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Introduction
Welcome to OurTradie,
your new one-stop-shop for
all your business needs.
By now, you will have received an invitation to join OurTradie,
as well as the password you need to log in for the first time.

Here, we’ll give you the tools you need to get the most out of this revolutionary
new program, as well as some hints and tips to help you along the way. If you need
any more information, or just want to ask a few questions, you can get in touch at
support@ourtradie.com.au, or call us on 1300 687 872.
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1. Getting Started
First, log in to OurTradie using the password
you’ve received. If you haven’t yet received a
password, you need to contact the agency to
confirm your user name (or email address) in
their system. Once this is confirmed, support
can help with resetting your password.

Once you’ve logged on, click on the Profile
Icon in the top right corner of the screen, and
then click on My Profile. This will take you to
your profile details, which you can then edit
and confirm.

Next, start by filling out your details in
Settings - Company. Some of these details
may already be filled in, but we recommend
you review all the information available to
ensure accuracy.

You can then proceed through the remaining
tabs (Preferences, Payment, Accounting, and
Subscriptions), filling in your details as you go.
For API Access please contact OurProperty
Support.

Heads Up
OurTradie can also integrate with Xero and MYOB. To make your invoicing
even easier, please contact support to find out how.
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2. Job Offers
If you receive a Quote Request, you will need to provide a quote. If you receive a
Job Offer, you won’t need to provide a quote. You will be notified of all job offers
via email, with three options available:
Accept
You proceed with the job. Refer to the Offers page in
the OurTradie dashboard for more information

Reject
You decline the job. You will need to log in
to leave a comment on your reasons.

Details
If you need more information before making a
decision, the More Details link will direct you to the
job’s full page in OurTradie. This should hold all
the details you require, but if you still need further
information, you can select “Add a Note” to make a
request, or contact the tenant directly.
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3. Quote Requests
Once you receive a quote request, you will need to notify the property
manager of your intent to complete the quote by clicking “Quote Now”
from the email notification.
To create a quote, first hover over the Quotes section, then select Requested.
This will take you to any requested jobs you have waiting.

Once you’ve located the request, simply click on the Job Title to view its details,
and provide your quote once you have reviewed this information.

Select a job by clicking on its title, then select “Quote – Work Items”.
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You can then either select a Saved Work Item with pre-filled responses by clicking on the floppy disk icon
to the left hand side, or simply click on the Description and Quote Amount sections to fill out your own
responses.
To quote your materials and labour separately, click on the Materials and Labour icons.

You can also click on the

symbol to signify if there are optional extras with this quote, or click on

to signify there are alternative options.
You can also add additional work items by clicking on the “Add work item” button, and remove items by
clicking on

at the end of each row.

Once you have finished, either click Save to submit the quote later, or click Submit to send the quote.
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4. Your Next Job
All your various jobs can be found in the Work Orders section. You will also see
four tabs: Outstanding Offers, Draft, Accepted, and Investigate.

These tabs will also notify you of the number of tasks for your attention in each
field, showing the number of active jobs at a glance. For help on which is the best
option to select for a given job, consult the Help icon in the bottom right corner of
the page.

When working on a job, you can also update your progress by clicking on the blue
circle icon, which is in the Status section of each job in the All Offers list view.
Once you click on this icon, you can then select from a number of pre-filled responses,
or select “Other” and leave your own reply.
This will inform both the Tenant and the Property Manager of your job’s current state.
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5. Creating an Invoice
To create an invoice, first hover over Work Orders
and select either Offers or Active to locate the job.

Then, click on the + symbol
to expand the Work Items
section, and input your Invoice
number and Job number in the
fields provided.
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If you have selected Complete Invoicing in your profile, click on +Add Work Item.
This will bring up a menu with these three options

1. Invoice Materials
Here you can specify the type of materials used, the
cost per unit of material, and the number of units
used in the job. OurTradie will then calculate the total
cost based on these factors.

2. Invoice Labour
Here you can specify your hourly rates, and the
number of hours worked on the job. OurTradie will
then calculate the total cost based on these factors.

3. Other
In this section you can provide your own information
without any pre-filled responses. This option will be
automatically selected whenever you first open the
menu.

OurTradie – Instruction Manual

9

Once you’re finished, you can either click on Save to work on it again later, or
Submit to send the invoice.
Please note, you are not required to attach your own invoice.

If you need to edit an existing invoice, hover over the Invoices section and select
Waiting. Then, click on the job title to open the job for editing, and click on
Resubmit when you are finished.
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Pre-Filled Forms
You can also create pre-filled invoice forms of common jobs by going to the Settings section, and then
selecting “Preferences”, and then scrolling down to “Saved Work Items”.

Click on “Add New Line” and fill out the empty boxes
to create an invoice template.

Any Questions?
If you have any questions, or just need
some more information, send us a
message at support@ourtradie.com.au,
or call us on 1300 687 872 to find out more.
OurTradie is a revolutionary new system,
and we want you to take full advantage
of everything on offer. Make sure you
familiarise yourself with every feature,
and get set to make it yours.
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Support
1300 687 872
support@ourtradie.com.au
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