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B E F O R E  Y O U  S TA RT

About this handbook
The full operations system

Starter is the complete operations system for a scaffolding company: from the first quote to the signed
handover and the last invoice. It includes everything in Light. The 3D designer is the one thing it leaves out; it
is part of Complete.

This handbook describes exactly what the Starter plan contains. Each chapter explains who uses a screen,
how the everyday tasks work and what the system does automatically. Screenshots are taken from a
demonstration company with fictional data; your own screens will show your data.

What is in your plan
Customers & contacts Quotes & price lists Inventory Deliveries & returns Jobs Rental agreements

Invoices, payments & recurring billing Customer portal Sales pipeline & tasks Advanced inventory

Dispatch, trucks & driver app Sites & scaffolds Requests & work orders Inspections, handovers & safety

People, crews & timesheets Hoists, shoring & equipment Engineering & document control

Communication & storm center Collections, ledger & finance reports Advanced customer portal

Reports & scheduled reports

Plus: login and account screens, the dashboard, search, notifications, administration (settings, logins, data import, audit log,
numbering), your subscription screen and the download of all your data. Every plan has unlimited users and works on phone,
tablet and desktop, in English and Spanish.
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C H A P T E R  1

Getting started
From sign-up to your first day of work: the trial, the demo company, your own data and your team.

Sign up and open your account

Note. Until you confirm your email the account stays closed. The link works once and for 48 hours; you can ask
for a new one on the sign-up confirmation page.

The free trial
For 7 days you have full access to everything, including the 3D designer, whatever plan you later choose.
A banner at the top shows the days left and a Choose a plan button. Nothing is charged during the trial and
you do not need to enter a card.

The demo company
Your account opens with a realistic fictional scaffolding company already loaded: yards, trucks, crews, items,
customers, jobs, scaffolds, inspections, quotes, invoices and example designs. It takes about a minute to
prepare the first time; a banner tells you when it is ready. Click through anything: nothing you do to demo data
can hurt your real business, because there is no real data yet.

Go to the ArkonOne website and choose Start your free 7-day trial.1

Enter your company name, your name, work email, a password (at least 10 characters with letters and a
number), your country and, if you like, a phone number. No credit card is asked for.

2

Check the company address shown under the form: this is where your team signs in. It is made from
your company name and you can change it before you submit.

3

We email you a confirmation link. Your account opens, and the 7-day trial starts, when you click it.4

Sign in at your company address with your email and password.5
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The dashboard of the demo company on the first day.

Start with your own data

When you are ready, press Clear demo data and start with my own in the banner at the top. You are
asked to confirm.

1

Every demo record is removed. Your company details, message templates, inspection templates, tax
rates and your own logins are kept.

2

Open Getting started (it is on your dashboard until it is complete) and follow the checklist.3
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The getting-started checklist ticks itself as you add real records.

Bring your data in
Administration → Data import loads customers, contacts, items, employees, jobs and opening stock from
CSV files. Choose what you are importing, upload the file, check that each column is matched to the right
field, review the preview (rows with problems are highlighted) and import. Every imported record is recorded in
the audit log. Save Excel files as CSV first.
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The import wizard: choose the target, upload, map columns, preview, import.

Invite your team
Administration → Logins lists everyone who can sign in. Add a person with their name, email, role and
either a password you choose or, if you leave the password empty, an emailed invitation link. Customer-portal
logins are created the same way: choose the role Customer (Portal) and the customer they belong to. Logins
can be disabled at any time without losing anything they entered.
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Logins: add people, change roles, reset passwords, disable or enable.

Roles
Each login has one role. A role decides which menu items and buttons a person sees. The administrator can
use View as in the top bar to see the system as any other role, which is the easiest way to check what your
staff will see.

Role Typical person Lands on

Owner / Administrator Owner, office lead Dashboard; sees everything

Office Manager Runs jobs, crews and yard Dashboard

Sales & Estimating Sales manager, estimator Sales / customers

Accounts & Billing Billing clerk, accountant Billing overview

Dispatcher Schedules trucks and drivers Dispatch board

Yard Manager Stock, repairs, counts Inventory

Engineer / Document Control PE, document controller Engineering register

Safety Inspector / Competent Person Inspects scaffolds Field app

Foreman Leads a crew on site Field app

Driver Delivers and collects Field app, My run
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Role Typical person Lands on

Crew Member Erector, labourer Field app

Customer (Portal) Your customer Customer portal

Roles beyond Sales, Accounts and Yard are most useful on Starter and Complete, which include the field, dispatch and safety
tools they work in.

Finding your way around
Menu (left). Grouped by area. On a phone, tap ☰. You only see what your plan and your role include.
Search (top). Finds customers, items, quotes, invoices and more by name or number.
EN / ES. Switches every screen to English or Spanish for you only.
Bell. In-app notifications.
Notes, Files and History on records: a note thread, attached photos and PDFs, and a full audit trail of who
changed what and when.
Export buttons on lists and reports download CSV, Excel or PDF.

Security at a glance
Every page, including the customer portal and pay links, sits behind a login; the site only runs over HTTPS.
Passwords are stored as salted hashes. After 5 wrong passwords from one connection, sign-in pauses for
15 minutes. Use Forgot your password? on the sign-in page to get an email link.
Your company’s data is separate from every other company’s, enforced by the database itself. Files are in
private storage and open only through short-lived links.
If our support team ever signs in to your account, a red banner is shown, a reason is required, and the
entry appears in Administration → Account activity.
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C H A P T E R  2

Your plan, billing and your data
Choosing and changing a plan, what happens when a trial ends, and how to take your data with you.

The three plans
Every plan has unlimited users and is billed monthly in US dollars. A plan decides which modules are
switched on. Prices below are the current list prices.

Light Starter Complete

Monthly
price

$99 $399 $999

For A small contractor: customers, quotes, inventory,
deliveries, agreements, invoicing

Light plus the full
operations system

Starter plus the 3D
scaffold designer

Users Unlimited Unlimited Unlimited

The full list of what each plan includes is in the last chapter of this handbook.

Subscription screen
Administration → Subscription (administrators only) shows your status, plan and renewal date, the three
plans side by side, and buttons for cards, invoices and cancelling.
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The subscription screen with the three plans.

Tip. Changing plans never moves or deletes data. If you move to a smaller plan, what you entered in the
hidden modules is kept and is back the moment you move up again.

If a locked module appears
When a link leads to a module that your plan does not include, you see a short explanation and an Upgrade
button instead of the screen. Administrators can press it to move up one click; other people are asked to
speak to their administrator.

When the trial ends, or a payment fails

Choose a plan (during the trial or after it): press the plan’s button and pay on the secure checkout page.
Your account is active the moment payment succeeds.

1

Change plan at any time with one click. The change is prorated: the unused part of the old plan is
credited against the new one. Moving up switches more modules on; moving down hides the modules
your new plan does not include.

2

Cards, invoices and receipts opens the customer portal of our payment provider (Stripe), where you
update your card, download invoices and cancel.

3

Cancel subscription keeps full access to the end of the period you paid for.4
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Situation What happens

Trial ends without a
plan

The account is paused: you can still sign in, see the Subscription screen and download all
your data, but nothing else. Nothing is deleted. Choose a plan and everything comes back
instantly.

A payment fails We email you and retry. For 7 days your account stays fully open. If it is still failing the
account is paused (not deleted) until you update the card.

You cancel You keep access until the end of the paid period; then the account is paused.

A paused account is
not reactivated

After 30 days the account, its data and files are permanently deleted. We email you 7 days
before and again the day before.

Download all my data
The Subscription screen has a Download all my data button. It produces one ZIP with a CSV file for every
kind of record and every uploaded file. It works at any time, including while the account is paused, and is
never limited by your plan.

Account activity
Administration → Account activity lists subscription changes and every time our support team signed in to
your account, with the reason they gave.
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C H A P T E R  3

Dashboard
The first screen each morning.

Money, equipment, jobs and safety on one page, with alerts that link to whatever needs attention.

Dashboard header, live alerts (overdue inspections, credit holds, accepted quotes to convert) and KPI tiles.

Tile Meaning

Revenue MTD Invoiced this month (pre-tax), with the change against the same days last
month

Cash collected MTD Successful payments received this month

Accounts receivable Open invoice balances and the share that is past due

Equipment on rent Replacement value of everything on rent, and fleet utilisation

Active jobs / scaffolds Jobs in progress and scaffolds standing (including red-tagged)

Overdue inspections Scaffolds past their 7-day competent-person inspection: they must not be
used
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Tile Meaning

Deliveries today · Credit holds ·
Weighted pipeline

Today’s truck work, customers blocked from deliveries, and the sales pipeline
weighted by win probability

Further down are revenue by month, receivables ageing, a forecast and a widget from each module. Which
widgets you see depends on your role.

Administrators also see the Getting started card until the checklist is complete.
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C H A P T E R  4

Customers and contacts
Every account in one place: who they are, what they owe, and how to reach them.

Sales & Customers → Customers lists every account with filters for type, county, status and credit hold.
Press New to add one: name, type, address, county, payment terms, credit limit, preferred language and tax-
exempt status.

The customer list.

Customer 360
Open a customer to see its balance, past-due amount, lifetime revenue and the tabs that matter: contacts,
quotes, invoices, payments, statement, tax certificates, notes, files and history. Jobs, opportunities and
messages appear as well. Accounts and administrators can place or release a credit hold here.
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Customer 360.

Contacts
Each customer has contacts with a role (project manager, accounts payable, site superintendent), a preferred
channel (email, SMS or WhatsApp) and a language. Invoices go to contacts marked Receives invoices;
operational messages go to the primary contact. A contact who also has a portal login can sign in to the
customer portal.

Tax certificates
For tax-exempt customers, record the certificate and its expiry on the customer. While a valid certificate is on
file, tax is not charged and the certificate number prints on the invoice.

Insurance certificates (Sales overview) track the customer’s own insurance and the certificates you issue, with
alerts before they expire.
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C H A P T E R  5

Quotes and price lists
From a first enquiry to a signed rental agreement without retyping.

Price lists
Sales & Customers → Price lists holds named lists of rental rates and sale prices per item. Give a customer
a price list and every quote for them starts from those rates; negotiated rates can be set per line.

Price lists.

Building and sending a quote

Quotes → New quote. Choose the customer, site address, county (it sets the tax estimate), rate cycle
and billing timing.

1

Add lines: rental items from the catalogue (the price fills in from the rate), kit templates that expand into
their parts, plus labour, transport and sale lines.

2

Save. The system recalculates the totals and a sales tax estimate from your tax rates.3

PDF produces a branded proposal. Send to customer emails it and sets the status to Sent.4
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A quote with rental, labour and transport lines and its tax estimate.

Tip. The quote list can be exported to CSV, Excel or PDF with the buttons at the top right.

Need changes? Revise creates version 2 and keeps version 1.5

The customer accepts with an e-signature, in the office or in their portal.6

Convert to job + agreement creates the job, the rental agreement and the negotiated rates in one click.7
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C H A P T E R  6

Sales pipeline, tasks and visits
Follow every opportunity from lead to won.

Sales overview summarises your pipeline, quotes and win rate. Pipeline shows opportunities as cards in
stages: Lead → Qualified → Site Visit → Proposal → Negotiation → Won / Lost. Drag a card to move it;
column totals, the weighted pipeline and the win rate update at once, and the weighted pipeline feeds the
revenue forecast.

The pipeline board.

My tasks lists follow-ups (calls, visits) due today or overdue.
Site visits schedules estimator visits and records the findings on the opportunity.
Approvals is the queue of quotes that need a manager’s approval because a discount is above the
sender’s limit (limits are in Administration → Settings).
Website leads (Administration) receives enquiries from your website’s contact form straight into the
pipeline as new leads.
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Sales overview.
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C H A P T E R  7

Inventory
Know what you own, where it is and what is free to rent.

Inventory overview: units owned, on rent, available, utilisation and low-stock alerts.

How stock moves
Stock is tracked per item and per yard in buckets: available, on rent, in repair and lost. You rarely adjust it
by hand: completing a delivery ticket moves items from available to on rent, and checking in a return moves
good items back to available, damaged ones to repair and missing ones to lost.

Item catalogue
Inventory → Item catalogue holds every item: code, name, category, rates (daily, weekly, 28-day, monthly),
sale price, replacement cost, weight, dimensions, load rating and an alert level. Add items one by one or
import them from CSV.
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The item catalogue.
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An item page: rates, stock per yard, where it is on rent and its movement history.

Yards and stock by location
Create your yards in Administration → Lists (or from the record screens). Stock by location shows
quantities per yard and bin.
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Stock by location.

Adjusting stock
Use Adjust stock to receive new purchases, write off scrap or move quantities between buckets. A reason is
always required and is kept in the item’s history.
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C H A P T E R  8

Advanced inventory
Serialized equipment, kits, counts, forecasts, servicing and damage.

Assets: serial-numbered equipment (hoists, swing-stage motors, wire ropes, harnesses) with a printable
QR tag, inspection and certification dates and status actions (send to repair, quarantine, retire, mark lost).
Kit templates: a named bundle of parts (for example one frame bay) that expands into item lines on
quotes and tickets.
Stock counts: start a count for a yard, enter counted quantities, review the variances, then post the
adjustments.
12-week forecast: what is free now and what is due out or back on scheduled tickets.
Servicing queue: everything in repair with Repaired → available and Scrap buttons.
Damage review: lost and damaged charges raised at return check-in. Approve one and it is billed on the
next invoice; reject it and nothing is charged.
Re-rent register: equipment you hire in from other suppliers to cover a job, with return dates and cost.

Assets with status and tag.
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A kit template with total weight and 28-day value.
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Stock counts and variances.
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The 12-week availability forecast.
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Damage review.
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C H A P T E R  9

Jobs
The job is the site a delivery or a rental belongs to.

Operations → Jobs lists every job with its customer, county, status and dates. Create a job by hand or by
converting an accepted quote. The job’s county sets its tax rate and its address is used for deliveries.

The job list.

A job page brings together everything about one site: overview, the agreement, tickets (deliveries and
returns), invoices, documents, notes and history. With Starter it also has the scaffolds on a site map, work
orders, inspections and handovers. Quick actions: New delivery, New return, New scaffold, New work
order, Request inspection, Print all tags.
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A job page.
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C H A P T E R  1 0

Deliveries and returns
Every load is a ticket. Tickets move stock, drive the rental clock and give proof of delivery.

Ticket type What it does

Delivery Equipment goes to a job. Rent starts on the completion date.

Return Equipment comes back. Rent stops on the completion date (that day is not charged). You check in
good, damaged and lost quantities.

Transfer A job-to-job move without returning to the yard: rent stops on one agreement and starts on the other the
same day.

Yard
transfer

Moves stock between two of your yards.

Creating a delivery

Shipments → New, or New delivery on a job. The customer, rental agreement and yard fill in from the
job.

1

Pick the date and time window and add item lines, or insert a kit. For a return, the lines prefill with
everything currently on rent.

2

Save. If the customer is on credit hold the ticket is blocked with a red message; administrators, office
managers and accounts can override it with a written reason, which is recorded.

3

Print the picking list and the load list; assign serial numbers where needed.4

When the load is delivered, complete the ticket: the receiver signs on the screen, add a photo and notes.5
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The ticket list.
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A delivery ticket with lines, weights and proof of delivery.

Note. Scheduled and in-transit tickets never bill. Rent starts only when a ticket is completed.

A signed ticket is available as a PDF to the office and, in the customer portal, to the customer. The same
tickets are what dispatch plans onto trucks and what drivers complete on their phones (next chapter).
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C H A P T E R  11

Dispatch, trucks and the driver app
Plan the trucks; give each driver a phone screen for the day.

Dispatch board

One column per truck plus Unassigned.

Drag tickets between trucks; the bar shows load weight against truck capacity.
Set the driver and stop order; use the date arrows to plan tomorrow.
Tickets for a customer on credit hold show a red badge and cannot move to Loaded or In transit.
Route map plots each truck’s stops in order and each truck’s last position shared by the driver app,
refreshed every 30 seconds.
Load list prints what goes on each truck.

Trucks
Service, registration, insurance and DOT expiry warnings, a maintenance log and pre-trip inspections (DVIR).

ARKONONE · Starter plan · User Handbook Page 36 of 87



The truck register.

The driver app (phone)
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The driver’s home screen. My run today: stops in order.

Working without signal
On the field home screen, Prepare for offline saves today’s field pages on the phone. Anything you capture
offline is sent automatically when the phone is back online.

Open My run. Allow location access: while the app is open the truck’s position is shared with dispatch.1

Do the pre-trip inspection before leaving the yard.2

Mark Loaded, then Depart (the customer gets an on-the-way message).3

Navigate opens your maps app; Call site rings the site contact.4

Arrived, then Complete: the receiver signs on the screen, add a photo and notes.5
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C H A P T E R  1 2

Sites and scaffolds
Every scaffold on every site, on a map, with its safety status a phone-scan away.

Scaffold map: pins coloured by tag (green safe, yellow restricted, red do not use, grey planned or dismantled).

Scaffold records
Each scaffold has a page with its status, tag, duty rating, inspection due date, defects and modification history.
Create scaffolds from a job. Record modifications, erected and dismantled dates; each becomes an entry in
the history.
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A scaffold page.

QR tags
Print a tag for each scaffold or all tags for a job. Scan it with the Scan scaffold tag button in the field app, or
with any phone camera, to open the scaffold’s live status: green, yellow or red, open defects, and buttons to
inspect or report a defect. No signal for the camera? Type the tag number.
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Scanning a scaffold tag on a phone.

Change tag (green, yellow, red) always asks for a reason, which is logged.
A red tag cannot be cleared while any Critical defect is still open.
Areas and site plans let you split a large site and keep the plans with the job.
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C H A P T E R  1 3

Requests and work orders
Customer asks become scheduled crew work, and labour flows straight into billing.

Requests board: New → Triaged → Scheduled → In progress → Completed (or Rejected).

Triage a request
Requests arrive from the customer portal, phone, email, foremen or inspectors. Open one and choose
Convert to work order (erect, modify, dismantle, repair), Create delivery / return ticket, or Reject with a
reason. The customer is told automatically when a request is received and when it is scheduled.

Work orders
A work order holds the scope, the scaffold, the crew, estimated against actual hours, materials used (priced
from the catalogue), photos and the customer’s sign-off. Work orders can be viewed as a list, a week
schedule (days × foremen) or a kanban board. When a billable work order is completed, its labour and
materials are added to the customer’s next invoice automatically.
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Work orders.

A foreman’s My work on a phone.
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C H A P T E R  1 4

Inspections, handovers and safety documents
OSHA-style inspections on a phone, with automatic red-tagging and defect follow-up.

Inspections dashboard: due today, overdue, completed this week, pass rate, schedule and history.

Running an inspection
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The inspector’s home screen. Inspections due.

Form builder
Inspection templates lets your safety manager edit checklists: sections, question order, answer types
(pass/fail/N-A, yes/no, text, number, photo, signature), the OSHA reference, Spanish wording, and whether a
failure creates a defect and at what severity. Inspection rules schedule extra inspections, for example after
bad weather.

Open Inspections due, or tap Scan scaffold tag and point the camera at the QR code.1

Choose the template (daily pre-shift, erection handover, swing stage, post-storm, mobile tower, fall
protection).

2

Tap Pass / Fail / N/A per item and add notes or photos.3

Capture GPS, sign and submit.4

A Fail red-tags the scaffold, creates defects and alerts operations and the customer. A Pass schedules
the next inspection (7 days by default).

5
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Inspection templates.

Note. The included checklists are a starting point. Your safety manager should review the wording and
references against your own procedures before relying on them.

Defects
Each defect has a severity (Low → Critical), an owner, a due date and before/after photos, and moves Open
→ In progress → Resolved → Verified. Only inspectors and managers can verify.

ARKONONE · Starter plan · User Handbook Page 46 of 87



Defects.

Handovers and safety documents
Handover certificates (initial, modification, dismantle notice, handback) record the duty rating, maximum
load, intended use and restrictions with both signatures, and produce a PDF certificate that can be emailed
and is visible in the customer portal.
Safety documents: JHA/JSA, toolbox talks, site safety and fall-protection plans, SDS, permits. Expiry
warnings, plus crew acknowledgement with a signature on a phone.
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Handover certificates.
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The safety document library.
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C H A P T E R  1 5

People, crews, certifications and timesheets
Your employees, who is on which crew, what they are certified for, and the hours they work.

Employees: directory with role, yard, language and contact details. Users & roles (Administration) assigns
each employee a system role.
Crews: members, today’s assignments and the weekly crew schedule.

Crews with members and the weekly schedule.

Certifications and training
Certifications shows a matrix of employees × certificate types (for example OSHA 10/30, Scaffold Competent
Person, Fall Protection, Swing Stage, CDL, First Aid/CPR) coloured valid, expiring or expired. Managers are
notified 30 days before expiry and again on expiry. Training records toolbox talks and classes with attendees;
crew sign in on a phone with a signature, and a compliance report shows who is missing what.
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The certification matrix.

Timesheets
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Clock in / out with job and GPS.

Crew clock in and out on a phone, choosing the job and work order. GPS location is captured.
Timesheets shows a weekly grid per person; hours over 40 per week are flagged as overtime.
Managers approve in bulk from the approval queue. Approved hours roll up into the work order’s labour
hours.
The payroll export (CSV, Excel or PDF) splits regular and overtime hours.
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Weekly timesheets.
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C H A P T E R  1 6

Hoists, shoring and equipment
Installed equipment and temporary shoring, with their checks and certificates.

Hoists, swing stages and mast climbers
Each installation links its serial-numbered parts (motors, wire ropes) and keeps a log of daily checks, load
tests, services, wire-rope inspections and certifications. Swing stages use a fixed daily checklist. Any failed
check sets the unit Out of service and alerts operations. A wind watch compares the forecast with each unit’s
wind limit.

Installed equipment on a map.

Shoring layouts
Enter the design load, shore spacing and leg capacity. The system calculates the load per leg, shows
utilisation against capacity with a safety indicator and draws a plan view of the shore grid.

Note. The shoring check is indicative. It does not replace an engineered design.
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A shoring layout.
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Engineering and document control
Drawings, calculations, permits and the review workflow around them.

The document register.

Document register: drawings, calculations, PE-stamped designs, permits and method statements.
Revisions letter automatically (A, B, C…); uploading a new revision supersedes the old one.
Review workflow: Draft → For Review → Approved or Rejected (comments required). Engineers work
from the Review queue.
Transmittals bundle documents for a customer (for approval, for construction…), send them by email and
produce a PDF transmittal sheet.
Permits tracks expiry and flags active jobs with no permit on file.
Drawing check compares the latest issued revision with what is on site.
Site drawings keeps site plans per job.
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Transmittals.
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Rental agreements
The contract that tells the billing engine what to charge and when.

Each rental job has an agreement. Create it by converting a quote or from the job.

Setting Options

Rate basis / billing
cycle

Daily (billed weekly), Weekly (7 days), 28-day (4 weeks, the industry norm), Monthly (calendar
month from the start day)

Billing timing In advance (each cycle billed on its first day), in arrears (billed after the cycle ends), or first
cycle in advance then arrears

Minimum hire Days charged even if equipment comes back sooner (default 28)

Rates Catalogue or price-list rates unless a negotiated rate is set; rate changes take effect from a
chosen date

Other Rental discount %, delivery / return charge per load, labour rate per hour, payment terms, PO
number, e-signature

An agreement: billing schedule, equipment on rent, rates and history, invoices, tickets and signed terms.
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Any change to rates or billing terms creates a new version. The customer signs online in their portal; new
rates bill from their effective date whether or not the signature has arrived.

The agreement list.
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Invoices, payments and recurring billing
Rental invoices are produced automatically every night from what was actually delivered and returned.
Nobody keys in rental charges.

Billing overview.

How the nightly billing works
Every night the system looks at every agreement and works out, item by item and day by day, what was on
rent. It compares that with what has already been billed and invoices only the difference. It is safe to run any
number of times and never double-bills.

Rule How it is applied

Rent start / stop Starts on the delivery ticket’s completion date; stops on the return date. The delivery day is
charged, the return day is not.

Daily rate Cycle rate ÷ cycle length (28 days, 7 days, or the actual days in that month).

Partial returns Prorated by the day: the returned quantity stops costing from its return date.
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Rule How it is applied

Extra deliveries mid-
cycle

Charged from their delivery date to the end of the cycle.

Rate change mid-
cycle

Old rate before the effective date, new rate after.

In-advance
agreements

Full cycle on day 1; the next invoice carries a credit (returns) or debit (additions) adjustment.

Minimum hire If a delivered batch comes back early, the missing days are added as a "minimum hire top-up"
line.

Everything returned The final partial cycle is billed the next night and the agreement moves to Off hire.

Worked example (28-day cycle, arrears): 100 frames at $6.50 per 28 days = $0.232 per frame-day. 40
frames are returned on day 15. Invoice after day 28: 100 × 14 days + 60 × 14 days = 2,240 frame-days ×
$0.232 = $520.00 instead of $650 for the full quantity.

Added automatically to the next invoice
Transport: each completed delivery, return or transfer ticket at the agreement’s per-load charge.
Labour: completed billable work orders (hours × rate).
Consumables: sale items on tickets and materials used on work orders.
Lost and damaged: charges once approved.

Sales tax
Tax is the base rate plus the local rate for the job site’s county, from Administration → Tax rates (rates can
have effective dates). The demonstration data loads Florida rates; enter and confirm the rates and which
line types are taxable with your accountant before relying on them. A valid tax-exempt certificate on the
customer removes tax and prints its number on the invoice.

ARKONONE · Starter plan · User Handbook Page 61 of 87



Tax rates.

Invoices
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The invoice list.

ARKONONE · Starter plan · User Handbook Page 63 of 87



An invoice: item-day lines, tax shown separately, payments, the pay-now link and actions.

Open an invoice to send it, record a payment, issue a credit note, void it or download the PDF. A negative
invoice becomes a credit that is applied automatically to open invoices. Invoices go out automatically; turn on
Invoice review in Administration → Billing settings if you want to approve them first.

Billing runs
Billing runs previews what tonight’s run will invoice (or any past date) and can run it on demand. The history
lists every run with its invoice count and total.
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Billing runs.

Getting paid

Method How

Card or bank
(ACH) on file

Charge from the invoice (Charge now), or turn on Autopay so the default method is charged on
the due date. Failed autopay is retried after 3, 5 and 7 days, then Accounts is alerted.

Pay-now link Every invoice has a secure link the customer can open to pay by card or bank account.

Customer portal Customers pay one invoice or their whole balance.

Check, wire, cash Record the payment and allocate it across invoices.
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Payments.

Note. Until you connect your own payment account, customer payments use the built-in test processor: only
published test card numbers work (4242 4242 4242 4242 succeeds; 4000 0000 0000 0002 is declined) and
nothing is charged.

Reminders and late fees
Reminders go out 3 days before an invoice is due, then 1, 10 and 20 days after. After a grace period a late fee
(default 1.5% a month, minimum $25) is raised as a separate invoice, and a customer more than 30 days
overdue, or over their credit limit, is placed on credit hold: new deliveries are blocked until it is paid (an
automatic hold lifts by itself). All timings are adjustable in Administration → Billing settings.
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Collections, ledger and finance reports
Control credit, apply deposits and see the books.

Collections & credit: credit holds, the dunning board by stage, failed-payment retries and customers at
risk. Finance can release a hold manually.
Deposits: security deposits held until the job has no active agreement, then applied oldest invoice first;
pre-payments are applied every night.
General ledger: every invoice, payment, credit note and refund posts double-entry automatically
(receivables, cash, tax payable, revenue by stream). The trial balance drills down to each entry.
Sales tax: tax by county and month, prepared for your return.
Finance reports: AR ageing, cash received, revenue by customer, job, item, county, month and type,
revenue forecast, customer balances and statements, all exportable.
Period close: close the books through a date; nothing dated on or before it can be changed. Only the
administrator can reopen it.

Collections and credit control.
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The trial balance.
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Sales tax by county.
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The customer portal
Your customers see their account and act on it without calling the office.

The portal home page.

Customers can… Where

View and download invoices; pay one or all by card or bank account Invoices · Pay balance

Save cards and bank accounts; switch on autopay Payment methods

See their statement and payment history Statement · Payments

Review and e-sign quotes Quotes

Review and sign agreement updates Agreements

Follow a delivery that is on its way Track link in the delivery message

See every job, scaffold tag status, next inspection and equipment on rent My jobs & scaffolds

Request erect / modify / dismantle / inspection or a pickup Requests → New request

Download tickets, inspection reports and handover certificates Safety documents
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Customers can… Where

Read every message you sent them Messages

Manage who at their company can use the portal Team & notifications

Portal invoices.
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Saved payment methods and autopay.

Every customer contact can have a portal role: Customer admin (can pay, sign and submit requests) or
Viewer (read only). A portal login is locked to one customer and cannot reach anything else. Staff can preview
the portal with View as → Customer (Portal).
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Advanced customer portal
Jobs, scaffolds, requests and safety documents for your customers.

A job in the portal with its scaffold map.
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Requesting a service. It lands on your Requests board.

With Starter, customers also see their jobs and the status of every scaffold, receive handover certificates to
sign online, raise requests and message you.
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Communication and the storm center
Messages in English and Spanish, and a playbook for severe weather.

Messages
The system sends email, SMS and WhatsApp messages from bilingual templates: invoice issued, payment
receipt, payment failed, overdue notices, credit hold, delivery on the way and completed, request received and
scheduled, scaffold red-tagged, quote sent and more. Each contact receives them on their preferred channel
and in their language.

The outbox: every message the system has sent.

Templates: edit wording in English and Spanish with a live preview.
Notification rules: which event sends which template to whom, on which channel. Switch any of them off.
Compose one-off messages, or send broadcasts to a group (all active customers, a county, all crews).

Note. Email, SMS and WhatsApp are written to the in-app outbox until a delivery provider is connected for your
company; ask your administrator what is set up.
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Message templates.

Job-site weather
Active jobs with a location are checked against the weather forecast. Operations and foremen are alerted
when wind passes your threshold, which you set on the Job-site weather page.

Storm center
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Storm center with the weather-alert feed and the storm-mode control.

Weather-service alerts for your region arrive automatically. Starting storm mode shows a red banner across
the whole system and gives every active job a storm-prep checklist (remove netting and wrap, secure loose
materials, verify ties, lower swing stages, tie off hoists, photograph). Prep work orders are created, customers
and crews are alerted, and a readiness board shows progress per job. After the storm, press All clear: post-
storm inspections are created and every affected scaffold becomes due for inspection today.
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Reports
The numbers owners ask for, with filters and exports.

The reports catalogue.

Reports lists operational and financial reports: revenue by customer, job, item, county or month; cash
received; receivables ageing; sales tax; revenue forecast; utilisation; quote win and loss; job profitability;
inspection compliance; customer balances. Each has date and customer filters, an on-screen table and chart,
and CSV, Excel and PDF export. Save a filter for next time.

Scheduled reports emails a report to chosen people on a schedule (daily, weekly or monthly).
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Scheduled reports.
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Administration
Settings, logins, imports and the audit trail.

Screen Use it to…

Settings Company details shown on documents, logo, colours, default terms, default labour rate, units,
working days and holidays, discount limits

Billing settings Dunning schedule, late fees, credit-hold rules, invoice review queue, add-on timing, taxable line
types

Tax rates Local rates with effective dates

Logins Add people, roles, reset passwords, disable, customer-portal logins

Templates &
numbering

Next numbers for invoices, tickets, jobs and other documents

Data import CSV import of customers, contacts, items, employees, jobs and opening stock

Audit log Search every change by record, person, role, action and date, with before and after values

Lists Pick-lists such as yards and categories

Account activity Subscription changes and support sign-ins

Subscription Plan, billing and data download

ARKONONE · Starter plan · User Handbook Page 80 of 87



Company settings.
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The audit log.
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Templates and numbering.

Document branding
Upload your logo, choose the header and accent colours and the footer line in Settings → PDF branding.
They apply to every quote, invoice, ticket and certificate. Press Sample PDF to preview.
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Beyond your plan
Modules that belong to a bigger plan, and how moving up works.

Your plan does not include the modules below. They do not appear in your menu; if you open a link to one you
see a short explanation and an Upgrade button. Moving up is one click, is prorated, and does not move
any data. Moving down later hides these modules again and keeps whatever you entered.

Module What it does Starts in

3D scaffold
designer

Draw a scaffold from measurements and get the exact parts list, drawings and
labour estimate.

Complete

All three plans side by side

Module Light $99 Starter $399 Complete $999

Customers & contacts ✓ ✓ ✓

Quotes & price lists ✓ ✓ ✓

Inventory ✓ ✓ ✓

Deliveries & returns ✓ ✓ ✓

Jobs ✓ ✓ ✓

Rental agreements ✓ ✓ ✓

Invoices, payments & recurring billing ✓ ✓ ✓

Customer portal ✓ ✓ ✓

Sales pipeline & tasks — ✓ ✓

Advanced inventory — ✓ ✓

Dispatch, trucks & driver app — ✓ ✓

Sites & scaffolds — ✓ ✓

Requests & work orders — ✓ ✓

Inspections, handovers & safety — ✓ ✓

People, crews & timesheets — ✓ ✓

Hoists, shoring & equipment — ✓ ✓

Engineering & document control — ✓ ✓

Communication & storm center — ✓ ✓
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Module Light $99 Starter $399 Complete $999

Collections, ledger & finance reports — ✓ ✓

Advanced customer portal — ✓ ✓

Reports & scheduled reports — ✓ ✓

3D scaffold designer — — ✓
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A P P E N D I X

Glossary and frequently asked questions
Terms used in the system, and short answers to common questions.

Glossary

Agreement The rental contract for a job that sets the rates, billing cycle and timing

Arrears / Advance Billing after a cycle ends / at the start of a cycle

Billed through The last day already invoiced for an agreement

Competent person The qualified person who inspects scaffolds

Credit hold A block on new deliveries for a customer with overdue or over-limit balances

Dunning The schedule of reminder and overdue notices

DVIR Driver vehicle inspection report (pre-trip check)

Item-days Quantity × days on rent; the basis for prorated rent

Kit template A named bundle of parts that expands into item lines

Minimum hire The least number of days charged for a delivered batch

Off hire Everything returned; rental billing finished

Tag (green / yellow / red) Scaffold status: safe / restricted use / do not use

Ticket A delivery, return or transfer document. It moves stock and starts or stops rent

Frequently asked questions

Why did a delivery not start billing?
Rent starts only when the ticket is completed. Scheduled and in-transit tickets never bill.

A customer returned equipment early. Why are they still charged?
Minimum hire applies. The invoice shows a separate "minimum hire top-up" line so it is transparent.

Can we stop an invoice going out automatically?
Yes. Turn on Invoice review in Administration → Billing settings; nightly invoices then wait as drafts for
approval.

How do I release a credit hold?
Record the payment: an automatic hold lifts by itself. Accounts can also release it manually from the customer
page.
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Where did a menu item go?
Menus show only what your plan and your role include. If a link takes you to an upgrade page, that module
belongs to a bigger plan.

Can I switch plans?
Any time, with one click; changes are prorated and no data is moved or lost.

What happens to my data if I leave?
Download all of it from the Subscription screen at any time. A paused account is kept for 30 days and then
permanently deleted.

Are PDFs and Excel exports available in Spanish?
Yes. They follow your EN/ES setting, and documents sent to a customer use that customer’s preferred
language.

Can a driver work without signal?
Yes, for the field pages saved with "Prepare for offline"; what they capture is sent when the phone is online
again.

Is the demo data real?
No. The demo company is fictional. Clear it with one button when you are ready.

Support: use the contact details on the ArkonOne website or on your invoices. This handbook is updated with the product; the
latest version is always available on the website.

ARKONONE · Starter plan · User Handbook Page 87 of 87


