tim’

Getting Started Guide

This booklet is designed to help you with how to use the TIM Software. It has been
written in a way that as a beginner you will understand, with illustrated images to help
you along the way.
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Add Login Details

= nll B 3:38

Login Details
] i Save ‘ ‘ () Home
Username
Password
= (lear = Test Connection

Click on ‘settings’ then ‘login
details’ add your username (email
address) and new password, then
click ‘test connection’ if all show OK
click SAVE

Note- please use test connection if
there is ever a problem uploading a
report, this should show
(Connection:ok Login:ok).

If there is still a problem email t/
support.

To do this click on ‘got a query’ in
the support box (within your
account) and submit a ticket

Page 3 of 21



Choose Report Type & Add Address Details

= ull @ 3: To select the report type, click on
NEW and choose, or you may
Cancel Report Details select a template to compile the

report from the template list.

] H Save H | Previous H ... Next.i Add the property address details,
tenants name and who is preparing
the report, then click NEXT.

S NOTE. The 2 templates can be
converted into any property report
type, you may add new rooms into
the template, or, delete rooms from.

Town/City They have been designed to save
you time when compiling a report.

County

Postcode

Tenant Name

Prepared By
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Templates

New Report

A Home

Report Type Template

To use one of the two templates
click on TEMPLATES and choose
your report type. Then add the
property address details then click
next and fill in the other forms. If
you wish to add more rooms into
the template click on add room and
choose from the list.

4 Bedroom House

2 Bedroom Apartment

The Inventory Manager

You can also delete rooms by
. clicking on the room and ‘delete
hleu \ Search @ Export room’ so each template can be used
for any type of property report.

,L Menu Add Room Review
We have added 10 items into each

Inventory + Check In - TMP5 room, these can be changed by
5: 2 using the dropdown list, then
simply add the ‘colour’ ‘condition’

Hallway

Total ltems: 10 4 any ‘comments’ and ‘photos’ then
- click save

Dining room >

Total Items: 10

Lounge N

Total ltems: 10

Kitchen >

Total ltems: 10

Stairs / Landing >

Total Items: 10

Bedroom 1 >

Total ltems: 10

Bedroom 2

Version: 2.3.08
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Add Property Details

& il B 3:46

Cancel Report Details

] ) save H | Previous H » Next

Choose & add from dropdown
Is the property currently occupied YES A4 boxes, to add photos of the front
and rear of the property, click on
take photo, get photo, camera then
turn your device ‘landscape’ take
the photo, click SAVE, CLOSE, Then

Is the property currently furnished | NO -

Select the type of property

click NEXT.
House v  Detached b
‘General notes’
TN FEREC) U2 Take Photo On this page you may type in any
general property notes you wish to
Rear of property i27  Take Photo add, then click SAVE.

Click CONTINUE.
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Add Utility Details

# ml & 3:48

Add Meter ‘ ‘ ™ Home

Electric v

Is meter accessible

= |List
Supplier

= |List
Reading
Serial No
Location

I2/Photos | [*§Save

To add the meter readings Click on
the Menu and select Meters, then
click on Add Meter. After selecting
the utility type, click on the LIST to
add the answers, type in the
readings etc to complete the other
fields.

To add a photo of the meter reading
click on ‘photos’ get photo, camera,
turn your device landscape and take
the shot, then click SAVE and
CLOSE.

To add the next utility type, click on
ADD METER and fill in the form
exactly the same way.

Click home to get you back.
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Add Rooms and Room Order

] (= | Save

Add Rooms

] #Z.N
“ &

= ull B 3:56

Home

Please select rooms from the list

Airing Cupboard

Basement

Bathroom

Bedroom

Bike Store

Bin Store

Cellar

Conservatory

0

To add rooms into the report, click
on Add Room and choose from the
list, click + to add rooms then click
SAVE.

You may add the rooms one at a
time or all at once.

To re-arrange the order of the
rooms click MENU and select ROOM
ORDER, choose the room and
select up/down then SAVE.

NOTE- if you wish to change the
order of the rooms, please do so
before you begin the report.

Each item you add is referenced in
the order they are added into the
report. Changing the order of the
rooms when you have finished the
report, re-arranges the reference
numbers.
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How to Add Items

= uwl B 359

Hallway

‘H Save Hx Delete Hf_\ Home ‘

Section Type
Doors /
Windows Lock =
Item/Description To add items into each room, Select
the room, click ADD ITEMS click on
Fitted lock = List SECTION then choose from the list,
next click on TYPE and choose from
i82phot _ the list, next choose from ITEM /
Qty g aPhotos A= LIST, then add the COLOUR,
CONDITION, and any COMMENTS.
Colour  Brass == List NOTE- if you require items, colours,
and conditions that aren’t within the
Condition = |List lists, type in, when you click SAVE
you may add to the lists for future
Extent = |List use.

If you don’t wish to add to the list
click on CLOSE.
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How to Take a Photo

Photos

‘ W& Get Photo i l XK Delete ‘ ha Close

Photo 3 of 3

Lounge-Lounge Furniture-Fabric 2 Seat
Sofa 3

To add a photo or multiple photos
to an item, Click on the PHOTOS
box, then click GET PHOTO then
CAMERA turn the device landscape
and take the photo, click SAVE then
CLOSE. If you wish not to use the
photo click on DISCARD.

You may add multiple photos to an
item where they can be reviewed in
the gallery above the photo.

To delete photos from the gallery
choose the photo and DELETE.

To take an overview photo of the
room. From the SECTION tab
choose OTHER, from the TYPE tab
OVERVIEW

From the Item list choose PHOTO
then take the photo/s

Within the header of these photos
you will find i.e. lounge overview
photo.

NOTE each photo is referenced to
the item & date/time stamped
working within TDS/DPS guidelines.
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Adding Your Comments

& ml H 240

Comments

xC|ose ' s Add To Dictionary To add comments into your item
' | J notes Click on the comments tab
and type into the box, it is unlimited
what you may type in. Comments
can be saved and edited for future
use by clicking ADD TO
DICTIONARY then click CLOSE.

To use again click on the arrow and
search for the saved comment.

y
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Amending Rooms

Options

Add Items

Rename Room

Delete Room

Copy Room

Review

+3
= il

#H 4:04

To change the name of a room i.e.
‘bedroom’ to ‘master bedroom’
Click on ‘bedroom’ and select
Rename Room, type in ‘master
bedroom’ and SAVE.

Copy room data from one room to
another. If you have entered all of
the items into Bedroom 1 and this is
the same décor and fixtures and
fittings etc as Bedroom 2, you may
copy over the data but not the
photos. To copy, click on the room
i.e. bedroom 1 then COPY ROOM
then choose bedroom 2 from the list
then click GO. Your items will
appear on the screen with a tick box
to the side. Untick items you don’t
want to copy over, then click COPY
this will automatically copy these
items over into bedroom 2. You will
however have to take new photos.

To review the items within a room
click REVIEW, the added items will
appear. Click on each item and the
page will open with all your notes,
you can now edit the notes if you
wish and add in new photos.

Then click SAVE.
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Schedule of Condition

+3
= il

Schedule of Condition

] ) Add H i Order H 7.\ Home
DECORATIVE CONDITION i=|List
Comment = List

XCanceI

H Save

To add a schedule of the property’s
overall / general condition, on the
home screen click on Menu choose
Schedule of Condition click on ADD
then choose from item list, then
choose a comment from the list &
click SAVE.

New items and comments can be
added by typing in when you click
SAVE you may add to the lists for
future use.

These notes will appear on page 3
of your report.
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Exporting Completed Documents

+3
= il

]:@Complete H 4 Store Template H | Back

Name:
Signature

Add Tenant Signature

Name:
Signature

Add Clerk Signature

Name:
Signature

Add Verifier Signature

When the report is finished click
EXPORT the report details will
appear, click on SIGNATURES if you
want the tenant / clerk to sign on the
device for the report, then click
COMPLETE. You will then be asked
to CONFIRM you have 30 days in
which to amend the report online,
click CONFIRM. A progress bar will
show you the ‘data’ and ‘photos’
uploading, next you will see ‘export
complete’.

Your report is now available to edit
and download via the TIM website.

www.theinventorymanager.co.uk
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Finding a Previous Document

&
Search
| ShowAll || /> Home

To search for previously submitted

Database Local et reports, on the device Click
SEARCH then SHOW ALL here you

Search will find your completed documents.
If you have deleted the report from

Options Address = the device. Click SEARCH then click
LOCAL and choose ONLINE, type in

. Search a reference i.e. the address,

postcode, report number then click
SEARCH. Your report will be
retrieved from the TIM server and
downloaded back onto your device.

NOTE- reports cannot be re-edited
on the device after they have been
completed. Clients have 30 days to
make further amendments online
via the website.
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How to Convert a Report

13
= il

Options

Open

Delete

Convert to Check In

Convert to Mid Term

Convert to Check Out

Convert to SOC

Convert to New Inventory
Convert to New Inv + Check In

Cancel

To convert one report to another i.e.
Check in to Check out, click on
SEARCH and SHOW ALL choose
the required document, then select
Check out, copy PHOTOS is set as a
default not to, if you wish to copy
over tick the BOX then click
CONTINUE vyour report is now
converted to the next report type.
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Check out Report Differences

+3
= il

Add Items ‘ ‘ 2% Home
Hallway v

Ceiling
Painted Newly painted
Doors
Wooden with Good Condition
Glass Panes
Flooring
Laminate As New
Heating
Wall Mounted Scratched and B2~
Radiator Marked
Lock
Fitted lock

To add new comments and photos
into the Check out report, click on
the room you want to amend, click
on REVIEW and then click onto the
item you want to comment on. To
add the new Check out comments,
type in the comments box and
delete out the previous check in
comments and condition notes.

The new comments will now appear
colour code within your
downloaded Check out Report.

NOTE- the Check out report can
then be converted to the new check
in report by the same process as
above (converting a report) once
converted click on the MENU
choose property details and edit the
tenants name then type in the new.
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Uploading Additional Photo’s

Add new photo

£ TIM = Edit Inventory > Fhotos
Browse for photos on your computer and click upload to add the phote to your report

Choose File | Mo file chosen Upload ‘) Back To Item List

After you have exported a report, you can add more photos taken with a separate
device. Login to your account (via the TIM website) find the report and click EDIT.
Select the item from the dropdown list you wish to add a photo too click
PHOTO’S, browse the photos on your computer when chosen click UPLOAD.
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Creating A Template Report

+3
= il

Cancel Report Details

To save a template using the device
] ) save H | Previous H ... Next.i you can create a report as normal

but change the address to a
template reference i.e. Flat type 4.

Address Flat Template 4 _
You can then search for this on the

device at any time and create a new
‘ report from this template by
selecting OPTIONS- Convert to New
Town/City (report type) after searching for the
template name.

County To share this template with other
device’s open the template and click

Postcode export, then click "Store Template",
you will not be charged for this and

Tenant Name you will now be able to access this

from any device. To download an
online template click SEARCH on
the device then select the online
database from the list. Type in the
name of you template and click
SEARCH, you can then select
download and the template will be
stored on the device for future use.

Prepared By

Remember not to edit the report
directly and always click Convert to
New (report type) after selecting the
template.
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Viewing Completed Documents

The Inventory Manager

Home How It Works Hard Contact Client Login

Client Login

Usermname:

Passwaord:
|| "
[C] Remember me on this computer

Forgotten Password?

Log In ==

To view your recent Inventory documents login to www.theinventorymanager.co.uk
here you can edit your documents and then click download when finished.
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Customising the reports

Top Right Page Number -
Bottom Left Custom Text -
Bottom Centre -
Bottom Right -

Report Header Colours

Select the colours to use on your reports.

Header Background Colour 81368c £ .

Header Font Colour FFFFFF A D
Only Highlight New Comments [[] Only Highlight Comments Box []

Report Background Colours

Column 1 Background

Column 2 Background

|
L]

Login to your account via the TIM website, you will be asked to fill in your company
details to activate your full account. Click on OPTIONS here you can change the
layout of the report details at the 4 corners and 2 centres of each page. You can also
customise the header and footer colours, add a room page break and add your

T&C’s guidance notes company logo’s / branding.
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