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USER GUIDE

How to use |==z -
Darbo24

From sign-up to your first paid order — 12 steps,
about 15 minutes.

12 400 €

The screenshots show a fictitious company, SIA Demo Logi.




STEP 1- GETTING STARTED

Sign up and set up your company in 3 minutes

1

Sigh up

Open darbo24.pages.dev -
«No account? Sign up» - e-
mail and password.

2

Confirm your e-mail

You will receive a Darbo24 e-
mail with a «Confirm» button.
No e-mail? Check your spam
folder.

3

Create your
company

Company name and order
number prefix: for example,
DL - DL-1, DL-2..

4

Sample data or from
scratch

Tick «Fill with sample data» to
add fictitious employees and
orders, SO you can try
everything out.

Sample data is removed with one button: Company - Settings — Data — «Start over». Your company, numbering, roles and CRM

stages are kept.




STEP 2 - SETTINGS

Company details, VAT
(PVN) and price lists

Company - Settings

1 Company: name, prefix and next order
number, PVN 21 %, interface language.

2 Details and documents: registration number,
bank, IBAN, signature — printed on quotes,
contracts and invoices.

3 Price lists: upload your suppliers’ price lists —
quotes are calculated from them.

4 E-mail and Crisp: customer e-mails and
website chats automatically become
requests.
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STEP 3 - TEAM

Departments and
employees

Company - Employees

1) Rename Department 1...5 to suit you or click
«+ Department». Each department has a
manager and its own chat.

2 «Invite»: name, e-mail, department, job title
and role - «Send invitationn».

3 The employee receives an e-mail with a link,
logs in and sets their own password.

¢ Companies of up to 50 people are covered by one
plan; beyond that, +3,75 € per employee.
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STEP 4 . ACCESS PDHMMﬂpaBa HEPERTIOUATENI COXPARMIOTER

NMPAEQO AOMWHWCTPATOP PYKOBOOWTEMNb MEHEOQWEP JAMEPLIWK BEPUTAOWP MO MOHTAMAM YCTAHOBLMK CKnag

Roles & permissions

BugeTs CBOW COBNKK

Company - Roles & permissions MenATb CTagmio caenki

MpMHUMaTE 3aMepbl (BMAETL pasaen «3ameps)

1 Roles: administrator, manager, sales manager, cal e
measurer, crew leader, installer, warehouse. CHANTHEN MY

CospaBaTb 3aKa3bl

2 Each toggle is a permission: see amounts and Ckman: nowkon | cncasie
revenue, create orders, warehouse, i e
accounting, inVite people' MepepnaeaTe MOHTaX OPYTOMY MacTepy

CrasuTb 3afa4v gpyrum

3 Changes take effect immediately across the
whole company.

Co3spasaTe FPYNMb B YaTe
Bpy4aTe Harpagbl

Byxrantepua: cyeta, baHk, PVN

¢ Usually only the owner sees margins and revenue —

—

switch off «See amounts and revenue» for everyone else.

MpWrnawaTse COTPYAHUKOB
HacTpoRKKn KoMNaHWMK

OpobpATh CMEThl KNWeHTam



STEP 5 - SALES

Requests: nothing
gets lost

Sales - Requests

1) Requests come in from e-mails, website chat
and phone calls. To add one manually, use
«New request» or «From e-mail».

2 Assign a measurer and a time — the request
moves to the «Measurements» tab and the
measurer sees the address on their phone.

3 ' Darbo Al suggests what to ask the customer
and drafts a reply.
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STEP 6 - SALES

CRM: every deal at its

owh stage

Sales -~ CRM

3

«Add deal»: customer, phone, site address,
products, amount, source.

Drag the card through the stages: New
request - Measurement - Quote -
Contract / deposit — Production -
Installation.

The Leads, Contacts and Companies tabs
hold your entire customer base.

CRM

Zaluzijas, Babite

1240 €

cerogHAa

darbo24.pages.dev

KoHTtakThbl 1 KomnaHuM

Pergola, Jurmala
8900 €

@ SIA Villa Marts

18H. Ha cTaguH

Odgwuc, Riga, Brivibas
4650 €

npocpoueHo 4 gH.

MockuTHBIE ceTKn, Marupe

380¢€

© o

CerogHa

Mapkuzbl, Saulkrasti

3200€

2 [H. Ha CTaguK1

OOBABWUTb COENKY

QacanHele ¥an

12 400 €

@ oU Nord Haus

9 AH. Ha CTagM1



STEP 7 - MEASUREMENT AND QUOTE o060 darbo24.pages.dev

Q“Otes from CmeTta SM-2026-0117 - O¢uc, Riga, B... OLOBPUTH NOPABOTATb LV v  PDF X
measurements — at

Ha npoeepke S|A Balt Logistics + Riga, Brivibas 101 Cpenka #3 = AOBABWUTH U3 3AMEPA
[ ] M3IOENWE
your prlces no3ngynAa i =% B, MM KOI. LEHA C PVN CYMNM
PynoHHble wtopbl (Rullo) v
BEDTMKaJ"IbeIE WHPHUHA, MM BbICOTA, MM
Sales - Estimates Kanosu 127 e ; o
MM, TKaHb 1800 x 302 1200 1500
‘ The measurer enters dimensions from their o KOTIMHECTBO
phone or photographs the measurement 1
Sheet BepTukanbHbie
. Kano3au 127 ' PACCHUTATb Ul IOBABUTH
MM, :
. . 2200 x MPAWC ONA 3TOr0 U3JENWA HE
HecTaHAaapT
‘ Choose 8 prOdUCt’ Wldth and helght - (ckoc) ¥ 2600 ‘ — Gas 3ATPYXEH — LLEHA OPUEHTUPOBOYHAS
«Calculate and add»: price from the price list Dormax 2026 0 GIABKGL-SA M < SMTRIGUTE S
. ] +21% +25% HACTPOMKU - MPAWCHI.
plus your mark-up, with volume discounts. HecTaHAapT
' The manager reviews it - «Approve» - a BAgetak - 18 18 gl T e
. . npaitc ycmyr 1. 3amMmepLrK BHOCUT pasmepsbl ¢
PDF goes to the customer in their language TenedoHa (Mnn HOTo NucTa 3amMepa).

(LV, RU, EN) Wtoro: 3972€ Ckugka 5 % : =198,60 € 2. LleHa cuuTaeTca no npavc-ceTkam



STEP 8 - ORDER L JON darbo24.pages.dev

Orders with their own
numbers N

Haus

PEKJTAMALMA
Orders & sites — Orders o
Tallinn, Pérnu mnt 20 Cpenka >

Onnarta = I 50% 6200€/12 400 €

3aka3 N2 DL-48865

‘ «Place order» — the number is assigned
. 12 400 € - nocTtaBwmnkn 6900 € - yyacTHUKM
automatically: DL-48866, DL-48867... SE0E — BN 310 spme € = A B0

= &5 0LV X

. . KNMMEHT «BE3 HOC» — PVN HE BEIYMTAETCA
‘ The order card holds suppliers, production,
L. . QacapgHsble xanto3u C80 x 14, moHTax 28.10
documents (contract, deposit invoice,
delivery note, completion certificate) and

M3meHun: Laura Kalna (demo) .
» XypHan nameHeHun (1)

ﬁles +19.10.2026 16:00
‘ Payments - «+ Add»: deposit and balance. ©OTO U BUAEO C OB LEKTA
5 YTO CHUMaeM {omMeHTapwui (
You can see how much the customer still = conan)
LocTaeka [ pa3rg v
Owes . Han pumMmep: 2-1 aTad
& n3
FANEPEU

¢ Cash: record who is holding the money — «Finance»
L. Moka HeT ¢oTo K Buaeo c ob6bekTa. CHUMKUTE Ha
ShOWS WhO haS nOt yet handed |t In. TenegpoHe — opUC cpasy YBUOUT B 3aKase.

MEYATb COXPAHUTDb X
NMOCTABLUMKHN + OOBABUTb
OxupaHue Aluprof v
cyMma 6900 onnayeHo

3akas3aHo 14 - nonydeHo 0 X TMOJIYYEHO

COCTAB 3AKA3A
®MacagHbie xano3n C80 x 14, moHTax 28.10

OTMNMPABKA KNTMEHTY + OTIPABKA

OTtnpasok HeT. DPD, Omniva, Venipak, Smartposti u
opyrue — B pasgene lNocTaslMKKM —» TpaHCnopT.

CBOE NPOM3BOACTBO + B NMPOU3BOAOCTBO

WN3penusa, KoTopbie AenaemM camu, OTrpaensaioTca B
pasgen «[pon3BoACTBO».

OOKYMEHTDI + Cozpars... v

LokymeHToB HeT. O6bivHo: Jorosop = CUéT Ha
aBaHc = (onnaTta) = HaknapgHaa [ CY&T Ha ocTaTok
- AKT.

» PeKBM3NTbI 3aKa34YMKa - opUgUUYecKue



STEP 9 - PRODUCTION & STOCK

Products, production,
warehouse

Production & stock

1 Products: templates for windows, curtains,
ceilings, wardrobes — parts from the
warehouse are calculated from the
dimensions.

2 Production: «+ To production» - «Done».
Production wages are calculated
automatically.

3 Warehouse: goods in, write-offs, transfers,
stocktaking, import from Excel. Items below
minimum are shown in red.
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STEP 10 - INSTALLATION C CBLEKTS Mo fam

Photos and videos from -
site — straight into the -
order - — LT

. A - DL-48863 - Liga un Janis
Orders & Sltes — From Slte ; ¥ Kekava, Nakotnes 9 - moHTax 2...

_» DL-48862 - UAB Aura

1 The installer opens «From site» on their phone and

. DL-48865 - OU Nord Haus

selects the order. = .. -

DL-48864 - Kristine

2 They choose a stage — measurement, delivery, D s
installation, problem — and tap «Photo» or «Videon».

OMCI‘I,E[E!HI‘IE' onnaTbl

3 The office is notified straight away; photos are stored in
the order history with the date and author.
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DOUHAHCBI OBopor  Mnatexu 5  Pacxoasl 3 Hanuuuble Hapykax 0 BanaWc 2026 v
STEP 11 - MONEY
27 511,15 € € Elﬁ 125 €
Money — every day,

not once a month

Anp
1) Turnover by month and by manager, o
Payments, Expenses by category, Balance. "
2 Upload a bank statement (FiDAvista,
camt.053) — payments are matched to their
orders automatically. oo 6 2751115¢ = - 13920 € 2205 € -
3 Cash in hand: which crew member has the =
money, «Handed in» — and the till balances. WUroro 6 27 511,15 € 13920 € 2205 € 0€ 15 665 € 1 366,40 €

Laura Kalna (demo) Ga3ak. 27 511,15 € MepeuncneHue 14 590 €



+ NMUYHBIA

MecceHpxep e CEVRNE 3agaun 1 NpPoeKThbl

Mopyuun 2 Bce

STEP 12 - TEAM 1) osuivar

KANEHOAPB OOBABUTE 3AOAYY

MOHTaMHWKHK

Tasks, calendar and chats

Team

Eesti [ Tallinn

. Laura Kalna (demo)

b
=

1 Tasks & projects: «<Add task» with a deadline and O criermsema)
assignee, photo report right inside the task.

2 Calendar: measurements, installations and tasks —
drag them to another day.

3 Messenger: private chats, groups, departments, files.
Push notifications to your phone.
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ON YOUR PHONE Darbo24 Ha TenedpoHe 3aka3bl

ODOPMWTh 3AKA3
Android (Samsung, Xiaomi, Huawei,

Darbo24 as an app Pl

OTKpoiTe B Chrome

Ha TenedoHe oTkpoiTe Chrome un 3angute Ha

localhost:8751/ — unu HaeseguTe Kamepy

TenedoHa Ha QR-kof cnpaea. HOMEP JAKAZYWNK

Company - On phone

Bonpute oU Nord
Baw e-mail u napons (Nnaponb BblAaéT DL-48865 Haus

agmMuHMcTpaTtop: CoTpyaHukK = «JocTynsl

1 Android: open the link in Chrome - «Install app». e s,

YcTaHOBUTE NpUIoXKeHue
BHUzy noseutca «YctaHoeuTe Darbo24» —

2 iPhone: Open it in Safari — «Share» — «Add to Home HaxmuTe. Ecnv He nosisunock: meHo Chrome DL-48863 Liga un

¢ (Tpu TOuKK cnNpaBa BBEpPXRY) = Janis

SC reeﬂ». «YCcTaHOBUTL NpUNOXeHUe» (Mnu
«[J0BaBWTL Ha rMaBHbIN 3KpaH») =
«YCTaHOBUTBY.

3 The page has a QR code and a «Send link via gy roroso

Ha rnaBsHoOM akKpaHe — ukoHKa Darbo24.

WhatsApp» button — share it with your crew. OTipumRevcs Ges axpactol CTRoK; K
obbluHOE npunoxeHue. BHyTpu: 3agauM,
KaneHnpgapek, MecceHgxxep ¢ rpynnamu, Mou 15:10 DL-48860
MOHTaXHW, $OTO C Kamepbl, 3a59BKM W 3aKasbl.

DL-48864 Kristine V.

DL-48862 UAB Aura

BL-48861

¢ Something missing? Company - What's missing: tell us and we %) Paspewenus DL-48838  Roberts K.
Mpu nepsom ¢oTo Android cnpocKuT [OCTYN K
W|” add |t Kamepe — HaXXMuTe «PaspelunTe.

OGHOBNEHWUA NMPUXOQAT CaMu: NPOCTO
3aKpoWTe M OTKPOWTE NPUNOXEHUE.

iPhone / iPad




NEED HELP?

We will set 1t up with you

Website chat E-mail Onboarding

www.darbo24.com — the button at info@darbo24.com — questions, From 200 € (5 hours included): we
the bottom right. We reply in writing, suggestions, moving data from your set up price lists, roles and

usually the same day. old software. documents and train your team. After

that, 40 € per hour.

14 days free, no card required: darbo24.pages.dev



