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HT Metal Fab Project Management & Metal Order Manual.

Company Admin Manual (Detailed)

This document is a detailed guide for **Company Admin** users.
All labels match the current UI.

---

1) Company Register Request

1-1. Submit a company request
1. Open the company registration request page.
2. Fill required fields: company name, email, address, ABN.
3. Click **Submit** → request stays pending.

**Snapshot 1**

Snapshot 1

1-2. After approval
1. Once approved, login with your admin account.
2. Select company and start managing projects and tasks.

---

2) Login and basic flow

2-1. Login
1. Open the login page and enter your email.
2. Click the magic-link email.
3. You will land on the Dashboard.
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**Snapshot 2**

Snapshot 2

2-2. Select company and project
1. Choose a company from the top **Company** dropdown.
2. Choose a project from the top **Project** dropdown.
3. If there is no project, create one in the `Project` tab.

Tip: Changing company/project refreshes tasks, files, notes, and Gantt.

**Snapshot 3**
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Snapshot 3

---

3) Company tab (Company details and members)

3-1. Edit company profile
1. Open the `Company` tab.
2. In **Company Detail**, edit:
• Company name, ABN, contact name, phone, email, address
3. Click **Save Company**.

**Snapshot 4**
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Snapshot 4

3-2. Manage company members
1. In **Company Members**, click **Add Member**.
2. Choose a role: Admin / Manager / Accountant / Staff
3. Enter name, email, phone.
4. Use **Modify** or **Delete** to update members.

Tip: Company members are used for project roles and internal assignees.

---

4) Project tab (Projects and project members)

4-1. Create a project
1. Go to the `Project` tab.
2. Click **Create Project**.
3. Fill project details (name, status, dates, client, site, description).
4. Click **Save**.

**Snapshot 5**
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Snapshot 5

4-2. Edit a project
1. Select a project and click **Modify**.
2. Update fields and click **Save**.

4-3. Project members
1. In `Project` tab, open **Project Members**.
2. Click **Add Member**.
3. Select from existing company members and assign role.
4. Use **Import Company Roles** for quick bulk import.

---

5) Metal Work (Instant Quote / Quote Request)

5-1. Instant Quote
1. **A project must be selected** to show the **Metal Work** card in `Tasks`.
2. In `Tasks`, click **Instant Quote** on the **Metal Work** card.
3. Select product → enter options/dimensions.
4. Check quantity/price in **Preview**.
5. Click **Proceed** → quotation PDF is generated and attached to the task.
6. Manage the task status as it progresses.
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**Snapshot 9**

Snapshot 9

**Snapshot 10**

Snapshot 10

5-2. Quote Request
1. Click **Quote Request**.
2. Upload files/notes and submit.
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3. Status moves through steps (Quote Request → Quote Preparing → Quote Issued ...).

**Snapshot 11**

Snapshot 11

---

6) Tasks tab (Tasks and Gantt)

6-1. View tasks
1. Open the `Tasks` tab.
2. Tasks appear after a project is selected.
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**Snapshot 6**

Snapshot 6

6-2. Create and edit tasks
1. Click **New Task**.
2. Enter a title and save.
3. Click a task to edit:
• Status
• Start/Due dates
• Notes and attachments

**Snapshot 8**
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Snapshot 8

6-3. Assign users
1. In task detail, open **Assignees**.
2. Internal assignment:
• Type: **internal**
• Role: project role
• Name: member
3. External assignment:
• Type: external field/role
• Company: external company
• Name: contact

6-4. Reorder tasks
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1. Drag & drop to change order.
2. Subtasks are indented.
3. Milestones display in bold.

**Snapshot 7**

Snapshot 7

6-5. Task scheduling
1. If you enter **Start/Due**, duration is auto-calculated.
2. If only one date is set, the other may be auto-adjusted.
3. Parent task duration follows child tasks.
4. Use the schedule button to align overall dates.

6-5-1. Scheduling logic summary
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1. **Forward**: uses Project Start Date as the base.
2. **Backward**: uses Project Due Date as the base.
3. Task order follows **dependencies**.
4. **Parent tasks** span from the earliest child start to the latest child finish.
5. Results are saved to `planned_start / planned_finish`.

6-6. Export PDF
1. Switch to List or Gantt view.
2. Click **Export PDF**.
• List view → Task list PDF
• Gantt view → Gantt PDF

---

7) Contacts tab

7-1. Manage contacts
1. Open `Contacts` tab.
2. View/edit contact list.
3. Use CSV upload for bulk changes.
4. Sample contacts can be removed with **Delete Sample Contacts**.

**Snapshot 12**
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Snapshot 12

7-2. CSV workflow
1. Download a sample template.
2. Edit locally.
3. Upload and apply.

---

8) Templates tab

8-1. Step-by-step template workflow
1. **Download** a sample template.
2. Open it in Excel and **edit** as needed.
3. Save as `MyStandard.csv`, for example.
4. Go to `Templates` and **Upload** the file.
5. A template named `MyStandard` is created.
6. In the apply popup, click **Apply**.
7. The template is applied to the selected project.
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**Snapshot 13**

Snapshot 13

8-2. Upload templates
1. Open `Templates` tab.
2. Upload a CSV file.
3. Confirm auto-apply prompt.
4. Assignees from the template are automatically saved into **Contacts**.

**Snapshot 14**



Built for Function. Designed to Impress Page 14

Snapshot 14

8-3. Sample templates
1. Choose a sample template from the list.
2. Download, edit, and re-upload.

8-4. Template list
• Sample - Fitout Standard
• Sample - House Build 3 Months
• Sample - Party Planning Friends Event
• Sample - Friends Trip 4 People
• Sample - Renovation Small Apartment
• Sample - Retail Kiosk 3 Weeks

8-5. CSV file format
Header (required):

• No, Task name, Duration, Field, Assignee company, Assignee name, Contact no., Contact email,
  Dependency

Rules:
• **No**: task number (e.g., 1, 1.1, 1.2) → decimals indicate subtasks
• **Task name**: task title
• **Duration**: duration in days
• **Field**: role/discipline (e.g., Architect, Consultant, Supplier)
• **Assignee company / name / contact**: assignee info
• **Dependency**: predecessor task number (single value)

---

9) Files and notes

9-1. Project files
1. Select a project.
2. Upload files in the project area.
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3. Project files/notes can be uploaded and shared by **all project members**.

**Snapshot 15**

Snapshot 15

9-2. Project notes
1. Click **Add Note**.
2. Save your note.
3. Project notes can be created and shared by **all project members**.

9-3. Task files/notes
1. Open a task and add files or notes.
2. **Task assignees** and **project managers/admins** can upload and share.

---

10) Permissions summary

• Company Admin has full access within the company.
• Can manage members, projects, tasks, contacts, and templates.

---

11) FAQ

**Q. I see no tasks.**
A. Select a company and project first.

**Q. Internal assignees are missing.**
A. Ensure company members exist and are added to the project.

**Q. PDF export fails.**
A. Select a project and try again.


