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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 UL.

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**

Company Register Request

Submit your company details and we'll review and set up access.

How it works
We verify your company and project details, then create admin
BCCESS

We'll respond by email with newxt steps.

Send Request

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.

Built for Function. Designed to Impress Page 1
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*Snapshot 2**

HTM Login (OTP)

taemin.jecni@pgmail.com
Send Login Link

Login link sent. Chedic your email

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**

Built for Function. Designed to Impress Page 2



Sample company | Samplecompany (cent, ABN 12345678801) ~ | Project: First Project
Logged in as: bombayhimiTipmal cor

r ™y
I\ Company | Project Tasks Cantacls Templates

§ample company Detail

ABM

Sample company 123458782801
:": Cl mame Phi
John Do= 0400111222
bombay. htmi@gmail.com
20 Wentworth 51. Clyde
Sample company Reles
Rpole, mame, email and phone for this compary.
Rals Hame Emall Phang Acton
Admin John Doe bombay. htm@gmail.com 0400111222 Modify
Ianual (K
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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Sample company | Sample company [chent. ABN 12245673901) | Project: First Project Logou
|':l::umpany.:| Praject Tasks Cantacls Templates
?ample company Detail e
Sample company 123458782801
John Do= 0400111222
bombay. htmi@gmail.com
20 Wentworth 51. Clyde
Sample company Reles i Mermber
Rple, mame, email and phone for this compa
Rals Hame Emall Phang Acton
Admin John Doe bombay. htm@gmail.com 0400111222 Modify || Delese
] E
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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Sample company | Sample company [cient, ABN 12245673901) | Project: First Project

Campany I:’ Project :I Tasks Contacts Templates
Firat Project Files

First Project Notes

First Project Roles

Role Hams

Sample company _Proiect List

Project

First Project

Snapshot 5

4-2. Edit a project

1.
2.

Select a project and click *Modify**.
Update fields and click **Save**.

4-3. Project members

1. In "Project tab, open **Project Members**,
2.

Click **Add Member**.

Emal

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
**A project must be selected** to show the **Metal Work** card in “Tasks".

1.
. In "Tasks", click **Instant Quote** on the **Metal Work** card.
. Select product — enter options/dimensions.

. Check quantity/price in **Preview**.
. Click **Proceed** - quotation PDF is generated and attached to the task.
. Manage the task status as it progresses.

o O WDN
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*Snapshot 9**

First Project HT Work Instant Quate | | Cuale Regues:

nstant quole or reguest @ quate, then irack medal tasks hee.

Metal lashs: 2
Metal - Instant Quote - 2026-02-03 13:06 (2 itams)
LG EETED B Deposdt Walting

Metal - Quote Request - 2026-02-03 15:22

Snapshot 9

*Snapshot 10**

HT Instant Quote B (&) [comx

Lopged in as: bombayhtmi@gmasl.com

Compary Sample company co-o First Project m Shehing | | Cladding | | Hood | | Geometry Timezone: Australlad Sydnsy

Bench Builder Bench Preview

Width Depth Oty
1200 700 1 Add to Basket [JE1-- I -RNETE

Splashback Bench Frame

.
Bench Type Flat
Sink

- EETE

Frame Options
Heavy FromeHsgh — Shel
Duty 900 Mone w

Foat

Plastic

Gap Sauth Gap Norh

10 50
Gap Laft Gap Right

5 5

Ite=rm Tithee {aula)

F 1200700 H20D
Format FAW, WD, 2P&h, 3/0WH, HHHh, PSBS
Hates

Phone order, urgent, install notes, efc.

Add to Basket

Manuals Manual (KO} Manual [EN)

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**

Metal Task

Title Skl

|' Metal - Cuate Request - 2025-02-03 15:25 '| |' Quote Preparing

Slarted Assignee
| 2026-02-03 15:25 | | HT Metal Team

Metal Task Files

Atiach fles 1o this metal gk

PHE - 0302126, 15:25

Dawnlcad Dielete

Metal Task Hotes

Add nole= for this melal ek

Write a note...

| Add Mote

No noles yet

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.

Built for Function. Designed to Impress Page 7



*Snapshot 6**

Sample company [ Sample company (cient, ASN 12345572501) v] Project: First Project B (o)

Logged in as: bembayhimi@gmail. com

Company Praject Conlacts Ternplaies

First Project Tash R I S UL PR N Ty s S S
Listand Gantt views for this projedl. | #NewTek | [Save Task'| | Schecuic | | Expod POF | | A1 | | Homm | o U R )

arry=ok, pr

® Project @ Templale applied @ Duedale @ Scheduled  Ready. Tasks are scheduled. pomn (202602010 o

Total trshs: 31

Planning 5 Permils - Assignees: Grace Lee - dur: 4Bh - due: 060202026 - plan: 04022026 - 0602026 fda ]
-' Site survey & measure - Assignees: Olivia Tran - dur: 8h - due: plan: 060272026 -« DBO22026 toda [
_' Design finalization - Assipnees: Grace Lee - dur 16h - due: plan: 050273026 - DBIO22026 tada [
| Council permit submission - Assignees: Samir Khan - dur: 8h - due: — - planc 08022028 - 06022026 tada [
| | Permit review & approval - Assigness: Samir Khan - dur: 40h - due: plan: 0422008 . DEN2028 tada [

Site & Foundation - Azsignees: Lucas Grant - dur: 2dh - dues 0ED22026 - plan: 0SM2/2026 .+ DEDRI2026 tda
: | Gite prep & fencing - Assignee=: Lucas Grant - dur: 12h - due: plan: 05022006 - - DELR2028 toda [
| 1 | Excavation - Assipnees: Ryan Fox - dur: 2db - due: plan: 05/02/2026 - DEO2T2028 o [
| Footings & rebar - Assignees: Chioe Brown - dur: 16h - due: plan: 05022026 - 0BM22028 tada [
| Concrete pour - Assignees: Chioe Brown - dur: 8h - due: plar: DBAORI2028 - 0GAD22026 tada [
_' Cure & inspection - Assignees: Daniel W - dur: 185 - due: plan: 05M02/3026 - DEAI2I2028 tda [

Framing & Reof - A=signess: Noah Kim - dur 48 - due: DEDRI2026 - plan: 040202028« DBI22026 tada [
r Frame walls & trusses - A=zsignees: Noah Kim - dur- 406 - due: plan: 04022026 - DEEI2028 toda [
'-' | Roof sheeting - Assignees: Ethan Brooks - dur: 2dh - due: plan: 051022026 -+ DED22026 toda [
j_-: | External wrap & windows : Assigness: by Zhang - dur: 3dh - due: plan: 050213026 - DEO2I2026 tada [

Rough-in Services . Assignees: Elena Roes - dur: 2dh - due: 0602@026 - plan: 05022026 - 06022026 mda [
:..: | Plumbing rowgh-in - Assignees: Isla Moare - dur: 24h - due: — - plan: 05022026« 06022026 tada [
| t | Electrical rough-in - Assignees: Ethan Brooks - dur: 24h - due: — - plan: 00272026 - 0BN022026 da [
| 1 | HVAC rough-in - Assignees: Ava Kim - dur: 24h - due: — - plan: 050202006 - 060212026 tada [
| Inspection - A=signees: Daniel W - dur: 8h - due: plan: DEAXPOZE . OBO22026 twda [

Internal Finish - Assignees: Mia Park - dur: 48h - due: 08/02/2026 - plan: 05/02/2026 - » 0EOXD0ZE tada [
| Insulation - Assignees: Calel Yaung - dur: 12h - due: — - plan: 0022026 -« DEDEIHE tmda [
r Plasterboard install - Assigness: Chioe Brown - dur: 32h - due plan: 05022026 . DEOX2026 tada [

Snapéhot 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**

Built for Function. Designed to Impress Page 8



Permit review & approval :| | tado

Siart D Heurs

|f @4 /832 72826 | | | did fmm yyvy = | | 40

Work Start Wark Finish

| dd f mim f yyyy = | | dd/ mm yyyy

Azsignees Dependency (milesione)

Flgdd Company Hama | Hone

Consultant w | | PermifWorl w* | | SamirKhar | Child fasks cannol be dependencies.

Task Attachments
Files are Sed to projec!._id + task_id.

Upload files

 [Chasaa P | o e choser

Mo amachments yet.

Tazk Hotes

Moles are tied o project_id + sk id.

Mo noles yet.

Add a note...

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

Built for Function. Designed to Impress Page 9



1. Drag & drop to change order.
2. Subtasks are indented.
3. Milestones display in bold.

*Snapshot 7**

Sample COMPAany | Sample company (chent, ABN 12245878901 | Project: First Project

ypaed in as: bombay him@gmail. oo

-
Company Praject Tashe Conlacts Templales
First Project Tasks Ak
Li=t 2 nl wiews i _= 1§
® Project ® Due dai . R
Milgstones only by defaull. Use =/ to expand children.
D2 O3S bt irlpivi] [kt ek, Q4023126 05022026

Flanning & Permits

Site survey & measure

Design finalization

permit submission
Permit review & approval
Site & Feundation

Site prep & fencing

Excavation
Footings & rebar
Concrete pour
Cure & inspection
Framing & Roof
Frame walls & trusses

Roof sheeting

External wrap & windows
Reough-in Services

Plumbing rough-in

Electrical rough-in
HVAC rough-in
Inspection
Internal Finish
Insulation
Plasterboard install
Paint base coats
Flaoring install

Fit-aff & Handover

Hi Tech

Machine
& [ Logaut
Export FOF Save new project lemplaie List Ganlt
Expand Al Collapse All
2026 DEI02/2026

022028

08022026

08022026

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

Built for Function. Designed to Impress
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. *Forward**: uses Project Start Date as the base.

. **Backward**: uses Project Due Date as the base.

. Task order follows **dependencies**.

. **Parent tasks** span from the earliest child start to the latest child finish.
. Results are saved to "planned_start / planned_finish".

ga s~ WN B

6-6. Export PDF

1. Switch to List or Gantt view.
2. Click **Export PDF**,

* List view - Task list PDF

e 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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Sample company | sample company (cient, ABN 12345572001) ~ | Project: First Project

Campany Praject Tasks iccntac{n-:l Templales
Sample company Contacts
Up sing the c C

Choosz File | Mo file chosen

« Colurmn 1 (Rofe/Field) is used as role. ¥ Company is Rbermnal, i is an intermal ral
Select Al | | Select Assignee | | DeselectAll | | Eml Selected

RodeiFiald 1 Company | Contact Name 1
Mechanical BluePeak HVAC Ava Kim
Inspector City Inspect Daniel Wu
Glazing ClearView Glass vy Zhang
Painting ColorFlow Ravi Patel
Excavation Earth\Works Co Ryan Fox
Plumbing Flowrite Plumbing Isla Moore
Builder Harbor Build Lucas Grant
Insulation HeatGuard Caleb Young
Client Home Owner Ben Cho
Finishes InteriorCraft Mia Park
Architect Morthside Design Grace Lee
Carpentry Dakline Carpentry Moah Kim
Surveyor Peak Survey Olivia Tran
Consultant PemitWorks Samir Khan
Senvices Prime Services Elena Rossi
Roofing Skyline Roofing Ethan Brooks
Concrete StoneCrete Chioe Brown
Flooring TimberLine Grace Han

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.

.Saveas 'M

~NOoO o~ wWDN

. Open it in Excel and **edit** as needed.

yStandard.csv’, for example.

. Go to "Templates™ and **Upload** the file.

. A template named "MyStandard’ is created.
. In the apply popup, click **Apply**.
. The template is applied to the selected project.

Dowriload Sample

Upload CSV

Emall 1

ava kimi@bluepeak.example. sample
daniel wi@cityinspect example. sample
ivy.zhang@clearview example sample
ravi.patel@colorflow.example sample

ryan fox@earthworks.example.sample

isla. moore@flowrite example sample
lucas. grant@harbor. example_sample
caleb young@heatguard example sample
ben.cho@homeovwner example sample
mia.parki@interiorcraft.example.sample
grace leei@northside. example sample
noah.kim@oakline.example.sample
olivia.trani@peaksurvey.example sample
samir.khani@permitworks.example sample
elena.rossi@prime.example. sample
ethan_brooks@skyline example sample
chloe brovn@stonecrete. example sample

grace_hani@timberline example_sample

Built for Function. Designed to Impress
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Delele Sample Cortacks

Phong |

0410 710 014
0410 710 007
0410 710 010
0410 710 017
0410 710 005
040 710 012
0410 710 004
0410 710 016
0410 710 019
0410 710 013
0410 710 001
0410 710 008
0410 710 002
0410 710 003
0410 710 01
0410 710 009
0410 710 006
0410 710 M3

Mdd Corflact

Notes 1

Page 12



*Snapshot 13**

Sample company | ssmele company (cien ABN 12345672901) | Project: First Project B (oo

Logged inas: bermbayhim@gmeail.com

Campary  Project  Tasks  Conlacls

le company Project Templates

Uplmad, dawnlead, and apply templaies.

| Fiout Standard (Sample) v | | Doweiowt sampe | | Ma file chosen | ( Upiona | (" Sample - House Build 3 Montns ) | Dawricas | Aspy |

Sample - House Build 3 Months Template Tasks
= Planning & Permils {D6)
Field/Rale: Campany. Horthside Design - Assignee: Grace Lee - Phone: 0410 710 001 - Email: grace Jee@northside axample.sample
- Site survey & messure (Bh)
Field/Role: — - Company: Peak Survey - Assignee: Olivia Tran - Phone: 0410 710 002 - Email: alivia.tran @peaksuriey sxample sampie
+ Design finalization [18h)
FiddRole: — - Company: Narthside Design - Assignee: Grace Lee - Phane: 0410 710 001 - Emai: grace. lee@north side.examgle. sample

= Counci permit submission (Bh)
FiddRole: — - Company: Permiliarks - Azsignes: Samir Khan - Phone: 0410 710003 - Email: samirkhan@permitworks e xample, sample

= Permit review & approval (40h)
FiddRole: — - Company: Permilorks - Azsignes: Samir Khan - Phone: 0470 7100003 - Email: samir_khan @ permitworks axample. sample

- Siter & Foundation (Dh)
FieddFoale: Campany: Harbor Build - Assignes: Lucas Grant - Phone: 0410 790 004 - Emait lucas grant @ harboe example. sample

« Site prep & fancing (12h)
FinldRole: — - Company: Harber Build - Assignes: Lucas Grard - Phere: 0410 710 004 - Email: lucas.granti@harbar, sxample sample

= Excavealion [2dh)
FigdRole: — - Company: ExrthiWorks Co - Assignee: Ryan Fox - Phone: 0470 710 005 - Email: rysn.fox@eanwerks. example. sample

= Foolings & rebar [18h])

FiddRole: — - Company: StoneCrete - Assignee: Chioe Brown - Phone- 0410 710 006 - Email: chiloe brown@stonecrete. example sample
+ Concrete pour {Bhj

FisldRole: — - Company: StoneCrete - Assignee: Chioe Brown - Phones 0410 710 006 - Email: chioe brown@stonecrete.exarple sample

* Cure & inspection (16h)
FiddRole: — - Company: City Inspect - Assignes: Daniel Wu - Phone: 0410 710007 - Email: daniel wnSdtyinspeot. example samole

* Framing & Roaf {0h)
Field/Rale: Campany: Oakline Carpentry - Assignee: Noah Kim - Phone: 0410 710 008 - Email: nosh kim@ioakine axample sampie

+ Frarme walls & frusses {40k}
Ficdd/Role: — - Company: Ordine Carpentry - Assignee: Noah Kim - Phane: 0410 710 £08 - Email: noah kimi@oskline. example.sample

« Ruood sheeting (24h)
FidddRole: — - Company: Skyline Rocfing - Assipnes: Ethan Brogks - Phane: 0410 710 003 - Email: athan brooks@skyline axample.ssmpls

= Exlemnal wrap & windows (24h)
FiddRole: — - Company: ClearView Glass - Assignee: lvy Zhang - Phone: 0410 710 010 - Email: ivy shangEoearviewexsmple. sample

* Rough-in Senices (Oh}
FieldRale: — - Carpeny: Prime Services - Assigiee: Slena Ressi - Phone: 0410 710 091 - Email: elena rosss@prime sxemple sempie

» Plumbing rough-in (2dh)
FisiclRicle: — - Company: Flawribe Plumbing - Assigres: ks Moore - Phane: 0410 710 012 - Email ik moone@@iowrite. sxample. sample

» Elacirical rough-in (2dh)
FigdRole: — - Company: BrighfWire Eleciric - Assignes: Ethan Brooks - Phane: 0410 710 00% - Emai: ethan brooks @ skyline example. sample

* HWAC rough-in (24h)
FiddRole: — - Company: BluePeak HVAC - Assignee: Ava Kim - Phone: 0410 710014 - Email: avakim@bluepesk example. sample

= Inspection (Bh)
Fisld/Role: — - Company: City Inspect - Asggnes: Daniel Wy - Phone: 0410 710 007 - Email: daniel wuiBctinspect. sxample sample

= Iniesrial Finish (Oh}
Field/Rale: Company: InteriorCrafl - Assignee: Mia Park - Phone: 0410 7100015 - Email: mia_parki@interiorcrafi example. sample

* Insulation (12h)
FikdRole: — - Company: HeatGuard - Assignee: Caleh Young - Phone: 0410 710018 - Email: caleb young@healguard examgle sarale

= Plasterboard install (32h)
FiddRole: — - Company: WallPro - Azsignes: Chioe Brawn - Phone: 0410 710 008 - Email: chloe browni@sionecrele.example. sample

= Paind base coats (24h)
Fiedd/Role: — - Company: CalorFlaw - Assignee: Ravi Paiel - Phone: 0410 710 017 - Email: rani_patel @colofiowexample sample

= Floaring install (24h)
FiddRole: — - Company: TimberLine - Assignes: Grace Han - Phone: 0410 710 018 - Email: grace hani@timberline.example. sample

= Fil-off & Handaver {0h)
Field/Rale: Campany: Home Owner - Assignee: Ben Cho - Phone: 0410710 018 - Email: ben chol@homeawner. example samgple

« Jainery & cabiinelry (32h)

oaml ARG PRI ST RS T VTSI YUt S PSR PR B P S S S SR e PR e S R

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**
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i

htmetalfab.com.au says

Template uploaded. Apply to the current project now?

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
« *Fjeld**: 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.

Built for Function. Designed to Impress Page 14



3. Project files/notes can be uploaded and shared by **all project members**.

*Snapshot 15**

Sample COMPAany | Sample company (chent, ABN 12345378301) w | Project: First Project

Campany I:J Project ‘:I Tashks Cantacts Temrplates

first Projgct Files

First Project Notes

Snapéﬂof 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. | 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.
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