogic Mobile app. 
 

2.Handset - Getting Started 
 
Once the Joblogic Mobile app is downloaded and installed from the store, you 
will be presented with the login screen as you open the app. 
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https://play.google.com/store/apps/details?id=com.tracer.joblogic
https://itunes.apple.com/us/app/joblogic/id1084286430?mt=8


 

3.Login Screen   

 
To login and use the app, enter the username and password that has been setup 
in your Joblogic system. When you are happy that these are correct, simply 
select the ‘Login’ button (you can tick the ‘Remember Me?’ box if you want your 
device to automatically fill in your username every time you start to log in). 
 
Upon login, if your Android device has an OS version 6.0 or above, you may be 
requested to allow certain permissions to let the app work more reliably and 
consistently in terms syncing updates from and to the back office. 
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It is important to select ‘Allow’ for all requested permissions. Denying them may 
result in you not logging successfully into the app. 
 
Once successfully logged in, you will be presented with the home screen. 
 

4.Home screen and Options   

 
If your device is Android OS version 6.0 or above, you might be asked to allow 
the Joblogic app to run permanently in the background. It is important you select 
‘Allow’ to ensure the app receives jobs on time and all mobile updates get sent to 
the back office as soon as your device has internet connectivity. 
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When you login, you will be taken to the ‘Home’ screen shown below.  
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1. Visits​ – When selected, this will take you to your visit list (Job list). 
2. Inbox​ – This feature is under review and may become available in future 

releases. 
3. Log Job​ –This feature allows you to log a job into the system and deploy it 

to any engineer including yourself. It empowers the engineers to be able 
to deploy jobs while in the field.  

4. Log Quote​ - This feature allows you to log a quote into the system.  
5. Cylinders​ - If you deal with Refcom or with refrigeration gases, the 

Cylinders section will do the management for you where you can create 
different types of gas cylinders. It will also let you collect cylinders from a 
store and let you return them. You can also view transfer notes for any 
gas transactions made within the system. 

6. Vehicle Checklist​ - This will take you to the form related to assigned 
vehicles. You will be asked about your vehicle’s information. 

7. My Documents​ - Selecting this will show your list of documents attached 
by the admin. 

8. Status​ – This is where you can check your connection to the Joblogic 
database & servers.  
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9. Log Out​ - When selected, this will end your session on the mobile 
software and log you out. 

 
*This guide will concentrate heavily on the ‘Visits’ section of the software, as this 
will be most used by the engineers/technicians. Therefore, default screens are 
shown, which may be missing advanced features. 

 

4.1. Cylinders 
 
From the  Cylinders section, you can completely manage your gas cylinders, 
whether they are in your possession or in the storeroom. 
 

 
 
Engineers can perform four different actions from the Cylinders section. These 
are listed below. 
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4.1.1. View Cylinders in Your Possession 
 
Engineers can view details of the cylinders that are in their possession and 
return them to the supplier, if needed. 
 

 
 
 

4.1.2. View Store Cylinders 
 
Engineers can view details of the cylinders that are in the storeroom and collect 
them when needed to perform Refcom transactions. 
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4.1.3. Add New Cylinders 
 
Engineers can add new cylinders of three different types in the system: 
 

1. Virgin 
2. Recovery / Receivable 
3. Waste 
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4.1.4. View Transfer Notes 
 
Once an engineer makes a gas removal transaction, a transfer note document 
will be generated and can be viewed in the Transfer Notes section. To find these 
documents in the Joblogic system, navigate to the Assets category. 
 

4.2. Visits 
 
When you click and open the Visits page, you will be presented with the 
screenshot below. You will see a list of visits that have been booked in against 
jobs in the Joblogic system. 
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1. Home​ – When selected, this button will return you to the home screen. 
2. Visit Alerts​ – This pop up advises the engineer when a new visit arrives 

from the office. It won't disappear until the engineer acknowledges the 
visit by clicking on it or selecting ‘Accept All’. The office will be notified that 
the engineer has read it by a red circle and question mark on the job desk 
(SDQ). 

3. Search​ – The search filter allows you to look for a job using the job 
number, the description, or the site name. Once entered, click the ‘Search’ 
button. 

4. Appointment Date​ – This is a ‘Sort’ feature and when selected, will give 
you the option of displaying your visits to jobs by appointment date, 
priority, oldest to newest, site name, and more.  

5. Include Closed​ – When ticked, this will include any completed/closed 
visits to jobs in your list or search. (A closed visit to a job can mean it was 
completed, cancelled, rejected or aborted). 

6. Job List​ – This area shows you the outstanding jobs.  
7. Warning Notice​ – The red exclamation mark (!) next to the status symbol 

tells the engineer that there is a warning notice at this address. 
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5. Visit Details Screen 
 
When an engineer selects a visit from the Visit List, the app will take them to the 
Visit Details screen, allowing them to view full details for the visit, site, customer 
and job. It also enables them to perform numerous operations against a visit up 
to its completion. 

5.1. Receiving and Accepting Jobs 
 
When you receive new jobs/visits they will be displayed the moment you login. 
Any new jobs/visits will need to be either accepted or rejected. If you are working 
on a job or viewing its details, the ‘Visit Alert’ warning will appear at the top of 
your screen (as shown on the last page). You can see in the example below that 
our Warning Notice is now displayed at the top of the screen, clearly alerting the 
engineer to an important message. 
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After selecting the job from your main window, you will be taken to the screen 
above. In here, you can look through the details of the job (if needed) by using 
the information bars (explained on the next page) before accepting or rejecting 
it. Once you have accepted the job, it will be live in your active Job List and your 
office will be informed. If you reject the job you will need to put a reason why, 
which again will inform the office and allow them to reschedule the visit, if 
required. 
 

5.2. Menus and Options 
 
Once you have accepted the job, you can open it from your main Job List and 
you will see the screen below. This will display various icons and menu options 
which are detailed and explained below. 

 
 

1. Visit Actions​ – Here, you will see the icons that allow you to interact with 
and update details throughout the different stages of a job. The various 
icons are explained in detail in the next section of this guide (part  5.3.).  

2. Visit Details​ – In this section, you will be able to see the start and end 
time/dates that have been assigned to this visit. Also, any public or private 
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notes sent by the office will be displayed here for that specific engineer. 
(Other engineers working on this job won’t be able to see these notes). 

 

 
 

3. Job Summary​ – This will show you the general details about the job and 
also display any ‘Job Notes’ sent from your office. 

4. Site Summary​ – This will display the site address and details, as well as 
give you ‘Site Notes’ which advise you on specific details about that 
particular site. It also has various items that are hyperlinks or shortcuts. 
These simply perform an action when selected, for example, when you 
click on the postcode it will open your device’s map function. Another 
example is for a phone number; when selected, your device will dial the 
number. 

5. Site History​ – Here, you can see up to the last 20 visits that have occurred 
at the site. You can view full details, pictures, notes, and more.  

6. Other Visits for this Job​ – This will display any other visits that are 
scheduled to this job for other engineers or yourself.  

7. Visit Status History​ – This records your status ‘updates’ dates and times. 
Therefore, you will know when you accepted the job, travelled, arrived and 
so on. 

 
In the ‘Job Summary’ and ‘Site Summary’ sections you will also notice a button on 

the right of your screen which has the job or site number alongside a small “ ” 
symbol. Clicking this will allow you to see full information on that particular job 
or site. Also, this gives you access to any attachments on the job or site (we will 
go through this in the next part of this manual). Simply click on the buttons with 

the “ “ symbol to access the information shown on the next page. 
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These sections, again, display hyperlinks/shortcuts allowing you to use the 
options we looked at in part 4. Site Notes are also put into their own summary 
screen, giving you any information on the site that the office wishes you to know, 
regardless of your visit reason.  
 

5.3. Visit Actions 
 

 
 
In this next section we will cover the main Visit Actions screens. These are the 
areas where the engineer can interact with the visit, update, edit, and amend 
notes, times, dates, as well as attaching files to the visit.  
 

Item  Explanation 

 
The ‘Status’ button shows the engineer the next logical 
status for the visit. For instance, when accepting the 
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visit, the next step would be to travel to that visit, then 
when travelling the next step would be to arrive and 
so on. 

 
The ‘Abort’ button allows the engineer to abort the job 
at any point up to the point of completion. When 
aborting the engineer will be prompted to enter the 
reason why. 

 
‘Visit Notes’ is the area where the engineer enters 
notes about any part of their visit. Notes on arrival, 
during, or upon completion can be entered here.  

 
The ‘Site Notes’ section not only allows the engineer to 
be aware of specific notes on the site they are visiting, 
they can also add them to the site record for all to see. 

 
Expenses can be recorded in this section. Engineers 
can choose from a drop down list (set up by the office) 
and enter quantities and amounts. Receipts can also 
be attached to the visit by taking a photograph of 
them and uploading to the visit (device dependent). 

 
Engineers can view attachments here that the office 
have put against the visit. They can also add 
attachments - we will go into this in further detail later.  

 
The ‘Assets’ section displays the assets for the 
particular visit as well as listing all the assets on the 
site. We will go into this in further detail later. 

 
The ‘Faults’ section allows the engineers to choose 
predetermined fault codes (set up by the office) to 
help further identify the fault at the site, add more 
information to a close down procedure and so on. 

 
When the engineer ‘Arrives’ on site they will get an 
additional icon on this screen. The ‘Leave Site’ button 
pauses the labour clock and the engineer can leave 
the visit to go home, go to another job, or simply have 
a lunch break. When they are ready to return to the 
visit, they open the visit, travel and then arrive back on 
site. This will record when they left, when they 
travelled back and when the labour clock started 
again. 
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5.4. Attachments 
 
On any screen where you see the paperclip icon, you can view any attachments 
made available to you and add any to the job straight from your device.  
 
 

 
 

1. Attachment List​ – This screen is accessed via the Visit Action screen at 
the top (using the paperclip icon) and is also available from the Site 
Detailed screen. When you access the attachment list (from your Visit 
Actions screen), you will see any attachments that are already added to 
the job with a description of the file. You can click on this to see what has 
been attached (as seen above). 

2. Choose file​ – This button allows you to attach new files to the visit using 
your camera or file explorer (device dependant). When the ‘Add 
Attachment’ screen opens it first asks you for a description. Then, using 
the ‘Choose File’ button, it will open the second screen below (on the 
right). Choosing the camera option will activate your device’s camera. 
Once you have taken the image, it will show you a preview which you can 
either save or discard. Once you have saved the image, you will be taken 
back to the ‘Add Attachment’ screen where you can click ‘Add Attachment’ 
to commit the file/picture to the job. (Please be mindful of your device’s 
data allowance when selecting which option to add attachments with - 
camcorder, voice recorder, etc. are generally large files and could end up 
exceeding your plan and costing a lot of money. Also, some devices may 
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not have the option to use the camera from within the app – please ask 
for further information on this.) 

 

5.5. Parts 
 
To add any parts you have used or you would like ordering for the job, click on 
the ‘Parts’ icon. 
 

 
 

1. Parts​ – Select the ‘Parts’ icon to access the Parts screen.  
2. Add Job Part​ – Here, you can start typing the part number or the 

description in the search box, giving you options to select from (it gets 
these from the Parts Library in the Joblogic office system). The green 
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down arrow will also display the parts list (limited view). The red cross will 
remove your choice if it’s incorrect.  

3. Create New Part​ – By clicking the ‘+’ button you can create a new part 
inside the Joblogic system. This can be used on the job with other users 
also to see and use it. You will be asked basic questions such as 
Description, Part Number, etc. (this is set by the office and permission 
based) 

4. Current Parts List​ – After selecting your part, you will be prompted to 
choose ‘used’ or ‘required’. This will advise the office whether you have 
used the part or that they need to raise an order for it. Once selected, it 
will appear in your ‘Current Parts List’. 

 
(Like Assets, there is a setting where a ‘new’ part can be added (using the ‘+’ sign) 
if it is not in the library. However, it will add the new part to your Joblogic Parts 
Library automatically. (This is a setting – please see the advanced features 
section of this guide). 
 

5.6. Mobile Forms 
 
One of the major benefits of Joblogic Mobile is the conversion of current 
paper-based forms/certificates/risk assessments into electronic mobile forms. 
We can take almost any paper-based form (i.e. Risk assessment, Compliance 
sheet, Gas safety certificate, Minor electrical works, etc.) and turn it into a series 
of electronic questions and prompts for the engineer to fill in. This is then turned 
into a fully detailed form/certificate in the Joblogic system, which can then be 
printed, saved or emailed.  
 
Please contact your account manager or our sales team for more information. 
 

5.7. Completing a Job 
To complete a job in Joblogic Mobile, select the ‘Complete’ icon at the top of your 
screen (under ‘Visit Actions’). 
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1. Complete​ – Press this button to start the 
completion. 

2. Add Additional Info Screen​ – If the visit is 
completed without Attachments, Parts or 
Expenses being added, you will have the 
chance to add them on this screen 
before completing your visit. 

3. Issue Resolved​ – The next screen will ask if 
the issue has been resolved on the job. If you 
have completed what you have been asked 
to do and the job is finished, select ‘Yes’. If 
you have finished but there is further work to 
be carried out, then select ‘No’ and enter 
information in the next screen to advise your 
office.  
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4. Add Notes​ – The next screen will 
show you all the public notes for the 
job and will allow you to add more if 
required. Please note that you must 
have notes on the job before 
continuing, the program won’t allow 
you to move on if the notes are 
blank. Click next to continue.  

5. Status Times​ – This screen allows 
you to double check all your times 
against the job, as well as parts 
added or required, before moving 
on. This screen then has a 2nd 
section, after clicking next, which 
allows you to confirm the completion 
time and edit it if required to do so. 
Click next to continue. 

 
On this screen, you are asked to confirm your completion date and time. Like all 
other screens asking you to do this, this can be edited at a later date. If you click 
on the date and time box, it will bring up the clock where you can change the 
date and time. This can help if you want to back date the date and times. 
 
 

 
 
 

6. Customer Name, Position and Signature​ – On this screen, you are 
prompted to enter the customer's name in the top box, their position (if 
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required), then a box for your customer to sign into (above the line in the 
centre of the screen). Click next to continue.  

7. Engineer Signature​ – Here is where the engineer signs to say the job is 
fully completed. When finished, you will be taken to the Completion 
screen (below) where you can still add notes and attachments (if 
required). 
 

 
 

8. When you have signed the job, you will be taken to the final screen. Here, 
you can still add further notes (if required), add more expenses to the job 
and add further attachments. The ‘At Home’ button allows you to record 
your travel back home or from the office to the job. To do this, leave the 
job open and when you arrive at home click the ‘At Home’ button and it 
will record your travel time to that job. 

6. Asset List Screen 
 
The Assets List screen allows you to view all the assets for your job and shows 
you all assets assigned to the site. Also, you have the ability to add a new asset 
to your job from the Site Asset list, as well as creating a brand new asset on the 
site record (with the correct permissions set by the office). 
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1. Asset Summary​ - This gives you the asset name, asset number, location, 
serial number, and brief notes about the asset. Click on any asset to 
access full detailed information and to ‘complete’ the work carried out on 
it. This will time and date stamp it for your records. (This can also help 
with renewing maintenance visits for the following year/period).  

2. This list shows any assets on site NOT assigned to your job. If required, 
you can add any asset (using the ‘+’ button) to the job from this list except 
on Maintenance/PPM visits to the site, these are controlled by your office.  

3. Adding a new asset to the site​ - The ‘+’ button is where you can add a 
new asset to the site record (also adding it to the job, if required). When 
clicked, you will be prompted to fill in the information (description, 
location, serial number, etc.) so it can be recorded against the site in the 
Joblogic office system. (This is a setting – please see the advanced features 
section of this guide). 

 

6.1. Searching Assets Using QR Codes 
Engineers can associate barcodes to assets. This, in turn, allows them to search 
for assets from the listing screen. 
 

6.2. Asset Details Screen 
The Asset Details screen will appear once an asset is clicked from the listing 
screen. On this screen, engineers can fill in any asset related details, e.g. System 
ID, Equipments Class, Service Date and Completion Status for the asset. 
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6.3. Asset Refcom Transactions and Leak Checks 
 
When you open any asset details it will show you a Refcom button. By clicking 
this, it will take you to the associated Refcom detail page where you can edit 
refrigeration details of an asset. 
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When you press the ‘Log Book’ button from the Asset Refrigeration Details 
screen, it will take you to the Transactions page where you will be able to see 

your transactions history and leak checks. You will also be able to make an 
addition, removal, etc. 
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7. Logging a Job 
 
If given permission, you can log a job from your mobile device into Joblogic and 
deploy it to any engineer set up in Joblogic. From your Home screen, click the 
‘Log Job’ button and you will be presented with the following screen: 
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To log the job, you need answer some questions set by the Joblogic office users 
and give some details about the job itself.  
 
Customer ​– Select the customer that the site belongs to.  
Site ​– Choose the site where the work will take place. 
Job Type​ – Choose the type of job that is required.  
Task Type​ – Select the type of task that is reported /required from the engineer. 
Priority ​– If a priority response time is required, input it here.  
Order Number​ – If required, insert the order number.  
Contact Name​ – Enter the on-site contact name here, if required.  
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Telephone​ – Enter a telephone number here.  
Appointment Date/ETA​ – Insert the appointment date along with the time here.  
Estimated Duration​ – If required, you can give an estimated amount of time for 
the job here.  
Description ​– Enter a full description of the issue/work required for the job. 
Engineer ​– Enter the engineer who is going to attend the site/carry out the work.  
Selected Engineer​ – Enter the engineer who will be carrying out the work.  
 
Select the ‘Save’ button to keep the details in the Joblogic system. It will then 
auto-deploy to the named engineer.  
 
The visit to the job will now arrive on the engineer’s visit list and they can accept, 
travel and arrive as normal. It is also logged into the Joblogic Office system and 
updated by the mobile app. 

 

8. Advanced Features 
 
Below is a list of available feature settings that can be switched on or off by our 
support team. Please feel free to look through them and contact us for further 
details, or to turn them on or off for you.   
 

● Add Site Assets​ – This setting gives engineers the ability to add new 
assets to a site record. Once added in the mobile app, it will appear in the 
Joblogic system under the Sites Asset register. (we also have a setting that 
can stop them doing this on PPM jobs)   

● Add Parts​ - This setting will allow the engineer the ability to add new 
parts to the parts library in Joblogic. Thus giving them the opportunity to 
then use that part on a job.   

● Private Job Notes​ – This setting will either allow the engineer to see 
private notes on the job or not.   

● Private Site Notes​ – As the last setting, this decides if they can see private 
site notes or not.   

● Terms & Conditions​ – This setting, on the job completion, can display 
terms and conditions if required.   

● Travel Home​ – This setting allows the engineers to record their travel 
time from the last job completion to their home/office.   

● Show Fault Codes​ – This gives the engineer the ability to view and add 
fault codes to a job. This is only really beneficial if you use them in 
Joblogic.   
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● PartsArena​ – We have integrated Joblogic with the award winning parts 
catalogue, PartsArena. When switched on, the engineer can find a part on 
Parts Arena and pass it to Joblogic Mobile with all its information. Only 
applicable if you use Parts Arena.   

● Notes Display​ – This setting will decide if you want engineers‟ notes to be 
logged as Public or Private notes by default.   

● Asset Completion Forced​ – On completion of a job this setting will force 
the engineers to complete any asset checks/services they may have 
missed on their list.   

● Add Parts After Completion​ – This setting will allow the engineer to 
enter parts to the job after it has been completed.   

● Attachments Display​ – This setting, like the notes display setting, decides 
if engineers attachments, added to a job, default to Public or Private 
visibility.   

● Asset Deletion​ – Sounds a scary setting right, however all it allows your 
engineer to is to remove an asset from a job (not a site).   

● Log a Job​ – This is the setting that allows the engineers to a log a job from 
their mobiles.   

● Log a Quote​ – The same as the log setting above but for quotes.   
● Expenses ​– This allows your engineers to enter expenses to a job, such as 

Parking, Tolls, Hotels and more.   
● Add New Site​ – This setting controls whether your engineers can add new 

sites (to existing customers) whilst they log a quote or a job.  
● Mileage Forced​ – When an engineer arrives on site, this setting can force 

the engineer to enter the mileage travelled.   
● Site Warning Message​ – This will display the site warning notices set up 

in Joblogic. The engineer will always see this note above his visit details.   
● Engineer Before Customer Signature​ – This setting will swap the order 

signatures are asked for on the job completion, with the engineer having 
to sign first.   

● Site History​ – Allows the engineer to see the history of a site and its jobs.   
● Recommendations​ – This setting will allow the engineer to make 

recommendations when completing a job.   
● Complete All Assets​ – This allows the engineer to complete all checks, on 

a list of assets that are incomplete, in one go.  
● Show Company Documents​ – This will give the engineer access to any 

documents saved in the system settings area of Joblogic. 
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Handset Troubleshooting 
 
Sometimes things don't work the way you would like them to, so to help we have 
listed common problems below: 
 

● The username or password provided is incorrect ​– the username you 
have entered and/or password does not match the ones inside your 
Joblogic office system. Double check and if you are absolutely sure you are 
typing it in correctly, call your office and ask them to reset it for you. 

 
If you have a message on your screen that is not covered in this guide, please 
feel free to contact our support team at ​support@joblogic.com​. Or, call us on 
0800 326 5561. 
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