
Keep It Easy Software Cloud – User Manual 

1 

 

 

 

Keep It Easy Software 

Cloud 

User Manual 

 

 
 

 

 

 

 

 

 

 

© 2015 Keep It Easy Software 



Keep It Easy Software Cloud – User Manual 

2 

CONTENTS 
How to Login .......................................................................................................................................... 5 

Functions ................................................................................................................................................ 5 

System Preferences ................................................................................................................................ 6 

General ............................................................................................................................................... 7 

Receipt Categories.............................................................................................................................. 9 

Expense Categories .......................................................................................................................... 10 

Service Categories ............................................................................................................................ 11 

Service Descriptions ......................................................................................................................... 12 

Payment Methods ............................................................................................................................ 13 

Regular Creditors .............................................................................................................................. 14 

Rounds/Areas ................................................................................................................................... 15 

Holiday Dates ................................................................................................................................... 16 

Service By Names / Service Personnel .............................................................................................. 17 

Standard Letters ............................................................................................................................... 18 

SMS Account .................................................................................................................................... 20 

Bank Accounts .................................................................................................................................. 21 

Client Status ..................................................................................................................................... 22 

How Referred ................................................................................................................................... 23 

Add Your Own Logo .......................................................................................................................... 24 

Clients .................................................................................................................................................. 25 

Add New Client ................................................................................................................................. 25 

View / Edit Client Details .................................................................................................................. 26 

Job Info ......................................................................................................................................... 26 

Job History .................................................................................................................................... 27 

History Details .............................................................................................................................. 27 

Jobs Booked ................................................................................................................................. 28 

Notes & Letters ............................................................................................................................ 28 

SMS .............................................................................................................................................. 32 

Payments ...................................................................................................................................... 33 

Accounts Info................................................................................................................................ 35 

Main Menu ........................................................................................................................................... 35 

Job Management .............................................................................................................................. 36 

Job Schedule ................................................................................................................................. 37 



Keep It Easy Software Cloud – User Manual 

3 

Calendar ....................................................................................................................................... 37 

Print Buttons ................................................................................................................................ 37 

Book a new job for an existing client ............................................................................................ 38 

Book a new job for a new client (client is not in the system yet) ................................................. 40 

Book Job Without Time ................................................................................................................ 41 

Jobs List ............................................................................................................................................ 42 

General information about this screen ........................................................................................ 43 

Print Job List ................................................................................................................................. 43 

Service Details List ............................................................................................................................ 44 

General information about this screen ........................................................................................ 44 

Print Job Services List ................................................................................................................... 44 

Client List .......................................................................................................................................... 45 

View Client Details ........................................................................................................................ 45 

Action Buttons .............................................................................................................................. 45 

Notes List .......................................................................................................................................... 46 

Actions.......................................................................................................................................... 46 

Note Details .................................................................................................................................. 46 

Delete Note .................................................................................................................................. 47 

Print Notes List ............................................................................................................................. 47 

Add New Note .............................................................................................................................. 47 

SMSs List........................................................................................................................................... 48 

New SMS ...................................................................................................................................... 48 

Accounts Menu .................................................................................................................................... 49 

Expenses ........................................................................................................................................... 50 

General information about this screen ........................................................................................ 50 

Edit / View Expense Details .......................................................................................................... 50 

New Expense ................................................................................................................................ 50 

Delete Expense ............................................................................................................................. 51 

Summary Expenses ....................................................................................................................... 51 

Detail Expenses ............................................................................................................................ 51 

BAS Expenses................................................................................................................................ 52 

Income/Receipts .............................................................................................................................. 52 

General information about this screen ........................................................................................ 52 

Edit / View Receipt Details ........................................................................................................... 52 



Keep It Easy Software Cloud – User Manual 

4 

New Receipt ................................................................................................................................. 52 

Delete Receipt .............................................................................................................................. 53 

Income Summary ......................................................................................................................... 54 

Income Details .............................................................................................................................. 54 

BAS Summary ............................................................................................................................... 54 

Assets Register ................................................................................................................................. 54 

Edit / View Assets Details ............................................................................................................. 54 

New Asset ..................................................................................................................................... 55 

Summary .......................................................................................................................................... 55 

Deposits List ..................................................................................................................................... 56 

Add New Deposit .......................................................................................................................... 56 

Reconcile Accounts .......................................................................................................................... 57 

Print Statement ............................................................................................................................ 58 

Client Account Balances ................................................................................................................... 58 

Add New Deposit .......................................................................................................................... 58 

Invoices ............................................................................................................................................ 59 

Enter a Payment ........................................................................................................................... 59 

Print List ....................................................................................................................................... 59 

Who Needs Invoices? ....................................................................................................................... 60 

Print a Blank Invoice ......................................................................................................................... 60 

Print Reports ........................................................................................................................................ 61 

Job Details ............................................................................................................................................ 62 

Process Job ....................................................................................................................................... 63 

Email Invoice to Customer................................................................................................................ 64 

Deleting Information from your database ............................................................................................ 64 



Keep It Easy Software Cloud – User Manual 

5 

How to Login  

1. Open your web browser and in the URL bar type the following: 

www.keepiteasy.com.au 

2. This will now bring up the Keep It Easy Software website, select the Cloud link. 

3. Type in your username and password, fill in the captcha and press the Login button, now you 

are logged in and ready to start! 

 

Functions 

Once you have successfully logged in, you will see the home page as shown below. 
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System Preferences  

Once you have logged into Keep It Easy Software Cloud, you will need to set up the System 

Preferences. These are specific to your business, such as your Service Categories, Payment Options, 

the Names of your Operators and so forth. 

To set up the System Preferences, click on the System Preferences icon as shown below. 

  

The System Preferences page opens and will display 16 links to help set up Keep It Easy Cloud with 

your business data.  

Please ensure you set up EVERY link to avoid any issues later on. 

To set your preferences, click the corresponding button on the left to open the corresponding screen 

and enter the necessary data. 

To leave the System Preferences screen and return to the Main Menu click the Home icon on the 

top right of the screen. 
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General  

Click the General link on the left to edit your Software Preferences. The settings on this screen 

determine how your software operates. After you have filled out ALL the information, click the                                                                     

u                          button to save the information entered and then press the           button to close the 

screen and return to the System Preference page. 

 

 NOTE: Each field explains what type of text should be entered 
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Print letterhead Yes: Select yes to print your letters with a letterhead. 
Details from the field below will be used. 

No: Select no if you don’t want your letters printed with a 
letterhead. 

Address to appear on letterhead Fill out the address you would like to have printed on your 
letterhead. Remember to select Yes for the Print 
letterhead option above.  

Invoice header The details you would like to have shown on your invoices, 
such as phone and fax numbers 

Bank details for Direct Deposit If your customers want to make payments to you by direct 
deposit, you will have to provide them with A/c Name, 
BSB, and A/c number and a reference if applicable. 

Take Credit Card Payments? Select Yes or No 

Default Service Person If you have a default service person, or someone who is 
responsible for handling most of the work, then select that 
person here. The name of that person will default 
whenever you book a new job for a client using the Book 
Job button on the Client Details screen. 

Default Receipt Category for job Payments Enter your default category for job payments here. When 
you enter a payment for a job on the Receipt Details 
screen, the category will default to what you enter here. 
This saves you the work of having to enter it for every 
payment/receipt. 

Default Invoice Term The Keep It Easy software uses the default invoice term to 
calculate the date due and adds the default term to the 
date invoice issued. 

Return Address on Envelope Will print a return address on the envelope when you print 
envelopes. 

Email Your business e-mail address. 

Bi-Line under Logo The text you enter here will appear under the logo on your 
invoices and letters. (Often a catchy phrase). 

Note to appear on invoice The text you enter here will be printed at the bottom of 
your invoices (e.g special offer). 

Trading Name The official name of your business. 

ABN  Your Business Number. 

Reg GST? If you are registered for Goods and Services Tax (GST) then 
tick the box. 

GST will not be calculated if you leave this box unticked. 

GST percentage Enter your GST percentage. 

Country Select Australia or New Zealand 

Hide suspended clients by default Select Yes if you want to hide suspended clients by default. 
Select No if you want to show them. 

 

  



Keep It Easy Software Cloud – User Manual 

9 

Receipt Categories 

Click the Receipt Categories link to setup your receipt categories and their corresponding BAS Boxes. 

Receipt categories are used on the Job Details page and the Receipt List page. 

To exit this screen, click the                             button to save any data entered and then press           to 

close the screen and return to the System Preference page. 
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Add Receipt Category 

To add a new receipt category, type in the Category Name, select a BAS Box or Enter in a new BAS 

Box and press                             

You will now see your Receipt Category under List Receipt Category. 

 

Delete Receipt Category 

Before you proceed, please read the section on deleting information from your database. 

To delete a receipt category, click the           icon next to the category you wish to delete. 

 

Expense Categories 

Click the Expense Categories button to setup your expense categories and their corresponding BAS 

Boxes.  

To exit this screen, press the                             button to ensure your data entered is saved and then 

click the          icon on the top right hand side of the screen.  
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Add Expense Category 

To add a new expense category, type in the Category Name, select a BAS Box or Enter in a new BAS 

Box and press                             

You will now see your Expense Category under List Expense Category. 

 

Delete Expense Category 

Before you proceed, please read the section on deleting information from your database. 

To delete an expense category, click the           icon next to the category you wish to delete. 

 

Service Categories 

Click the Service Categories button to setup your service categories.  

To exit this screen, press the                             button to ensure your data entered is saved and then 

click the          icon on the top right hand side of the screen.  
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Add Service Category 

To add a new service category, type in the Category Name and press                             

You will now see your Service Category under List Service Category. 

 

Delete Service Category 

Before you proceed, please read the section on deleting information from your database. 

To delete a service category, click the           icon next to the category you wish to delete. 

 

Service Descriptions 

Click the Service Descriptions link to setup your service descriptions.  

Note: The service descriptions you enter here can be used for services as well as for products. 

 

To exit this screen, press the                             button to ensure your data entered is saved and then 

click the          icon on the top right hand side of the screen.  

 

. 
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Add Service Description 

To add a new service description, type in the Details, Default Amount and the Category.  

Press                             and it is now saved.                        

You will now see your Service Descriptions under List Service Descriptions. 

Delete Service Description 

Before you proceed, please read the section on deleting information from your database. 

To delete a service description, click the           icon next to the category you wish to delete. 

 

Payment Methods 

Click the Payment Methods link to setup your accepted payment methods.  
 

To exit this screen, press the                             button to ensure your data entered is saved and then 

click the          icon on the top right hand side of the screen.  
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Add Payment Method 

To add a new payment method, enter the Method Name and press 

Delete Payment Method 

Before you proceed, please read the section on deleting information from your database. 

To delete a payment method, click the           icon next to the category you wish to delete. 

 

Regular Creditors 

Click the Regular Creditors link to setup your regular creditors.  

To exit this screen, press the                             button to ensure your data entered is saved and then 

click the          icon on the top right hand side of the screen.  
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Add Regular Creditor 

To add a regular creditor, type in the Name, Details, Expense Category, Total Amount. 

The BAS Box will be automatically filled out when you select an expense category. 

Press                              and your Regular Creditor will be in the List of Regular Creditors.  

 

Delete Regular Creditor 

Before you proceed, please read the section on deleting information from your database. 

To delete a regular creditor, click the           icon next to the category you wish to delete. 

 

Rounds/Areas 

Press the Rounds/Areas link to setup the areas you visit.  

To exit this screen, press the                             button to ensure your data entered is saved and then 

click the          icon on the top right hand side of the screen.  
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Add Round/Area 

To add a round or area, type in the Round/Area name and press 

The Round/Area will be saved and in the List of Rounds/Areas. 

Delete Round/Area 

Before you proceed, please read the section on deleting information from your database. 

To delete a round/area, click the           icon next to the category you wish to delete. 

 

Holiday Dates 

Click the Holiday Dates link to setup holidays for your operators for the year. The system will 

produce a warning when you try to book a job on a day you have marked as a holiday for the 

specified operator. 

To exit this screen, press the                             button to ensure your data entered is saved and then 

click the          icon on the top right hand side of the screen.  
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Add Holiday Date 

To add a holiday date, choose an operator and click your cursor on the calendar From and To field, 

click on the desired dates and the date/s will appear in the list. 

Alternatively, you can type the dates in the From and To fields. 

Delete Holiday Date 

Before you proceed, please read the section on deleting information from your database. 

To delete a holiday date, click the           icon next to the category you wish to delete. 

 

Service By Names / Service Personnel 

Click the Service by Names link to enter the names of your operators / service personnel. Every job 

you book will need to be booked against an operator. 

To exit this screen, press the                             button to ensure your data entered is saved and then 

click the          icon on the top right hand side of the screen.  
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Add Service Personnel 

To add a name, type the Service Personnel Name and press  

This Service Personnel Name will be in the List of Service Personnel. 

Delete Service Personnel 

Before you proceed, please read the section on deleting information from your database. 

To delete a service personnel name, click the           icon next to the category you wish to delete. 

 

Standard Letters 

Click the Standard Letters link to create standard letters you send your clients. 

To exit this screen, press the                             button to ensure your data entered is saved and then 

click the          icon on the top right hand side of the screen.  
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Add Letter 

To add a letter, click the New Letter button at the top right hand side of the screen. A new screen will 

open where you can enter the name of the letter, the salutation before the letter and write the letter 

itself (alternatively, you can copy the text from an existing letter). 

 

To exit this screen, press the                             button to ensure your data entered is saved and then 

click the          icon on the top right hand side of the screen.  

 

Edit Letter 

To edit an existing letter, click the           icon next to the letter. The letter will open, allowing you to 

edit its title and/or contents. 

To exit this screen, press the                             button to ensure your data entered is saved and then 

click the          icon on the top right hand side of the screen.  

 

Delete Letter 

Before you proceed, please read the section on deleting information from your database. 

To delete a standard letter, click the           icon next to the category you wish to delete, a 

confirmation will pop up asking if you wish to delete this letter, press Yes if you wish to proceed or 

No if you wish to cancel. 

 

NOTE You must decide whether or not to add a salutation to your letters.  
For generic salutations (e.g. “To all our valued customers”) the salutation can be entered here.  
If you prefer to add a personal salutation to every letter, do not add it here, but instead enter the 
personal salutation on the Client Details - General tab. 
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SMS Account 

Setting up an SMS account will allow you to send text messages to your customers.  

 

Credits for your SMS are prepaid through SMS Global. There is no time limit on using your credits. To 

purchase more SMS credits, go to www.smsglobal.com.au and log in using these details.  

If you do not have a username and password then sign up for a new account on the 

www.smsglobal.com.au website. Be sure to enter KIE in the affiliate box when you sign up. This will 

give you opportunities for discounts and future benefits. 

  

http://www.smsglobal.com.au/
http://www.smsglobal.com.au/
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Bank Accounts 

Click the Bank Account link to add bank accounts.  

To exit this screen, press the                             button to ensure your data entered is saved and then 

click the          icon on the top right hand side of the screen.  
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Add Bank Account 

To add a bank account, type in the Name and press  

Delete Bank Account 

Before you proceed, please read the section on deleting information from your database. 

To delete a bank account, click the           icon next to the category you wish to delete. 

 

Client Status 

Click the Client Status button to setup the different statuses. There are default statuses already in 

the system. 
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Add Client Status 

To add a client status, type in the client status you wish to add and press  

Delete Client Status 

Before you proceed, please read the section on deleting information from your database. 

To delete a client status, click the           icon next to the category you wish to delete (You cannot 

delete defaults). 

 

How Referred 

Click the How Referred link to setup the types of client referrals.  

To exit this screen, press the                             button to ensure your data entered is saved and then 

click the          icon on the top right hand side of the screen.  
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Add Referral 

To add a referral type, enter the referral type and press  

Delete Referral Type 

Before you proceed, please read the section on deleting information from your database. 

To delete a referral type, click the           icon next to the category you wish to delete. 

 

Add Your Own Logo 

Click the Add Your Own Logo link to add your logo to the database. Your logo will appear on your 

letters and invoices if “Print letterhead for your letters and invoices” has been selected on the 

General screen. 

To exit this screen, press the                             button to ensure your data entered is saved and then 

click the          icon on the top right hand side of the screen.  
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Add Logo 

Click the Browse button to locate your logo on your computer. The recommended file types are .jpg 

or .bmp. The recommended file size is 600Kb or smaller, ideally between 100Kb and 250Kb. The logo 

will be visually auto-resize and large files will just use up system resources. 

If you no longer want to use a logo, you can set “Print letterhead for your letters and invoices” to No 

on the General screen. 

 

Clients 

This section of the manual describes how to add, edit and delete clients. 

Add New Client 

Main Menu > Client List > New Client 

The following screen will open.  

 

Enter all the client’s details such as name and contact information on this screen. Note: the more 

information entered the better the system will navigate. 
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When all details for this client have been entered, continue filling out other details regarding this 

client such as job info, accounts info, etc. 

The rest of the tabs on this screen (Job Info, Job History, etc.) are discussed in the View / Edit Client 

Details section of this manual.  

 

View / Edit Client Details 

To view a client’s details, select the Client List button from the Main Menu. The following screen will 

open.  

 

Select the          icon to open the Client Details to view or edit information. 

Job Info 

The Job Info tab on the Client Details screen allows you to specify details regarding the jobs for this 

client, such as job intervals, the default service description, and default operator. 

The approximate per annum value (PA Value) on this tab is used to determine how much income the 

client generates per year.  

NOTE You must select the save icon every time you are wanting to navigate to another 
page, link or tab. It does not automatically save! 
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Job History 

The Job History tab on the Client Screen provides an overview of all jobs that have been booked and 

completed for this client.  

NOTE Future Jobs (booked jobs) and incomplete jobs (jobs not marked complete) are not listed on this tab. 

 

 

Click the Go to Job link to open the Job Details screen. 

History Details 

The History Details tab on the Client Screen provides a detailed overview of all work done for or 

products sold to a client. This means that multiple lines can show for the same date. 

NOTE Future Jobs (booked jobs) and incomplete jobs (jobs not marked complete) are not listed on this tab. 
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Jobs Booked 

The Jobs Booked tab provides an overview of ALL jobs booked for a customer. This includes any 

future jobs booked and any past uncompleted jobs booked. 

 

Click the Go To Job link to open the Job Details screen and view/edit job details.   

Click the Delete Booking button to delete a job. A dialog box will open asking you to confirm that you 

want to delete the job. 

 

Click Yes to confirm or No to cancel.  

If selected Yes, the job will be deleted and you will be taken to the Job Management Page. 

Notes & Letters 

The Notes & Letters tab allows you to store and view any notes regarding customers, as well as keep 

track of any letters sent. 
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Edit Note 

Click the arrow next to the date of the note to bring up the dropdown shown below. 

 

Clicking Note Details will open a dialog with the note details. 

 

Make the required changes to the note and click the Save button along the bottom to save and close 

the dialog. 

Delete Note 

To delete a note click the arrow next to the note’s date and select Delete. 

Add New Note 

To enter a new note, click the New Note button at the bottom left hand side of the screen of the 

screen. 

A dialog will open with today’s date and the name of the client. 
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Enter the note details, tick the box if the note requires follow up (if so, also enter a follow up date) 

and click the Save button to save and close the dialog and return to the Client Details page. 

Send Letter 

Client List > Send Them Letters 

This allows you to send ALL of your clients a standard letter without printing each one off manually. 

 

On the left, select the letter you would like to send and select Print Letter to chosen clients. 
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Edit Letter 

If the letter requires any editing, click the Edit Chosen Letter button in the bottom left corner of the 

screen. This will open the letter for editing.  

Add new Letter 

If you would like to add a new letter, click the Add New Letter button. This will open a new letter for 

you to define. 

Print Letter 

Make sure the client selected for this letter is correct (selected clients are shown on the left side of 

this screen). 

Click the Print letter to chosen Clients button to print the letter.  

Print Letter 

After clicking Print Letter, it will ask you to enter a parameter value. This means the date. 

It will then ask if you wish to record the letter as sent, press Yes or No if you do not wish to have a 

record of sending the letter to the client. 

 

If selected Yes, it will then ask you to include a follow up date for the letter. 

Type in the date you wish to follow up or leave it blank and select Ok. 

It will ask if you wish to add any additional comment (if you do not type in any additional comment, 

the system will record the letter as Test Letter was sent today). 

Select Ok and allow pop ups from this site, your letter will open with the option to save or print. 
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SMS 

The SMS tab shows all the history of SMS for the client selected in client details.  

 

Send SMS 

To send an SMS to a customer (e.g. to remind the customer of a scheduled service appointment), via 

the client details page, click the Send SMS link. The client’s name and phone number will be copied 

to the dialog shown below.  

 

Enter the message you would like to send in the SMS Message field. To make sure you don’t exceed 

the maximum allowed number of characters (160). 

Schedule SMS 

If you would like to schedule sending the SMS instead of sending it instantly, enter a date and time. 

Then click the Send SMS button. The SMS will be sent to the SMS provider who will forward it on at 

the scheduled time.  

Send SMS instantly 

Click the Send SMS button to send the SMS instantly. Click the Close button to close the dialog and 

return to the Client Details screen. 
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Payments 

The payments link provides information regarding all payments made.  

 

View / Edit Receipt Details 

 

On this screen you can make any changes (if required) to the receipt details, just select the          icon 

and edit the details. When you are done, click                             to save any changes and select the         

Icon to exit the screen and return to the Income/Receipts List page. 

 

To mark a receipt as paid from this tab, enter all payment details for the job and click the black arrow 

next to the job you want to mark as paid in full. 
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The moment you click the button, the job disappears from the list of unpaid jobs and is moved to the 

area called Jobs Paid with this Receipt on the right.  

 

To remove a job from the list of paid jobs, click the          icon next to the job you wish to delete on 

the right. You will be asked to confirm and the job will be moved back to the list of unpaid receipts. 

If you click the Mark as Paid in Full button but the total amount you have entered is not sufficient, 

the system will let you know there is not enough. Enter the correct total amount, or wait marking the 

job as paid until the full payment has been received. 

Delete Receipt 

To delete a receipt from the system, open the income/details screen and select the          icon.  

You will be asked to confirm. 

  

Click Ok to delete the receipt. Click Cancel to keep the receipt. 
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Enter New Payment 

Click the Enter a New Payment button on the Payments tab to enter a new payment for the client.  

A new screen will open. 

NOTE  You can also enter payments by processing a job from the Job Details screen. 

Accounts Info 

The Accounts info allows you to set default values for a client, such as the default payment method 

and default cheque details. 

 

The address in the Mail Invoices & Statements to: field is used on the invoices & statements you 

send this client.  

Main Menu 

The Main Menu is your starting point for your daily activities, such as managing your jobs and your 

clients.  

Clicking the Logout button along the top of this screen to log out of the software. 
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The buttons on the main menu provide quick access to 

 Job Management 

 Jobs List 

 Service Details List 

 Client List 

 Note List 

 SMS List 

 Accounts 

 Print Reports 

 

Job Management 

To manage and schedule jobs, click the Job Management button on the Main Menu screen. 

To exit this screen and return to the Main Menu, click the Home button along the top of the screen.  
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Job Schedule 

The left side of this screen, the job schedule, defaults to today’s date. Note that the schedule displays 

the jobs for one operator only—the operator selected in the Service Personnel box. Switch to the job 

schedule for another operator by clicking that operator. 

Use the scroll bar on the in the middle of the screen to move up and down through the job schedule. 

For a one-page overview of all jobs for an operator on a date, use the print functions on the right. 

Jobs marked blue have been completed, Jobs marked green are incomplete. 

Calendar 

You can view bookings for other days by selecting a date from the calendar on the right. 

 

 Change the month and day simply by clicking the arrow next to the month (left to go back 

and right to go forward).  

Print Buttons 

The buttons next to the operator names allow you to print work schedules and an income summary. 

Note that these schedules apply to the operator selected. To print schedules for another operator, 

select that operator first. 

 

Examples of all these reports have been included in the Reports & Printing Manual, in the Job 

Scheduling Reports section. 

Print 6am-6pm: This prints an overview of all appointments between 6am and 6pm. 

Print 24hr Day: This prints an overview of all appointments (24 hours) for a day. 

Income Summary: This prints an income summary for the date selected. Shows all jobs that have 

been processed in the system and marked as paid. 

file:///C:/Users/Nicoline/Documents/Elance/Working/Keep%20It%20Easy/Keep%20It%20Easy%20-%20Reports%20&%20Printing%20Manual.pdf
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Day Schedule: This allows you to print several reports for any of your service operators: Short Report, 

Job Card Report, and a Round Report. The dialog box shown below will pop up for you to make your 

selection of report for the day already selected in the calendar.

 

Allows you to print weekly and monthly reports for your operators. The dialog box shown below will 

pop up for you to make your selections (calendar year, week list, month name) which the reports can 

be previewed and printed. 

 

Book a new job for an existing client 

To schedule a new job, click your cursor in the time slot you want to book. 

A dialog box will open. 

 

Select the client you want to book the job for from the dropdown list and select Enter Job. 
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The Job Details screen will open. 

 

Verify that the Date Due, Job Time & Duration and Service By fields are all showing the correct 

values. The job duration defaults to 15 minutes (a quarter of an hour) but can be changed here if 

needed. 

Add Service or Product to Job 

Add the services by clicking the Add Service button and selecting the service that will be provided on 

this job.  

To add another service, click the Add Service button again. Note that the Total Service Value field is 

instantly updated. If you need to write in the Service Description select Manual and this will allow 

you to enter text manually. 

Delete Service or Product from Job  

To delete a service from the job details, click the           button next to that service. Instead of deleting 

a service, you can also update it by selecting another value from the dropdown list. 
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Add Other Job Information 

Add any relevant information regarding the job such as a customer reference and comments.  

Other Bookings 

The right side of this screen shows other bookings not yet 

completed for this client. 

Click any of the jobs in the list to open the job details for that job. 

 

 

 

Job Status 

The status of a job is displayed at the bottom of the screen.  

 

As soon as you mark a job a complete, invoiced or paid, the status at the bottom of this screen will 

change accordingly. 

When you are done filling out all the details for this job, click the                             button and then the 

Home link to return you to the Main Menu. 

Delete Job 

If you have made a mistake (e.g. wrong client) while booking this job, you may wish to delete it. Click 

the Delete button in the bottom left-hand corner of the screen to delete the job. You will be asked to 

confirm as deletion cannot be undone. 

 

Book a new job for a new client (client is not in the system yet) 

To schedule a new job for a new client, click your cursor in the time slot you want to book.  

A dialog box will open.  
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Click the Add New Client to Database link. The Client Details screen will open.  

 

Enter all necessary data as explained earlier on in this manual. 

Book Job Without Time 

To book a job without time, click the Book Job Without Time button at the bottom of the Job 

Management & Scheduling screen. 

A dialog will open for you to select the client. 

 

Select the client you want to book the job for from the dropdown list. 
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After selecting the client, click the Book Job button on the dialog. The Job Details screen will open. 

 

The Time and Duration fields are empty, but apart from that, this booking is like any other job 

booking for a client. 

After you have filled out all the details for this job, click the            icon and then select the         icon. 

You will be returned to the Job Management & Scheduling screen where all jobs without time are 

listed separately on the right. 

 

 

Jobs List 

Open the Jobs List screen by clicking the Jobs List link on the Main Menu screen. 

The Jobs List screen provides an overview of all jobs in the database. This includes history and future 

jobs, paid and unpaid jobs, completed and incomplete jobs. 

To return to the Main Menu, select Home. 
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General information about this screen 

 At the bottom of the screen the total number of jobs and their value is displayed. 

 Jobs with a tick in the done column, mean they have been completed. 

TIP Combine filter fields (make use of multiple filter fields at the same time) to further limit the number of 
results displayed in this list. 

 
TIP When you use a filter and have the feeling that certain jobs are missing from the list, then check to make 

sure no other filters have been applied. Remove the contents of any filter fields you do not want to use. 

Print Job List 

To print the Job List, click the Print List button at the bottom of the screen. A new window will open 

with the report. 
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Service Details List 

Open the Service Details List screen by clicking the Service Details List button on the Main Menu 

screen. 

The Service Details List screen provides an overview of all services provided or products sold. That 

means that a job consisting of three parts (e.g. 1. remove leaves/debris, 2. brush floor/sides, 3. sale 

of a bottle of cleaning agent) will generate three lines in the Service Details List.  

To return the Main Menu, selected the Home icon. 

 

General information about this screen 

 The list of services is ordered by date (newest first). 

 You can open a service by clicking the       icon. 

TIP Combine filter fields (make use of multiple filter fields at the same time) to further limit the number of 
results displayed in this list. 

 

TIP When you use a filter and have the feeling that certain jobs are missing from the list, then check to make 
sure no other filters have been applied. Remove the contents of any filter fields you do not want to use. 

Print Job Services List 

To print the Job Services List, click the                   icon along the top right hand side of the screen. 

Note that if filters have been applied to the Service Details List screen, the same filters will also be 

applied to the printed list. 

For a preview of this report and detailed instructions on how to print from the system, please refer 

to the Reports & Printing Manual. 

file:///C:/Users/Nicoline/Documents/Elance/Working/Keep%20It%20Easy/Keep%20It%20Easy%20-%20Reports%20&%20Printing%20Manual.pdf
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Client List 

To access the client list, click the Client List link on the Main Menu. This will show all your clients in 

the system. 

To return to the Main Menu, select the Home icon. 

 

View Client Details 

The view a client’s details, select the  icon next to the client details you wish to open. 

Action Buttons 

The buttons along the top of this screen allow you to perform various actions, some of which have 

been described in other sections of this manual. 

 New Client  To add a new client to the system. 

 Print List  To print the client list. 

 Print Summary  To print a summary of the clients. 

 Send Them Letters To send your clients letters. 

 Generate a Quote          This generates a quote for your client/s. 
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Notes List 

To access the Notes and Reminders List, select the Notes List link on the Main Menu. This will show 

all Notes and Reminders. 

To return to the Main Menu, select the Home icon. 

 

Actions  

The arrow next to the note (on the left hand side) next to the date allows you to access the Client 

Details, Note Details, Book a Job or Delete the note. 

Note Details 

Open a note by selecting Note Details from the dropdown options (on the left hand side, next to the 

date). 

 

The note details dialog box allows you to view and/or change all and any of the note details.  
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Delete Note 

To delete a note 

 Select Delete from the dropdown list next to the date field on the Notes List screen. 

Print Notes List 

To print a list of notes, click the Print button on the Notes & Reminders screen. Any filters that have 

been applied to the notes on the screen will also be applied to the printed list. 

For a preview of this report and detailed instructions on how to print from the system, please refer 

to the Reports & Printing Manual. 

Add New Note 

To add a new note to the system, click the New button. A dialog box will open. 

 

Enter all the details for the note, and click the Close button to close and save the note.  

file:///C:/Users/Nicoline/Documents/Elance/Working/Keep%20It%20Easy/Keep%20It%20Easy%20-%20Reports%20&%20Printing%20Manual.pdf
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SMSs List 

To access the SMSs List, click the SMSs List link on the Main Menu. This will open the SMS List 

screen. 

To return to the Main Menu, select the Home icon. 

 

New SMS 

To create a new SMS, click the New button along the top of the screen. An empty dialog will open. 

 

Fill out the details and select Send. 
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Accounts Menu 

To open the Accounts Menu click the Accounts link on the Main Menu. The following screen will 

open. 

To return to the Main Menu, select the Home icon. 

 

The Accounts Menu consists of a number of links that give you access to; 

 Expenses 

 Summary 

 Invoices 

 Income/Receipts 

 Deposits 

 Who Needs Invoices? 

 Assets Register 

 Reconcile Accounts 

 Print a Blank Invoice 

 Client Account Balances 
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Expenses 

To access the Expenses screen, click the List of Expenses link on the Accounts Menu. 

To return to the Main Menu, select the Home icon. 

 

General information about this screen 

 You can limit the number of expenses displayed on this screen by using the filter fields. 

 The list of expenses is ordered according to the selection in the Order by filter field. 

 You can open an expense by selecting the  icon. 

 Expenses totals are displayed at the bottom of the screen. 

Edit / View Expense Details 

Open an expense by selecting the  icon on the Expenses List screen. 

New Expense 

To enter a new expense, click the New Expense link along the top of the screen. The Expense Details 

screen opens. 
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Enter all the information for the expense and click the                       icon along the bottom of the 

screen to save the expense. 

To immediately enter another expense after submitting one, select the       icon to return to the 

Expenses List page. 

Select the New Expense link along the top of the screen and this will bring up a new expense to be 

entered. 

Delete Expense 

To delete an expense, select the        icon next to the expense you wish to delete, confirm you wish to 

delete by selecting Ok when the pop up box appears, or select Cancel if you wish to return to the 

Expenses List screen.  

Summary Expenses 

For a summary of all expenses, click the Summary Expenses link along the top of the Expenses List 

screen. Note that if filters have been applied to the Expenses List screen, the same filters will also be 

applied to the printed list. 

Detail Expenses 

For a detailed overview of all expenses, click the Detail Expenses link along the top of the Expenses 

List screen. Note that if filters have been applied to the Expenses List screen, the same filters will 

also be applied to the printed list. 
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BAS Expenses 

For a detailed overview of BAS expenses, click the BAS Expenses button along the top of the 

Expenses List screen. Note that if filters have been applied to the Expenses List screen, the same 

filters will also be applied to the printed list. 

 

Income/Receipts 

To access the Receipts List screen, click the List of Receipts link on the Accounts Menu. This is the 

only screen where you can make entries in a list, otherwise doing the reconciliations takes too long.  

You can edit the list directly from here without going in and out of the receipt details all the time. 

To return to the Main Menu, select the Home icon. 

 

General information about this screen 

 You can limit the number of receipts displayed on this screen by using the filter fields 

 The list of receipts is ordered according to the selection in the Order by filter fields. 

Edit / View Receipt Details 

Open a receipt by selecting the  icon next to receipt you wish to view or edit. 

New Receipt 

To enter a new receipt, click the Add New link along the top of the screen. The Income/Receipt 

Details screen opens. 
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Enter all the information for the receipt and click the                       icon along the bottom of the screen 

to save the expense. Select the         icon to return to the Income/Receipts List page.  

To immediately enter another receipt, click the Add New button along the top of the screen. 

Delete Receipt 

To delete a receipt, select the         icon next to the receipt you wish to delete. Confirm you wish to 

delete when the pop up box appears by selecting Ok, or select Cancel to return. 

View or edit a receipt by selecting the        icon, next to the receipt you would like to view or edit. 
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Income Summary 

For a summary overview of all receipts, click the Income Summary button along the top of the 

Receipts List screen. 

Income Details 

For a detailed overview of all receipts, click the Income Details button along the top of the Expenses 

List screen. 

BAS Summary 

For an overview of receipts by BAS reference, click the BAS Summary button along the top of the 

Receipts List screen. 

 

Assets Register 

To access the Assets Register, select the Assets Register link on the Accounts Menu.  

To return to the Main Menu, select the Home icon. 

 

Edit / View Assets Details 

To edit or view an asset, select the  icon next to the asset you wish to view or edit. 
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New Asset 

To enter a new asset, click the New Assets link along the top of the screen. The Asset Details screen 

opens. 

 

Fill out all the details for the asset and click                 v   to save the asset. 

 

Summary 

The Account Summary screen gives quick access to a number of reports, summaries, and overviews. 
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Select a calendar year or financial year, and select a month, quarter, or date range. Then click the 

Show Me link to instantly generate an overview of all income and expenses. 

Select the options below to show different summaries and reports 

 Expense Details 

 Expense Summary 

 Receipts Summary 

 Receipts Details 

 Expenses BAS/GST 

 Reconciliation 

 Receipts BAS/GST 

 

Deposits List 

To keep track of your deposits and print a deposit slip, click the Deposits link on the Accounts List 

screen. 

To return to the Main Menu, select the Home icon. 

 

Add New Deposit 

To enter a new deposit, click the New Deposit option along the top of the screen. A screen will open 

where you can select entries to deposit. 
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First, select a date deposited with the calendar icon, select a bank account from the dropdown list on 

the left. Then, add receipts to the deposit by clicking receipts on the right. The receipt will be moved 

to the left window, select a statement date and after you have added all receipts to the deposit, 

close the window by clicking  

 

Reconcile Accounts 

The Reconcile Statement screen allows you to compare your Keep It Easy records to your bank 

account statements to make sure they are in agreement with income and expenses. 
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Print Statement 

To print a Reconcile Bank Statement, click the Print Statement link along the top of the screen. A 

report will open. 

 

Client Account Balances 

 

Add New Deposit 

To enter a new deposit, click the New Deposit button along the top of the screen. A screen will open 

where you can select entries to deposit. 
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Invoices 

 

Enter a Payment 

To enter a new payment, click the Enter a Payment link along the top of the screen. The Receipt 

Details screen will open where you can enter the payment. 

Print List 

To print an overview of the invoices listed on this screen, click the Print List button. 
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Who Needs Invoices? 

 

To raise invoice for a client on this list, select them on the left and choose to print or to email the 

invoice. In order to be able to send an invoice by email, the client’s email address has to be stored in 

the client details. 

 

Print a Blank Invoice 

To print a blank invoice, click the Print a Blank Invoice link on the Accounts Menu. 
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Print Reports 

The Print Reports button on the Main Menu gives access to the Reports Menu shown below. 

 

Examples of all these reports can be found in the Reports & Printing Manual. 
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Job Details 

The Job Details screen not only provides information about booked jobs, but also gives quick access 

to a lot of other functionality in the system, viewing client details, sending an sms, entering a note, 

etc. 

 

Different sections of this manual have covered the actions that can be performed on this screen.  
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Process Job 

The Process Job button allows you to quickly handle all the administration for a job that has been 

completed. This process will take you through a number of steps from entering the payment to 

booking the next job for the client. 

When you click the Process Job button, you will be taken through several steps. The options are 

shown below. 

 

Yes 

 

 

 

No  

 

 

        Yes                         No 

 

OK 

 

 You will be asked 
if this makes the 
job paid in full. 
From this point, 
continue the steps 
in the next section 
of this manual. 

 

 

Yes 

 

 

 
 

             No 

 

 

 

 

 

                                            No 

                    Yes                       

Job is marked as complete 

and returns you  to the Job 

Management & Scheduling 

screen. 

 
Job is marked as complete. A new 

Job Details screen will open with a 

job date that has been calculated 

based on the client’s job interval. 

Yes 

Job is marked as complete. The 

Income/Receipt Details page is shown, enter 

in the payment info and select Submit and 

then the icon to return to the 

Income/Receipts page.  
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Email Invoice to Customer 

Go to Who Needs Invoices and click the invoice you wish to email, then select the Raise Invoice for 

Selected Jobs and EMAIL option to have the Keep It Easy software automatically generate an email 

to the client.  

A dialog box will pop up with the invoice attached. Double click the invoice to view prior to sending 

and add anything extra to the email if necessary. Click Send. 

 

 

Deleting Information from your database 

You should always be very careful when deleting information from your database. Once it’s gone, it’s 

gone forever.  

Be especially careful when deleting setup values (e.g. service descriptions, client status, etc.). Setup 

values are referenced on other screens and a weird situation is created when a value is referenced 

(in history records for a client) that no longer exists. If you are ever in doubt whether or not it is 

smart or safe to delete data from your database, please do not hesitate to contact us. We’ll be happy 

to help. 


