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Keep Our Team Informed 

Once you have made an appointment with the tenant, add a Note to the 
job saying when you will attend 

 
After attending the site and getting access, Start the job. 

After you start the job, you can add job lines. 
 

If there no updates by Day 4, the job will be sent elsewhere 



Leaving Calling Cards 
If you leave a calling card at a property, you need to show this on the portal, it shows SHL and 
Kāinga Ora that you are attempting to get access to the property 
 
To show you have left a card, click card left on the job and in the box that pops up type: 
1. The date and time you left the card 
2. Upload a picture of the card you left, then click 
 
If you leave a second card, repeat the above process, after this the job status 
will change to Completed and the job will go back to Kāinga Ora to action. 



Jobs that are in excess of $500 require 
approval from Kāinga Ora 

If you know that the price for a job is more than $500 – DON’T DO THE JOB 
The job will need to be approved by Kāinga Ora. 
 
Once the value of the job goes over $500, the                        will appear. 
 
To send the quote, you need to click Get Pre-Approval and write in comments detailing what needs to be done. 
After you request the approval the job will be locked off and you won’t be able to upload pictures or add/remove job lines, 
so its important that you double check all lines and supporting pictures have been added before sending the job. 
 
Once the job has been approved/declined you will receive an email and the job will be unlocked so you will be able to add 
lines and pictures again 
 
 
 



Adding Job Lines/Your Charges 
Quoting and invoicing is all done through job lines on the portal, if there’s no line, there’s no 
charge. To add a job line you need to add the following information 
 
• The Location of the work. 
• The Job Code that details what you have done e.g. CLI200 – Plasterboard Patch 
• The quantity – This is based on the codes Unit of measure e.g. (Meters, Number of, ect.) 

Which can be seen after adding the line. 
• Notes adding further detail to what needs to be done 
• If the work done was repairing tenant damage, or general maintenance work.  
      M = Maintenance. D = Damage 
 
So in the example below, the contractor has been to bedroom 1, and patched one hole in a 
wall, they added a note saying which wall was done, and suspects the damage was done by 
the tenant 
 
 

UOM = Unit of 
Measure 



Editing/Removing a job line you have 
added. 

You can edit a line by clicking on the edit(      ) icon, when clicked a box will pop-up 
and you can change the quantity, notes ect. you can also write the reason you have 
made your changes. 
 
To remove a job line You have entered and that hasn’t been approved, you just need 
to click the trash can icon (      ) 

To remove a job line that You did not enter you need to tick the exclude box, this 
will move the line down and exclude the cost of the line from the job. 



Invoicing your work. 



Adding notes to jobs. 
 

You can send notes to the administrators of your jobs to let them know the job is 
underway. 
 
Adding notes consistently to jobs is a vital part of managing your jobs on the portal, 
because we don’t have anyone on the ground to check up on GNL jobs we rely on 
notes from you to track the jobs progress. 
 
To add a note, you need to go to the notes tab, click                   and write the note, then 
click send 

Have arranged time to attend with tenant, will 
attend on Thursday. 



Acknowledging Notes 
You can show that you have read a note entered into the system by clicking on the  
 
Acknowledging notes is equally as important as adding them to a job, they ensure that 
everyone is on the same page with a job, and allow both parties to follow-up in case a 
note is missed. 
 
When you acknowledge a note, the red      will turn into a green      Spencers staff will 
do the same to any notes you add to the system. 



Follow-On Work 
 

First select “Create a note” then make sure the note type is “FOLLOW 
ON”. 

 
Then type in the notes field what follow on work is required 

When you have done some work, but you need a different trade to attend and 
complete the job E.G. You have put up a gib patch, and need someone to paint it, you 

request follow on work for a painter to attend via the notes tab 
 





Start the job. 

The first thing you need to do after attending the site is to start the job, this shows you 
have had access on the date arranged. 

 
Only once you have started the job can you make variations, exclude lines, add photos 

ect. 
 



Check The Coversheet 
On every job with a Spencers supervisor there is a coversheet, the coversheet 
tells you the dates that the job needs to be started and finished in. 
It also shows the dates the other trades will be attending site. 
 
The coversheet is on the bottom of the job card that gets emailed to you when 
the job is released, you can also find it on the portal by opening the job and 
clicking on the coversheet tab. 



Adding Job Lines/Your Charges 
On Voids and Planned works (VSC & RSC) you can add variations to the work that was initially 
sent for you to do, if a supervisor asks you to do a extra work in places, you will need to add 
those changes to the portal. 
To add a VO you need to fill out the following information into the job details tab 
 
• The Location of the work. 
• The Job Code that details what you have done e.g. CLI200 – Plasterboard Patch 
• The quantity – This is based on the codes Unit of measure e.g. (Meters, Number of, ect.) 

Which can be seen after adding the line. 
• Notes adding further detail to what needs to be done 
• If the work done was repairing tenant damage, or general maintenance work.  
      M = Maintenance. D = Damage 
 
So in the example below, the contractor has been to bedroom 1, and patched one hole in a 
wall that wasn’t scoped for, they added a note saying which wall was done, and suspects the 
damage was done by the tenant 
 
 



Removing Scoped lines 
 

 
Once you have added your variations, you will need to exclude the incorrect lines to make sure 
they aren’t also paid. 
 
To exclude the lines, just tick the highlighted button below which will move the line down, and 
remove the cost of that line from the total value of the work. 
 

If you ever need to move a job back up, you can just tick the include button to add it back 
 



Removing a job line you have entered. 

In the case that you make an error whilst adding a job line, you can simply click on the 
trash can icon, to the far right of the line, this will move the job line back up into the 

white boxes, so you may adjust the code, location or quantity as required. 
 



Sending your variations for approval 
If you ever make variations on a job, you will need to send them for approval 
on the portal. 

 

If when doing the work, you notice that something is worse than originally 
scoped for e.g. the wall is water damaged, and the whole thing needs to be 
replaced. If the work that you have to do to fix it is going to be more 
expensive than what was scoped, its always a good idea to call the supervisor 
on the job and get verbal approval before doing the work.  
If you do the work and they say its not necessary they can decline the 
variation. 

 

To actually send the variations for approval, you need to make all changes to 
the job lines that are required, then at the top of the screen click on the 
“Send Variations for Approval” button. This will not lock off the job like a GNL 
would. 



Adding notes to jobs. 
 

You can send notes to the administrators of your jobs to let them know 
the job is underway. 
 
If they don’t see or hear anything about a job dispatched to you within 
4 days, the job will be sent somewhere else, so it is very important that 
you notify us of bookings made with tenants. 

Have arranged time to attend with tenant, will 
attend on Thursday. 

First select “Create a note” then make sure the note type is “OTHER”. 
 
Then type in the notes field what follow on work is required 



Invoicing your work. 





You can check when your jobs are due to be paid, or how much was paid by: 
 

1. Clicking on Payment Enquiry in the grey bar 

2. Choosing the order status and payment status that you want to see 
E.G Order Status can be: Completed, Invoiced, In Progress. Payment Status can be: All Unpaid, Paid, Payment due Ect. 

3. Finally click the run button 

 

 

Checking Your Payments 



You can see all the jobs codes available, and find the correct code for the 
work you have done, in your codebook, to access your codebook 
 

1. Click on Info in the grey bar 

2. Just under the grey bar, click on Codebook 

 

From here you can print out the codebook, check your rates for job codes, extract the codebook 
to Excel, or just view all your codes 

 

Checking your Codebook 



Training Manuals 
The training tab on the portal contains, all quality notices and manuals our QA team put out, 
which outline how to do work to spec, procurement item books, H&S incident report forms etc. 
can be found in the Training section of the portal.  

 

To access the training tab 

 

1. Click on Info in the grey bar 

2. Just under the grey bar, click on Training 

 

To download the file, click on the blue link on the right side of the screen 
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Agreeing with the QA 
 

If you agree with the auditors findings, you will need to do the following steps: 
 
1. Start the job 
2. Enter a comment  E.G Agree, I have returned and fixed 
3. Tick the complete box 
4. Upload a photo of the rectified works via the traffic light 

If outcome is return and rectify 
5. Complete the job 

 
 

 

 

 

 
 
 

 



I disagree with the QAs findings, please review 

Disagreeing with the QA 
 
 

If you disagree with the auditors findings, you will need to do the following steps: 
 
1. Start the job 
2. Enter a comment  E.G I disagree , procurement item was used. Please review 
3. Change the Agree/Disagree dropdown to “I disagree with Fault” 
4. Complete the job 

 
 
 
 

 

If the job is returned to 
you after you disagree 
then you will have to 
action the CAR as per the 
QAs findings 



 

If you disagree with the auditors findings on a observation, you need to enter it into the notes section of the job 
 
 
Entering a note is the same as on any normal job, but now you can also choose which line you are referring to, to do 
this 
 
1. Click create a note 
2. Select the job line you want to comment on/disagree with 
3. Click enter note 
 
When the note has been seen by the supervisor, they will acknowledge it, turning the red X  into a green √ 
 
 

Disagreeing with an Observation 





Capture health, safety and well-being data with the  
Safe365 Health & Safety App. 

Safe365 App 

Safe365 is a mobile application which Contractors and Spencer Henshaw employees use to report any accidents/incidents or hazards which 

they come across.  

Serious Accidents, Incidents and Hazards must be phoned or emailed to a member of the Spencer Henshaw team immediately. 

Key features include: 

1. Incident/event reporting tool 

2. Risk & hazard reporting tool 

3. Log safety observations, conversations, toolbox talks and team meetings 

The Safe365 smartphone app features multiple integrations to make data capture and reporting from the field rapid and simple including GPS, 
address finder, climate, time/date stamping, camera, video, voice recording and more. 

 

Pricing: 

The app comes at a cost of $5 a year per user. 

Companies should have at least one user who can report accidents and incidents on their employee’s behalf. Ideally if your employees have a 

smart phone then they should be signed up to Safe365. This will allow each employee to quickly report any accidents, incidents or hazards 

directly to Spencer Henshaw. 

 



How to Download Safe365: 

 Download the Safe365 app from Google Play Store or Apple App Store 

 Once you have registered you will be asked to Connect to Safe365 organisation 

 Select Spencer Henshaw (Contractor Hub) 

Video on installing Safe365 and how to use it - https://www.youtube.com/watch?v=mat1NLCb3po 

Contact the Safety team if you require any assistance with setting up and using Safe365: 

Safety@SpencerHenshaw.co.nz 

 

https://www.youtube.com/watch?v=mat1NLCb3po
mailto:Safety@SpencerHenshaw.co.nz


Report any incidents 
through to our H&S team  
through the incident 
reporting tool 

Report any Risks or 
Hazards you see on site to 
help your team prevent 
incidents 

Make good/positive 
comments on anything 
you notice. 
Can also be used to record 
and submit toolbox 
meetings 

Use the checklist 
feature to train your 
staff on how to submit 
reports 


