
Skedulo Job Booking Procedure

2024 Refresher Training 



Options
There are several different options to choose from 



Schedule
You have different options to view



Work
Use the “Work” tab to view the “Work List”



Work list

When you select the “Work List, it shows which “Region” you are viewing



Work

To view all regions, select “My Filters” and “All Regions”



Work list
You have different view options for the work list



Resources
You can view the HKCTs from the “Resources” tab



Viewing CT list
The region being viewed is highlighted in “Region”, to view all CTs, select “My 
Filters”



Deactivated resources

You can see deactivated CTs using “Show deactivated resources”



Availability
You have two options for availability, “Calendar”



Availability
And “Requests” 



Click on the + button to access the drop-down list

Adding a job



Select “Job”

Adding a Job



To check to see if the client is in the database, select the “Account Name” 
field and start typing the name of the client

Checking an account



If the client’s name appears, click on the client's name to save it and 
go to slide 27 
If the client’s name does not appear, continue to slide 19

Adding an account



If “No results found” you will need to add the client to the database, 
continue to slide 20 

Adding an account



Select “Manage”

Adding a client



Select “Accounts” from the drop-down list

Adding a client



Click on the “Create new” button

Adding a client



Add the client’s details in the “Account Name” field

Adding a client



Do not add any other details

Adding a client



Do not add any other details

Adding a client



Add the “Client ID Number” and press the “Create” button

Adding a client



Click on the + button to access the drop-down list

Adding a Job



Select “Job”

Adding a Job



Select “Job Type”

Adding a job type



Either select from the drop-down list or start typing the job type

Adding a job type



Select “Description” field and add the Job Number

Description



Start typing the Account Name and click on the client's name to save it 

Account Name



Do not complete the “Contact Name” field

Contact name



Start typing the post code of the site into the “Address” field

Address



Select the correct option from the drop-down list

Address



The map will now show the location of the job

Address



Select the field “Urgency”

Urgency



If the job is scheduled, select “Normal” in the drop-down list

Urgency



If the job is a 2-hour call-out, select “Urgent” in the drop-down list

Urgency



If the job is a 2-hour call-out for one donor, the job will automatically set to 1 
hour. If you need to add time, use the + buttons

Duration



If the job is for more than one donor, select 1 hour per 2 donors. If you need 
to add time, use the + button

Duration



Select “Region”

Region



Region
Either select from the drop-down list or start typing the region



Do not use “Job Location”

Job location



Select the “Time” tab

Date and time



Enter the “Start Date” and the “Start Time”

If the duration time has been set, the End Date and End Time will auto 
populate 

Date and time



The tab “Fields” is not used

Fields



The tab “Requirements” gives you the option to add more than one CT to the job

Requirements



The tab “Tasks” will be set for the CTs to take an image of the Manager Declaration

Tasks



All jobs will have this task assigned to it

Tasks



You can either “Save and View” or “Save the Job”

Save the job



Allocate a resource, by clicking “Allocate a resource” - Do not use “Send Offers” if 
this appears

Allocate a resource



Always select “United Kingdom”. The list will automatically select the nearest 
available CT by travel distance

Allocate a resource



If you want to assign a job to a specific CT, select “Search resources”

Allocate a resource



Select the CT for the job and press “Save”

Allocate a resource



If a CT has a green dot, they are active, a 
red dot means they are deactivated

Resource availability

If a CT is greyed out, they are unavailable



The notification will be set either by “SMS” or “push”, this job is by “push” as it is 
highlighted

Dispatch the job



Press the “Dispatch” button to send the job to the CT

Dispatch the job



When you press “Dispatch”, press the “Ok” button to confirm 

Dispatch the job



Confirmation notification will appear

Notification successful



Work list
From the “Work” tab you can view the “Work List”



Work list
You can view a work list from these options, or filter your own



Click on the “HK Job Number” to access the job

View the job



Click on the “View Job” to open the job

View the job



Click on the “View Job” to open the job

View the job



You can allocate a resource, from here by clicking “Allocate a resource” - Do not 
use “Send Offers” if this appears

Allocate a resource



Return to the work list to see the job has dispatched

Work list



When the CT accepts the Job, the status will update to “Ready”

Work list



Hover over the icon to see the CT name

Work list



Norman Way

Progress of a job
You can see the progress of the job by selecting “Actual times” 



Norman Way

Progress of a job



CT’s homeCT’s Job

CT’s progress

HKCT Progress

You can see the progress of the CT if they are logged into the app and have 
location settings on 



Any Questions
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