
KALIWEB SYSTEM
Field Service & Ticketing System

User Guide
For everyone who uses the system
All everyday screens, step by step, with screenshots

Kaliweb Systems  ·  kaliwebsystem.com  ·  info@kaliwebsystem.com  ·  0111 052 189
Version 8.1  ·  October 2026



KALIWEB SYSTEM — User Guide

2Kaliweb Systems · v8.1

Contents
 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 41. Welcome to KALIWEB SYSTEM

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 41.1 Who does what (roles)

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 41.2 Signing in

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 51.3 The screen

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 61.4 Your account and login security

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 71.5 Using a phone and working offline

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 82. Tickets and customers

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 82.1 Logging a new ticket

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 82.2 The ticket list

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 92.3 Working on a ticket

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 102.4 What the customer sees

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 112.5 Customers

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 133. Technicians in the field

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 133.1 Dashboard and my tickets

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 143.2 Attendance

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 153.3 Materials and accessories

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 153.4 Work reports

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 184. Stock, purchasing and transfers

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 184.1 Accessories and stock

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 184.2 Suppliers and purchase orders

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 194.3 Branch transfers

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 205. Sales and money

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 205.1 Quotations

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 215.2 Invoices

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 235.3 Payments, receipts and cheques

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 245.4 Expenses and approvals

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 255.5 Mobile money and bank

 .  .  .  .  .  .  .  .  .  .  .  .  . 266. Field work: designs, projects, sites and equipment

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 266.1 Designs and calculators

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 286.2 Projects and maintenance contracts

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 296.3 Sites and maps

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 316.4 Equipment and warranty

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 327. People: HR, leave, attendance and payroll

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 327.1 Employees

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 327.2 Leave



KALIWEB SYSTEM — User Guide

3Kaliweb Systems · v8.1

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 347.3 Attendance report

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 347.4 Payroll

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 357.5 Certificates and licences

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 367.6 Notices and company assets

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 378. Management and audit

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 378.1 Manager dashboard and approvals

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 388.2 Performance and targets

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 398.3 Reports and branch reports

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 408.4 Corporate reports

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 439. Marketing

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 4410. The customer portal

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 4511. Administration

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 4511.1 Settings

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 4711.2 Users

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 4711.3 Roles and permissions

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 4911.4 Branches

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 4911.5 Backups

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 5011.6 System updates

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 5211.7 Customer messages

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 5211.8 Checklists and permits

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 5311.9 Security, bank and mobile money settings

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 5412. Help and answers

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 5412.1 Common questions

 .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 5412.2 Support



KALIWEB SYSTEM — User Guide

4Kaliweb Systems · v8.1

1. Welcome to KALIWEB SYSTEM
KALIWEB SYSTEM is a complete system for companies that send technicians to customers: internet
providers (ISP), solar installers, CCTV and security, electrical contractors, telecom tower contractors
and other field-service businesses in Kenya, Uganda and Tanzania.

It brings everything into one place: customer requests (tickets), technicians and their work, stock
and materials, quotations, invoices and payments, mobile money and the bank, designs and
projects, staff, payroll, leave and attendance, reports and audit.

This guide explains how to use every part of the system. Chapters 2 to 10 are for daily users;
chapter 11 is for the company administrator.

1.1 Who does what (roles)
Every person has a role. The role decides which menu items they see and what they may do. Your
administrator can also create your company's own roles (for example Store keeper or Cashier), see
chapter 11.

Role Typical person Main work in the system

Administrator / Super admin Owner, IT person Everything, including settings,
users, roles, backups and security

Manager Branch or general manager Approvals, performance, branch
reports, projects, payroll approval,
bank payment approval

Accounts Accountant, cashier Invoices, quotations, payments,
receipts, cheques, expenses,
mobile money, bank, payroll
payment

Supervisor Field supervisor, store Tickets and technicians, stock and
accessories, reviews of designs and
work reports

Customer care Front office, call centre New tickets, customers, follow-up,
attendance

Technician Field staff Own tickets, materials, attendance,
work reports, designs (on a phone)

HR Human resources Employees, leave, attendance
report, payroll preparation,
certificates

Audit Internal auditor Read-only finance and stock
checks, audit logs

1.2 Signing in
1. Open the address your company uses, for example
https://support.yourcompany.co.ke/app/login.

2. Enter your username, email or phone number and your password, then press Sign in.
3. If two-step login is switched on for you, type the 6-digit code from your authenticator app.
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The sign-in page shows your company's name.

TIP After several wrong passwords your account is locked for a while. An administrator can unlock
it.

1.3 The screen
• Menu (left): shows only what your role may use, grouped in sections (Operations, Finance,

Field work, Stock, People, System, Me). On a phone it opens with the menu button at the top left.
• Branch picker (top): head-office staff can narrow every page to one branch, or see All

branches. Staff who belong to a branch always see only their branch.
• Notifications bell: new assignments, approvals waiting, payments received, expiring

certificates and customer replies.
• Search (magnifying glass): find tickets, customers, invoices and more from anywhere.
• Me section: your leave requests, payslips, certificates, notice board and company assets given

to you.
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The administrator dashboard: today's work, money and anything that needs attention.

1.4 Your account and login security
Open Login & security at the bottom of the menu.

• Two-step login: press Set up two-step login, scan the QR code with Google Authenticator,
Microsoft Authenticator or Authy, and type the code to confirm. Keep the recovery codes in a
safe place — they let you in if you lose your phone.

• Where you're signed in: a list of your devices. Sign out any device you don't recognise.
• Change password: at least 8 characters with letters and numbers. Changing it signs out your

other devices.
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Login & security: two-step login and the devices you are signed in on.

1.5 Using a phone and working offline
Technicians can install the system like an app:

1. Open the system in Chrome on the phone.
2. Choose Add to Home screen from the browser menu.
3. Open it from the new icon.

Open jobs are kept on the phone. Without network a technician can still open jobs, change the
status, take photos and write job or daily reports with the customer's signature. A bar at the top
shows what is waiting; everything is sent by itself, in the right order and never twice, when the
network returns.

NOTE The app version needs the system to run on https://. Your administrator or provider sets this
up.
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2. Tickets and customers
A ticket is one customer request: a new installation, a fault, a maintenance visit, a survey. Every
ticket gets a number such as TKT-20261001-B101 and a private tracking link that is sent to the
customer by SMS.

2.1 Logging a new ticket
Customer care, accounts, supervisors and administrators open New Ticket.

1. Enter the customer name and phone number (the system recognises returning customers).
2. Enter the account / meter / site number if the customer has one, and the location.
3. If your company offers more than one service (for example Solar and Electrical), choose the

service line first; the job types then follow it.
4. Choose or type the service type, set the priority and describe the issue.
5. If your company uses the Sites register, pick the site; its location and access notes come with

the ticket.
6. Optionally assign a technician right away. Technicians with an expired safety certificate are

marked with a warning.
7. Press Create Ticket & Send SMS. The customer receives the ticket number and tracking link.

New ticket form.

2.2 The ticket list
Tickets (or All Tickets) lists every request with its status and technician. Use the search box, status
filter and dates to find tickets. Statuses are:

Status Meaning

Open Logged, not yet assigned

Assigned A technician has been given the job
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Status Meaning

In progress The technician has started

Completed Work finished (photo uploaded)

Closed Checked and closed by the office

All tickets with status, priority and technician.

2.3 Working on a ticket
Open a ticket to see all its details.

• Assign technician: choose a technician; they get an SMS and a notification. A warning shows if
their certificate has expired.

• Change status as work progresses. Completed needs at least one photo.
• Upload photo: before/after photos from the phone camera (shrunk automatically to save data).
• Message thread: a conversation with the team and, through the tracking page, with the

customer.
• Call the customer straight from the browser (if voice calling is set up).
• Site: if the ticket belongs to a site, its map, directions and access notes are shown.
• Write job report: opens the job report with this ticket already filled in (see chapter 3).
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A ticket: details, actions, photos and messages.

2.4 What the customer sees
The customer's SMS contains a link to a tracking page. It shows the progress, the assigned
technician and lets the customer send a message to your team. It also links to the customer portal
(chapter 10).
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The customer's tracking page.

2.5 Customers
Customers lists everyone who has logged a request, with phone, account number, number of
tickets and last visit. Customers are created automatically from tickets; you can also edit their
details. Payments by mobile money or bank are matched to customers by their account number.
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Customers.
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3. Technicians in the field

3.1 Dashboard and my tickets
A technician's dashboard shows today's jobs, check-in status and a reminder if today's daily report
has not been sent. My Tickets lists only their own jobs.

Technician dashboard on a phone.
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My tickets on a phone.

3.2 Attendance
Under Attendance, press Check in on arrival and Check out when leaving. Late arrivals (after the
start time set by the company) and missed check-outs appear in the HR attendance report.
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Check in / check out.

3.3 Materials and accessories
My Materials shows what the store has issued to you, what you have used on jobs and what you
still hold. Record the items you use on each job; returns go back to the store. Supervisors and audit
can see any difference between issued, used and returned.

3.4 Work reports
Open Work Reports and choose:

• Daily report — once a day: what I did, hours, problems, plan for tomorrow.
• Job / site report — for each visit: ticket or project, site, work done, materials used, readings /

test results (ready-made lists for solar, CCTV, ISP, electrical and telecom), photos and the
customer's name and signature on the screen.
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A job report on a phone.

Checklists and safety permits
At the bottom of a job report, choose + Add checklist / permit (for example Work at height
permit or Electrical isolation (LOTO)). Tick Pass / Fail / N/A or Yes / No for every item; on a failed
item write what is wrong. Every item on a permit must be answered before the report can be sent.
If a critical item fails, supervisors and managers are alerted immediately — stop work and wait for
instructions.



KALIWEB SYSTEM — User Guide 3. Technicians in the field

17Kaliweb Systems · v8.1

Job / site report with a work-at-height permit.

After sending
Supervisors and managers review the report or return it with a comment. From a job report
anyone allowed can print the report or a branded completion / test certificate that includes
readings, checklist results and signatures.

Work reports list with review status, photos, signatures and failed checks.
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4. Stock, purchasing and transfers

4.1 Accessories and stock
Accessories (store) shows every stock item per branch: quantity, unit, reorder level and buying
cost (only for roles allowed to see costs). From here the store:

• adds stock (purchases) and issues items to technicians;
• sees low stock (at or below the reorder level);
• opens the history of every item (issued, returned, used, adjusted).

Accessories / stock list.

4.2 Suppliers and purchase orders
Under Stock → Purchasing:

1. Add your suppliers, including where to pay them (bank, bank code, account number or mobile
money number).

2. Create a purchase order (draft). One click adds every low-stock item.
3. A manager or administrator approves it — never the person who raised it.
4. Mark it sent to supplier and print a PDF copy for the supplier.
5. Receive the goods (part or all). Stock is added to the branch at the average cost.
6. Accounts records the payment in Expenses with one click, or pays the supplier through the

bank (chapter 5.9).
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Purchasing: orders and suppliers.

4.3 Branch transfers
Stock → Branch Transfers moves stock between branches. The sending branch sends (stock
leaves it); the receiving branch confirms what actually arrived. Any shortage is recorded and
head-office managers and audit are notified.

Branch transfers.



KALIWEB SYSTEM — User Guide 4. Stock, purchasing and transfers

20Kaliweb Systems · v8.1

5. Sales and money

5.1 Quotations
Accounts → Quotations: create a quotation with items, quantities, prices, VAT and discount.
Quotations can also be created from an approved design with one click. Press Send to text the
customer a private link where they can accept with their name and signature or decline with a
reason. You are notified when they open it and when they answer, and the quotation's status
changes to accepted or declined.

Quotations.
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What the customer sees: accepting a quotation with a signature.

5.2 Invoices
Accounts → Invoices: create invoices (or invoice a project milestone with one click from the
project). Each invoice shows its status — draft, sent, partially paid, paid, overdue or cancelled.

• Record payment for cash, bank, cheque or mobile money received at the office.
• Request via phone sends an M-Pesa (STK push), MTN or Airtel payment request to the

customer's phone; the invoice is marked paid when they enter their PIN.
• Send texts the customer a link to view and pay the invoice.
• Print / PDF for a paper copy.
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Invoices with balances and actions.

Creating an invoice.
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What the customer sees: the invoice with "Pay by phone".

5.3 Payments, receipts and cheques
• Payments lists all money received for customer accounts (subscriptions, services, installations),

by method.
• Receipts prints official receipts.
• Cheques records cheques received and issued, with their status (received, issued, deposited,

cleared, bounced, returned, cancelled).
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Payments.

5.4 Expenses and approvals
Anyone allowed records an expense (category, amount, paid to, method, reference). Expenses
wait for approval:

• Managers approve up to the limit set in Settings; above it an administrator must approve.
• Nobody approves their own expense.
• The monthly expense budget per category is shown at the top.



KALIWEB SYSTEM — User Guide 5. Sales and money

25Kaliweb Systems · v8.1

Expenses with the monthly budget.

5.5 Mobile money and bank
The system can be connected to your own M-Pesa, MTN MoMo or Airtel Money account and to your
bank. Kaliweb Systems sets this up with you, and you receive the full instructions as a customer.
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6. Field work: designs, projects, sites and
equipment

6.1 Designs and calculators
Field work → Designs sizes a job and builds its materials list before you quote. Choose the type:

Calculator What it works out

Solar Daily energy from the appliances, number of panels,
battery bank (series × parallel), inverter size, MPPT
current

CCTV Storage in TB, hard disks, NVR channels, PoE ports and
power budget, cable boxes

Internet / network survey Wireless path loss, expected signal, fade margin,
Fresnel clearance — or fibre loss budget; plus readings
taken on site

Electrical installation Load schedule, maximum demand, main breaker,
sub-main cable with voltage drop, MCB and cable per
circuit, DB ways, earth size

Telecom site power -48 V load, battery bank, rectifier modules (N+1),
generator size, diesel per month, solar for a hybrid site

Other Materials list only

1. Enter the customer, site and the inputs; the results update as you type.
2. Press Fill materials list from results, then adjust prices, labour and notes. Picking a stock

item uses its cost plus the company's markup.
3. Save & send for approval. A supervisor, manager or administrator (not the designer)

approves or returns it.
4. Create quotation from the approved design with one click, or start a project.
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Solar design calculator.

Electrical installation calculator.

NOTE Calculator results are a guide for a qualified person. Confirm cable sizes and protection with
the maker's tables and the local wiring rules.
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6.2 Projects and maintenance contracts
Field work → Projects & Contracts has two kinds:

• Project / installation: contract value, milestones (each with an amount that can be invoiced
in one click), team, progress updates, linked tickets, reports, files, and paid / outstanding
amounts.

• Maintenance contract: visit schedule (weekly to yearly) and visit technician. A ticket is raised
automatically 3 days before each visit. Managers and accounts are reminded before the contract
ends, and Renew extends it.

Projects and contracts.
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A project with milestones, team and linked work.

6.3 Sites and maps
Field work → Sites is the register of towers, rooftops, buildings and customer premises: site ID,
owner or operator, GPS, tower type and height, power source, landlord and access instructions.
Sites can be imported from Excel/CSV.

Each site page shows a Google map (map or satellite), Directions, and the history of jobs, reports
(with failed checks), equipment, projects and photos. Use Use my location while standing at the
site to capture its GPS.
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Sites register.

A site with its map and history.
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6.4 Equipment and warranty
Field work → Equipment & Warranty records every installed unit: serial number, customer, site,
install date and warranty. Search any serial number to see its full history. Warranty claims go
from open → sent to supplier → repaired, replaced or rejected; a replacement registers the new
serial number automatically. Warranties ending within 60 days are listed.

Equipment & warranty register.
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7. People: HR, leave, attendance and
payroll

7.1 Employees
HR → Employees holds the employee file: job, department, contract dates, ID, tax PIN, NSSF and
health numbers, bank (with bank code) or mobile money details, salary and allowances, next of kin,
documents (stored privately), disciplinary records and leave balance.

Employees.

7.2 Leave
Everyone requests leave under Me → Leave Requests. Managers approve or reject it (nobody
approves their own). Annual leave can't exceed the days left. HR → Leave Balances shows
entitlement, taken, pending and remaining for each person.
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Requesting leave.

Leave balances.
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7.3 Attendance report
HR → Attendance Report shows days present, late arrivals, absences, hours and missed
check-outs for any period, and exports to Excel/CSV.

Attendance report.

7.4 Payroll
1. HR prepares the month: everyone on payroll is included with their allowances and that

month's overtime, bonus or deductions.
2. PAYE and statutory deductions are calculated for your country (Kenya: PAYE, NSSF, SHIF,

Housing Levy; Uganda: PAYE, NSSF; Tanzania: PAYE, NSSF, SDL, WCF). The rates can be updated
under Statutory rates when the law changes.

3. A manager or administrator approves it (not the person who prepared it).
4. Staff see their payslips under Me → My Payslips and can print them.
5. Accounts pays the salaries — through the bank in one batch (chapter 5.9) or outside the

system — and marks the payroll paid. The cost is posted to expenses per branch.
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Payroll.

7.5 Certificates and licences
Me → Certificates (HR manages everyone's) records certificates such as work at height, tower
climbing, rigging, first aid and electrician licences, with expiry dates and a scan. HR and the staff
member are reminded 30 days before expiry and on the expiry day; technicians with an expired
certificate are flagged when jobs are assigned.



KALIWEB SYSTEM — User Guide 7. People: HR, leave, attendance and payroll

36Kaliweb Systems · v8.1

Certificates and licences.

7.6 Notices and company assets
The Notice Board shares announcements with everyone or with one role. My Assets lists
company property given to you (laptop, phone, tools). Managers and administrators manage assets
under Company Assets.

Notice board.
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8. Management and audit

8.1 Manager dashboard and approvals
The manager's dashboard shows the period's tickets, revenue, expenses and items waiting.
Approvals is one inbox for expenses, leave, payroll and work waiting for review.

Manager dashboard.
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Approvals inbox.

8.2 Performance and targets
Performance compares branches (tickets in and completed, open, average hours to close, new
customers, revenue, expenses, profit) and technicians (assigned, completed, time to close, closed
within target). Set monthly targets per branch or person and follow progress.

Performance and targets.



KALIWEB SYSTEM — User Guide 8. Management and audit

39Kaliweb Systems · v8.1

8.3 Reports and branch reports
Reports gives finance, technical and customer-care reports for any period. Branch Reports
shows profit and loss per branch, money owed by customers, stock value, the 12-month trend and
expenses by category, with print and export.

Reports.

Branch reports.
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8.4 Corporate reports
Reports → Corporate reports produces board-ready reports for any period: Attendance,
Finance and Accessories & assets. Pick the report and the period (this month, last month, this
quarter, year to date, last year or your own dates). Each report comes three ways:

• On screen: a dashboard with the key figures, charts and numbered tables.
• Print / PDF: an A4 report on your company letterhead (logo, address, phone, PIN), with a

reference number, executive summary, charts, tables (wide tables on landscape pages), notes
and a sign-off block for Prepared by, Reviewed by and Approved by. Every page carries the
company name and "Page x of y". Choose Save as PDF in the print window to keep or email it.

• Excel: a workbook with a Summary sheet and one sheet per table, each headed with the
company, report title, period and who prepared it. Figures are real numbers with filters, ready
for pivot tables.

Report What it contains Who can open it

Attendance Attendance rate, punctuality, hours,
late arrivals, absences, leave and
overtime; summary by department;
each employee; a day-by-day
register (P on time, L late, LV leave,
A absent); late arrivals and days
without check-out

HR, managers, auditors,
administrators

Finance Money received, invoiced,
expenses, net result and margin;
statement of money received and
spent; month-by-month table;
expenses by category; amounts
owed by customers by age (not yet
due, 1–30, 31–60, 61–90, over 90
days); invoices issued

Accounts, managers, auditors,
administrators

Accessories & assets Stock on hand and its value, items
to reorder with a suggested
quantity, stock movements, what
was issued to each staff member
and what they still hold, and the
company assets register

Supervisors, accounts, managers,
auditors, administrators
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Corporate reports: the Finance dashboard.

The day-by-day attendance register.



KALIWEB SYSTEM — User Guide 8. Management and audit

42Kaliweb Systems · v8.1

The printed report on the company letterhead (first page).

NOTE Roles that may not see buying prices and profit (Roles & Permissions → "See costs") get the
reports without stock values, costs, net result and margin. Late means checked in after the
work start time set in Settings.
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9. Marketing
Marketing (if included in your package) has two parts:

• Leads: potential customers with their source, interest, status and follow-up notes, until they
become customers.

• Campaigns: plan promotions and other campaigns with their type, dates, budget and status.

Marketing hub.
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10. The customer portal
Give customers the portal address (https://your-domain/app/portal), for example on receipts and
your website. The customer signs in with their phone number and a 6-digit code sent by SMS —
no password. They can see:

• their requests and status, and log a new request;
• invoices (and pay them by phone), quotations and payments;
• projects and service contracts, installed equipment and warranty dates;
• job reports.

Customer portal sign-in.



KALIWEB SYSTEM — User Guide 10. The customer portal

45Kaliweb Systems · v8.1

11. Administration
This chapter is for the company's administrator.

11.1 Settings
System → Settings contains:

• Company details: name, email, phone and address, and your logo: press Upload logo and
choose a PNG, JPG or WEBP picture (a PNG with a transparent background looks best; big
pictures are reduced automatically). The logo appears on the sign-in page, at the top of the
menu, and on invoices, quotations, payslips and reports.

• Uploads: the largest file allowed for photos and documents (10 to 500 MB, 50 MB to start),
and how photos taken on phones are sent: Standard (quick on mobile data), High (sharp,
good for zooming in) or Original (exactly as taken). If the server accepts less than the size
chosen, the screen says so; your system provider or web host can raise it.

• Country & Business: country (currency, phone codes, VAT), main type of business and your
own list of job types. If your system provider fixed the country or your package, this section
shows it.

• Approvals & working rules: the manager's expense approval limit, target hours to close a
ticket, work start time (for late arrivals) and design markup.

• SMS: TextSMS (Kenya) or Africa's Talking (Kenya, Uganda, Tanzania) details.
• Mail (SMTP) and Voice calling (Twilio).

Settings: the company logo.
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Settings: upload sizes and photo quality.

The logo on the sign-in page.
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11.2 Users
System → Users (also HR): add staff with name, username, email, phone, role, branch and
password. Choose All branches for head-office staff. Set a user inactive when they leave — their
history stays. The number of active users is limited by your plan.

Users with their roles and branches.

11.3 Roles and permissions
System → Roles & Permissions decides what each role can do.

• Built-in roles can be renamed and have screens or actions switched off for everyone in that
role.

• Your own roles (for example Store keeper, Cashier, Site engineer) are based on a built-in
role and get its screens, minus what you switch off. Give them to staff under Users.

• Screens: tick the menu items the role keeps. A screen switched off disappears from the menu
and its data is refused by the server.

• Actions (ticked = allowed): approve/reject, delete/cancel, see costs (buying prices, stock
value, margins, profit) and export (Excel/CSV downloads and printing reports).

• Changes apply immediately. Administrators can never be restricted.
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Roles & permissions.

Editing a role: screens and actions.
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11.4 Branches
System → Branches: add branches with a code, location and manager. Records are tagged with
their branch automatically; staff in a branch only see their branch. Stock is kept per branch.

Branches.

11.5 Backups
System → Backups: every night the database and all uploaded files are saved encrypted, the
last 7 copies are kept, and a copy is sent to your system provider's server. Choose the time and
whether to include photos and documents, press Back up now for an extra copy, and download
any copy. The dashboard shows a red warning if the last good backup is older than 2 days.
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Backups.

11.6 System updates
New versions of the system come from Kaliweb Systems. You don't need to download or upload
anything:

• The system checks for a new version by itself every few hours. When one is available,
administrators see a blue bar at the top of every screen and get a notification.

• System → Updates shows your version, the latest version and what's new in it. Check for
updates checks straight away.

• Press Update now, confirm with your password, and wait about a minute. A backup is made
first, the new version is installed, and the page reloads by itself. Your data, settings and
uploaded files are kept.

• Install updates automatically at night (optional): the update is installed between 1 and 5
a.m., when nobody is working.

• Update history lists every update, who installed it and the result. If an update can't finish, the
previous version is put back automatically and nothing changes for your staff.
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A new version is available: the bar shown to administrators.

System → Updates.

NOTE Updates need an active licence. If the screen says the server doesn't allow the system to
change its own files, ask your web host to give PHP write access to the system's folder, or ask
Kaliweb Systems to update it for you.



KALIWEB SYSTEM — User Guide 11. Administration

52Kaliweb Systems · v8.1

11.7 Customer messages
System → Customer messages decides which SMS / WhatsApp messages customers receive
automatically — request logged (with tracking link), technician assigned, job completed, visit
scheduled, invoice or quotation sent, payment received — and lets you edit the wording. The
message log shows every message and can retry failed ones.

Customer messages.

11.8 Checklists and permits
System → Checklists & Permits: ready-made safety permits and maintenance checklists for your
services. Edit the items, mark items critical (a failure alerts supervisors at once), add your own
lists or switch lists off. Add standard lists restores any missing ready-made ones.
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Checklists & permits.

11.9 Security, bank and mobile money settings
These settings are explained in the complete guide that customers receive at hand-over.
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12. Help and answers

12.1 Common questions
Question Answer

How do I get a report as PDF or Excel? Reports → Corporate reports → Print / PDF (choose
Save as PDF) or Excel.

I can't see a menu item a colleague has. Menus depend on your role, your branch and your
company's package. Ask your administrator.

"This screen is switched off for your role." Your administrator switched it off under Roles &
Permissions.

My account is locked. Wait a while or ask an administrator to unlock it.

I lost my phone with the authenticator. Use a recovery code, or ask an administrator to reset
your two-step login.

A customer paid but the invoice is still unpaid. Check Accounts → Mobile Money or Bank → Money in &
out, and match the payment to the invoice.

Photos are not uploading in the field. They are kept on the phone and sent automatically
when the network returns (see the bar at the top).

The customer didn't get an SMS. Check System → Customer messages → Message log;
the SMS account may be out of credit.

A page is blank or shows an error. Refresh the page. If it continues, note what you clicked
and contact your administrator or provider.

12.2 Support
Kaliweb Systems — info@kaliwebsystem.com — 0111 052 189 — kaliwebsystem.com
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