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2 Introduction 
Welcome, and thank you for your interest in Moraware JobTracker, the integrated 
software solution for countertop fabricators.  With this quick tutorial, you will be 
introduced to the basics of the product; including scheduling, estimating, and inventory 
control.  For information on some of JobTracker’s more advanced features, please call us 
toll-free at 866-312-9273. 

3 System requirements 
The client systems don’ t require any special software – just a web browser; preferably 
Microsoft Internet Explorer version 6. 
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4 Starting JobTracker  
If you’ re using the on-line demo version of JobTracker, go to 
http://www.moraware.com/demo/.  Click on the “View Online Demo” link, and enter the 
username and password given to you for the demo evaluation.  If you are running from a 
system installed at your workplace, follow the link given to you by your system 
administrator.  Either way, the initial log-in screen will look like the following figure: 

 

   
Enter your username and password, and click the � �� � �� �  button. 

5 Job Summary 
The first screen you see after you log on is the Job Summary screen.  Here you get the 
overview of what’s going on.  By default, you’ ll see columns for Accounts, Jobs, 
Purchase Orders, and a few steps in the work process. 
 



3 

 

 
 
 

5.1 Icons 
Items with the sun  icon are happening today.  Items with the moon  icon are late.  
There may also be warnings  for activities which are scheduled out of sequence. 
 
The activities are color-coded by status: 

·  Purple = Automatically Scheduled  
·  Black = Estimated  
·  Green = Confirmed  
·  Blue = Completed  

 

5.2 Menus 
At the top of the screen is a menu bar, which will exist on every screen within 
JobTracker: 
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From here, you’ ll be able to navigate through all of JobTracker.  Under each menu item 
you can jump to screens that show you summaries of Accounts, Quotes, Jobs, Purchase 
Orders, and Inventory. 
 
The Admi n menu lets you perform all of the administrative functions, including the set 
up of products, prices, and users. 
 
Sear ch lets you search for Accounts, Jobs, Quotes, or Contact names by typing in any 
part of a name, address, or other field. 
 

5.3 Options and Views 
Just below the main menu are buttons which apply to this screen only. 

 
 
The � � 	 � 
 � � �  button allows you to change how the information is displayed on this 
screen. 
 
Once you have selected a set of options that you like, you can save them as a View, by 
pressing the � 
 � � �� � � � �  button. 
 
All of your saved views are available under the � �� � � ��  button. 

6 Calendar Basics 
Under the Cal endar  menu, click on the Vi ew Cal endar  selection, and you’ ll see a 
Calendar window that’s similar to the one below: 
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There are a variety of color-coded activities displayed on the screen.  The color of the 
boxes corresponds to the type of Job activity, and the color of the text gives you the status 
of the activity. 
 
As on the Jobs screen, you can change the look of the calendar by using the Options… 
and � �� � � ��  buttons. 

6.1 Scheduling 
Changing dates and times using the calendar is simple.  You can drag & drop items on 
the calendar to change the schedule, or you can click on any item to edit all the details of 
the activity. To reschedule an activity using drag & drop, press and hold the left mouse 
button on the activity, move the mouse over the new date and time on the calendar, and 
release the mouse button.  The calendar automatically adjusts its size to fit all the 
scheduled activities. 
 
For activities which are either “Confirmed” or “Completed” , you’ ll get a reminder 
message before you move the activity: 
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This will give you the chance to make sure you’ re sure when moving appointments which 
you’ve already confirmed with a customer. 
 
You can also change activities on the calendar by double-clicking on the activity, and 
you’ ll get the details of that Job activity. 
 

 
 
Using this pop-up window, you can change the time and date of the activity, edit its 
duration, or change its status.  You can also add notes and change who the task is 
assigned to. 

6.2 Some Useful Views 
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The view in the examples above shows the Calendar arranged according to time and date.  
This gives you a high level overview of the tasks for the week.  Using the � � 	 � 
 � � �  
and � �� � �  buttons, you can customize the calendar to fit your needs. 

6.2.1 Show Assignees 
To ensure that none of your employees are overbooked, view the calendar by assignees.  
Press the � � 	 � 
 � � �  button, for Display Type, choose � 
 � �� �� � � � � � � � �� � �� � � � , and 
press � � . 
 

 
 
After you hit � � , you will see a similar arrangement of the calendar, but instead of all of 
the Job activities being lumped together, each person’s assignments will appear in a 
separate row.  This will allow you to easily see who’s underutilized or double-booked. 
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6.2.2 Columns of Activities 
Changing the columns to Activity Type, rather than Time of Day, provides a different 
perspective on the schedule.  This view allows you to easily identify bottlenecks or free 
time where you can schedule new jobs.  Click the � � 	 � 
 � � �  button, change the 
selection after “Display Type” to Day by Activity Type, and press � � . 
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What you now see is a breakdown of the individual activities, with a summary of how 
much time is devoted to that activity on a given day. Based on the capacity for each stage 
in your process, use the summary bars to determine the next available time to schedule a 
specific activity or to determine if some tasks need to be moved to other days. 
 

6.3 Putting it on Paper 
Every morning, you may want to create a work-sheet for each of your employees, with 
their day’s activities, including notes, and addresses for installations or template 
activities.  Press the � � � � 	 
 � � �  � � � � �  button, then press � �  on the next pop-up 
window. 
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You can use the printable view to create a handout to assign work and to make sure that 
everyone in the office has all of the information they need to get their Jobs done that day. 

7 Creating Quotes 
Quotes (also called estimates or proposals) can be created in JobTracker without having 
special knowledge of how product pricing or products are set up – this allows you to have 
salespeople or other office staff creating accurate, professional-looking Quotes quickly, 
without intensive product training. 
 
Go to the Quot e menu, and select the New… item.  You’ ll get a window which prompts 
you for a Quote Name, Account, Price Type, and “Start with Template” .  Enter a name 
for the Quote.  Select an existing account by pressing on the � � �  button to the right of 
the Account space.  Then select a Price Type from the drop-down menu – depending on 
which account you choose, there may be one or several Price Types available.  Finally, 
choose to “Start with Template” .  Templates are the formats for quotes you do frequently, 
and allow you to create a quote quickly by just choosing options and measurements.  The 
completed window should look something like this: 
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Click � � , and you will be taken to the Quote Detail screen.  This screen gives you the 
details for a single Quote. 
 

 
 

7.1 Quote Information 
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The top section of the Quote Detail screen contains general information about the Quote.  
Any of the fields in this section can be modified by pressing the �  � 	 �! " 
 	 � �� � #
 �  
button.   
 

7.2 Keeping track of revisions 
 
The next section, which contains a yellow highlighted line, contains the revision history 
for this Quote.   
 

 
 
You can keep track of the changes to a Quote here.  To freeze a revision, press the $� � � %� �
	 &�� �� � � � � � 
 � �  button.   
 
This keeps this version of the Quote forever, and prevents anyone else from changing it.  
You can export a frozen version of the Quote to QuickBooks or Peachtree, using the 
� ' � 
 � 	 �	 
 � �button that appears once you’ve frozen the Quote.  If you need to make 
changes to the Quote, press the �  � 	 �! " 
 	 � �  button, type in the reason for the change, 
and click � � . 
 

7.3 Quote Line Items 
Creating a new Quote is as easy as editing the line-items, measurements, and any 
descriptive text that you want, to match the format that you’ re already using.  Using a 
Quote Template gives all of your Quotes the same look, and allows you to create new 
quotes very quickly. 

7.3.1 Using a Quote Template 
To change the measurements or individual line items on the quote, just double-click on 
them, and you will be able to change the line.  For example, if you double-click on a 
measurement line, you will be able to modify and add more measurements.  For each 
piece that you want to add, enter the measurements.  For multiple pieces, just click on the 
text that says “Add New Measurement” . 
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When you are done, click OK, and JobTracker will add together the measurements on a 
single line of the quote.  In addition, any prices that are tied to this measurement will 
automatically be calculated. 
 

7.3.2 Adding Products 
Although the templates allow you to create standard quotes very quickly, you can always 
add more lines to the quote.  First make sure that your quote is not frozen, then in the 
Quote Lines section of the Quote Detail screen, click on the �   �  button, and select 
Product…  You will now get a window which allows you to pick any of the products in 
the database.  This allows you to have consistent pricing, no matter who creates the 
Quote.  Enter the measurements, the quantity, and if you want you can also modify the 
description. 
 
JobTracker also gives you the flexibility of choosing products by their prices, or by other 
specifications that you’ve set up, like color, shape, or finish. 
 



14 

 

 
 
Once you click � � , the product will appear in the Quote Lines section of this screen, 
with it’s pricing automatically calculated. 
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At the bottom of the Quote, you’ ll see that the material necessary for the Job has also 
been estimated. 
 
By adding multiple products, or editing the existing line items, you can create a Quote 
which includes anything that you have pre-established pricing for.  For items which vary 
in price dramatically from Quote-to-Quote, or items that are not part of your usual 
pricing, you may add a Miscellaneous Item, instead of a product. 
 

7.3.3 Formatting the Quote 
Once you have the basic components of your first Quote created, you can format the 
Quote to make it look more readable, and to customize it to your way of doing things.  
You can move any of the lines by clicking on the triangle  on the left hand side of the 
line, and dragging it to the location you want. 
 
You can also add text and subtotals to the Quote.  This is useful if you are creating 
Quotes for several different rooms.  Just go to the Add�  button, and add the Text or 
Subtotals that make the Quote look how you want it. 
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7.4 Printing the Quote 
Now that you’ve formatted the Quote like you want, the next step is to create the form, as 
you’d give it to your customers.  JobTracker lets you modify how your Quotes look, and 
supports having multiple styles of Quotes, as well.  If you have different types of Quotes 
for builders and retail customers, you create the format for each of these just once.  You 
can reuse the right format whenever you need it.  
 
To create the printable view of the Quote, just press the � � � � 	 
 � � � �� � � � � �button, select 
the type of output you want, and you’ ll have a Quote that you can print, fax, or mail to 
your customers. 
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8 Purchase Orders 
Purchase Orders created from JobTracker not only create professional-looking forms to 
give to your suppliers, but they also ensure that you start keeping track of your inventory 
as soon as you place Purchase Orders.  Creating Purchase Orders is almost like creating 
Quotes.  First, under the Pur chasi ng menu, select New PO…,  this will open a pop-up 
window for you to choose a supplier.  The Purchase Order number will be automatically 
assigned, but you may give a new number by overwriting the number field. 
 

 
    



18 

 

Click � � , and you’ ll be taken to the Purchase Order  Detail screen.  This screen is 
divided into multiple parts; the first part gives you basic information about the Purchase 
Order, including the supplier and PO number. 
 

 
 
The second section of the Purchase Order  Detail screen is where the actual order lines 
for the PO are created.  To add lines to the Purchase Order, click on the �   � �button, 
choose “Product”  and select from the products that can be ordered from this supplier.  
After you’ve entered an item, click on the � �  button, and the PO detail screen will be 
updated. 
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Once you’ve selected all of the products for this Purchase Order, you can create a 
printable copy of the PO.  Click on the � � � � 	 
 � � � �� � � � �  button, and you will have a 
professional-looking Purchase Order form. 
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9 Inventory 
JobTracker allows you to manage your inventory and anticipate when you need to order 
more before it becomes a problem.   To see a summary of your inventory, go the 
I nvent or y menu, and select Vi ew I nvent or y.  This summary includes any 
material that is in your shop, on order from a supplier, or necessary for a job. 
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The Depletion Date tells you when you are expected to run out of material, based on what 
you have on hand compared what you have allocated to jobs.  JobTracker also allows you 
to set up thresholds for your inventory, so if you have some materials that you need to 
order long before they run out you don’ t have to rely on just the jobs that are already on 
the books. 

9.1 Inventory Thresholds 
If you know that you need to order some materials far in advance of having jobs, you can 
create customized warnings by placing thresholds on your inventory.  You can create a 
new threshold by clicking on the Product you want to create a threshold for, and select 
( � � �� � � � � 	 
 � � �� &� � � &
 � �   Enter values for any of the boxes to create a customized 
warning for this inventory item. 
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Click � � , and you’ ll get a warning when your available inventory falls below the 
amount you specified. 
 

 
 

9.2 Serialized Inventory 
You may want to track some of your materials by assigning serial numbers.  This allows 
you to know the status of each individual piece from the time it is received until it leaves 
your shop.  To see the breakdown of the individual pieces of a certain product, on the 
Inventory Summary page, click on a Product Variant, and select � � � � �) " � � � � 	 �
� � � � � 	 
 � � � �This will take you to the Inventory Detail screen, which gives the details 
for each serial number. 
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For more detail, you can click on a Serial Number, and view or edit the details. 

10 Searching 
When you’ re trying to find a specific Job, Account, Quote or Contact Name, an easy way 
to find the exact name you’ re looking for is to Search.  Select Sear ch from the menu 
bar at the top of the screen.  Just enter a part of the name that you’ re looking for, and 
click � � .   
 

 
 
The search will show you all of the Accounts, Jobs, and contact names that have that 
word in it.  
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Any of the underlined results are links to results that had the name you were looking for.  
For example, if you’ re looking for a specific Job, just click on the Job Name you want, 
and you’ ll go to the Job Detail screen for that Job.   
 
11Appendix A has a step by step example of managing a job from start to finish.  If you 
are new to Moraware JobTracker and want to be exposed to how it helps you in some 
real-life scenarios, this example will show you some of the ways. 

11 Contact Us 
We’re always happy to help.  If this User Guide doesn’ t contain all of the information 
you’ re looking for, contact Moraware directly: 
 
Email: support@moraware.com 
Toll-free: 866-312-9273 
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Appendix A Tying it all together with an example 
A good way to see the power of Moraware JobTracker is to go through an example of 
managing a job start to finish.  Suppose a completely new customer walks into your shop 
and they want a Quote for countertops in a few home models for the new development 
they’ re building… 

A.1 New Account 
The first step is to add a new customer account.  Go to the Account menu, and select the 
New… item..  You’ ll be prompted for the Account name and price type.   
 

 
 
Enter the Account name, and choose the appropriate type of pricing.   

 
The name can be changed if you made a typo, and you can add more pricing types if 
necessary on the Account Detail screen.  Now click � � , and you’ ll be brought to the 
Account Detail Screen.   
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When you first create a new account, there won’ t be any information, so click on the �  � 	 �
� **
 " � 	 �  button to enter general notes about this customer.  Click the �  � 	 ��   � � � � �  
button to set up an address.  You can also add multiple contacts for a single account, 
using the ( � � �) 
 � 	 
 *	 �  button. 
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You’ve now got all of the contact information in place; the next step for this example is 
to create a Quote for this customer. 

A.2 New Quote 
One way of creating a new Quote is shown in section 7, Creating Quotes.  You can also 
create a Quote for an existing customer by clicking on the ( � � �! " 
 	 � �  button on the 
Account Detail screen.   
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Enter a quote name, and click � � .  By editing the + � 
 � " � � � � � 	 � ,�� � 
  " *	 �  and � � ' 	 , 
you can create a simple Quote.  You could also create price lists and Quotes with 
upgrades, but those aren’ t covered in this tutorial. 
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Now that you’ve created a Quote, you may want to $� � � %� �	 &�� �� � � � � � 
 � � ; this keeps a 
permanent copy of the Quote that you just created, with the date and who created the 
revision. 
 

 
 
After you’ve frozen a revision of the Quote, you may edit the Quote again by clicking on 
the �  � 	 �! " 
 	 � �  button.  This keeps the old version of the Quote, but allows you to 
make changes to a new revision. 
 

 
 
You can now edit the new revision of the Quote, then freeze it again when you have a 
version you’ re happy with.  To change Quote lines, just double-click on the line item you 
want to edit. 
 
You can move Quote lines by clicking on the blue triangle , and dragging the line to the 
place you want it. 
 
Once a Quote has been accepted or signed by your customers, you can also give the 
Quote an Accepted Date, by clicking on the �  � 	 �! " 
 	 � �� � #
 �  button.  Using the 
accepted date, you have a record of when your customer gave their approval for work to 
go ahead. 

A.3 New Job 
At the top of the Quote Detail, click the ) � � 
 	 � �-
 � �#� 
 � �! " 
 	 � �  button.  This creates 
a Job for the same customer as the Quote, and links the two to each other, so that you can 
access the Quote from the Job with a single click.  By default, the Job name is the same 
as the Quote name, but you can rename it to anything you want. 
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Click � � , and you’ ll go to the Job Detail screen.  This is similar to the Account Detail 
screen, but contains all of the details related to the Job, not just the account.  The top four 
sections contain general information, contacts, and addresses.  You can edit any of these 
sections by clicking on the appropriate buttons. 
 

 
 
The next section shows the activities for this Job.  By default, certain Job activities show 
up, and all are assigned the Auto-schedule status.   
 

 
 
This means that once you have an estimated date for the first activity, any Job activities 
that can be automatically scheduled based on that date will be.  Before you start with 
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actual scheduling, you can add the estimated durations to the Auto-scheduled job 
activities, so that your automatically scheduled activities affect your planning correctly.   
 
The activities will show up on your calendar once you add a date for the first step in your 
process.  You can add a date to the Template by clicking on the underlined text that says 
Template, and selecting �  � 	 �� � � � � 
 	 � . 

 
 
After you change the Status from Auto-Schedule to Estimate, you can enter a Start Date, 
Time, and duration.  You may also enter assignees to the activity, and notes.  After you 
click � � , the Job activity will be updated on the Job Detail screen, and the automatic 
scheduling will create dates for the other activities. 
 

 

A.4 Schedule 
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You can schedule the activities for a single Job right from the Job Detail screen, but when 
you’ re trying to coordinate multiple Jobs, you’ ll probably find the calendar the simplest 
way to make your schedule work.  The calendar is explained in section 6, Calendar 
Basics.  Go to the Cal endar  menu, and select Vi ew Cal endar  to organize the 
schedule by clicking and dragging items on the calendar. 
 
You can quickly go back to the Job you’ re working on by clicking the . 
 */  button of 
your browser. 

A.5 Assign inventory 
For specific Job activities, you can assign material, so you can keep track of your 
inventory, and anticipate when you need to order more.  To assign material to a Job, first 
go to the Job.  Scroll down to the Job Activities section to see all of the Job activities for 
this Job. 
 

 
 
To add material to a Job activity, click on the name of the Job activity, and select �   �
+ 
 	 � � � 
 � .  You may then select the type of material and quantity you need to complete 
the activity. 
 

 
 
After you click � � , the necessary material will appear in the Material column.  Whether 
or not you track inventory on a piece-wise basis, after you first assign material to an 
activity, no particular piece of material is used.  The material shows up as unserialized.  
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In order to assign a specific piece of material to the Job, you can allocate a serial number 
from you inventory.  JobTracker allows you to track any material using serial numbers, 
but it doesn’ t require that you do.  Click on the text that says (Unser ialized), and select 
� � � 
 *
 	 � �� � � � 
 � �( " � � � � .  You will now choose an actual serial number which 
corresponds to a single item in your inventory. 
 

 
 
Click on the �  button to get a list of the entire serialized inventory for this product, and 
select the one you want.   
 

 
 
JobTracker will set the amounts of material automatically to match your requirements, 
but you can always overwrite the quantity.  Click � � , and the Job Detail screen will 
show you which exact pieces of inventory will be used for this Job activity.  JobTracker 
also automatically links the Job to the Purchase Order that was originally used to order 
any serialized inventory. 
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The bar-code symbol  makes it easy to see that you’ re using specific, serialized 
inventory. 

A.6 Order material for a Job activity 
You may not always have all of the material you need on hand for a Job; in this case, 
you’ ll need to create Purchase Orders.  JobTracker tells you if you’ re short on inventory 
by using the warning icon .   
 

 
 
You can create a Purchase Order by clicking the ( � � �� " � *&
 � � �� �  � � �  button.   
 

 
 
The next Purchase Order number will be filled in automatically by JobTracker.  Select 
the supplier and cost type for your order and click OK. 
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To add line items to the Purchase Order, click on the name of the Job, and select �   �
+ 
 	 � � � 
 � �#� 
 � �	 &�� �0
 � �	 
 �� � .  Select the quantity you want to order, and click OK. 

 
 
There is now a Purchase Order line with the correct pricing on the PO form. 
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Create a printable version of the PO clicking the � � � � 	 
 � � � �� � � � �  button.  An example 
of the printable view is shown in section 8, Purchase Orders.  After you’ve sent the PO to 
your supplier, the next step is to wait for delivery of the products, and then receive them 
into inventory. 
 
JobTracker allows you to keep track of individual products with serial numbers if you 
want.  When you receive the shipment, click on the 1 � *� � � � �� � �  button.  All of the 
line-items from this PO will show up in the pop-up window.  If you’ve only received part 
of the material you can change the quantity.  If you need to keep track of batches, as 
when you’ re doing color matching, you can also add a Batch Number. 
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Press OK, and serial numbers will automatically assigned to the material that you’ve 
received. 
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You’ ll see that the status of the PO will change to show that you’ve received some or all 
of your order, and in the PO Receipts section, the individual serialized products show up. 

A.7 Complete activities 
You can go back to the job that’s related to this PO by clicking on its name in the 
Related Jobs section of the PO.  You’ ll now see that the purchase order you just created 
is also listed in the Related Purchase Orders section of the Job Detail screen.   
 
After you have completed the job activities, you can mark them as complete.  To change 
the status of an activity, click on the name of the activity, and choose to �  � 	  the activity.  
A pop-up window with the details will appear.  Now you may change the status to 
) 
 � � � � 	 � . 
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After you click OK, the status is updated on the Job Detail page. 
 

 
 
When all of the activities for a job are marked as complete, the status of the Job changes 
to Complete.  Usually, you won’ t want to see all of the completed jobs on your schedule, 
but they don’ t leave JobTracker.  Using the Options and Views on the Job Summary 
page, you can see all of your completed jobs. 
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There are many other features of JobTracker which aren’ t covered in this User Guide.  If 
you are interested in how to set up products, create pricing, or modify the forms that are 
available, please contact Moraware directly. 
 
Moraware support: 
Email: support@moraware  
Toll-free: 866-312-9273 


