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Welcome to ClickPM
A clearer way to coordinate complex, multi-location work.

OVERVIEW

ClickPM is a project management platform designed to make complex, multi-location 
projects easier to manage, coordinate, and complete.

When projects involve multiple locations, contractors, tasks, deadlines, documents, and stakeholders, 
keeping everyone organized can quickly become difficult. Information may be spread across emails, 
spreadsheets, text messages, shared folders, and different systems. Project managers can spend a 
significant amount of their time simply trying to determine what has been completed, what still needs 
attention, and who is responsible for the next action.

ONE PLATFORM

Projects

Tickets

Assignments

Updates

Performance

ClickPM brings this information together into one centralized platform.

The system provides project managers, internal teams, contractors, and other authorized users with a common place to view projects, manage tickets, assign work, track progress, 
review updates, and monitor overall project performance.

THE OBJECTIVE IS SIMPLE

Make project information easier to find, work easier to coordinate, and project progress easier to understand.
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What ClickPM Does
Day-to-day project execution, organized from one central location.

CAPABILITIES

Depending on the user’s role and permissions, ClickPM can be used to:

Manage projects from start to finish. Track work progress in real time. Visualize operations on interactive maps.01 02 03

04 Optimize field team routes. 05 Assign and dispatch work efficiently. 06 Monitor team performance and workload.

07 Update and manage tickets in bulk. 08 Track tasks and team activities. 09 Automate cross-project access.

10 Manage billing and invoicing. 11 Generate reports and export data.

Rather than relying on several disconnected methods to manage a project, ClickPM provides a structured environment

where the information associated with the project can remain connected to the work itself.

Built for scale For dozens, hundreds, or even thousands of locations or tickets,


ClickPM keeps the overall project visible without losing individual details.
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One Place. Real-Time Visibility.
Replace fragmented tracking with a live view of the work.

CENTRALIZATION

Without a centralized project management system, a typical project may involve spreadsheets for tracking, email for communication, maps for locations, separate documents for field 
information, and phone calls or text messages for status updates.

Similarly, contractors can access the work that has been assigned to them 
and see the information they need to complete their responsibilities without 
having to search through unrelated project information or lengthy email 
chains.

A project manager can open ClickPM and quickly determine:

Where a project stands  •  Which tickets are assigned  •  What has been 
completed  •  Which items require attention  •  How work is progressing.

REAL-TIME VISIBILITY

Effective project management depends on having accurate information. ClickPM gives 
users visibility into the current status of projects and tickets so that decisions can be 
made based on the latest available information.

What has been completed?


What is still outstanding?


Who is responsible for the work?


Which locations require attention?


Where are the contractors working?


How is the overall project progressing?

Less time collecting information.

More time managing the project.
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Contractor Coordination
Clear assignments, shared information, less unnecessary communication.

SHARED WORKSPACE

ClickPM is designed to simplify the relationship between project managers and contractors.

Contractors can be provided with a dedicated workspace containing the work assigned to them. Individual tickets 
can provide the information necessary to understand the location, requirements, and status of the work.

The result

Clearer

accountability

Fewer

misunderstandings

Less unnecessary

communication

PROJECT MANAGER CONTRACTOR

Assigns the work Completes the work

Both parties work from the same project information.

→

Instead of relying heavily on separate emails, spreadsheets, phone calls, and text messages, ClickPM keeps the project manager and contractor connected to 
the same source of work information.
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Location Visibility & Route Planning
See where the work is, and organize how to get there.

MAP-BASED WORK

For projects involving multiple physical locations, geography can become an 
important part of project execution.

MAP VIEW

Tickets and project locations can be reviewed geographically, 
then assigned to contractors accordingly.

ClickPM can also help organize routes between multiple job sites.

For a contractor working at several locations during the same day, this can reduce the amount of manual route planning required. Instead of individually looking up addresses and 
determining the most efficient order of travel, locations can be organized into a more efficient route.

PROJECT VIEW

Understand how work is distributed across the project — even when many locations are active at the same time.
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Less Administration. Better Control.
Designed to save time without adding complexity.

EFFICIENCY

Saving Time

ClickPM is intended not only to organize projects but also to reduce the 
administrative effort required to manage them. A considerable amount of project 
management time can be spent searching for information, updating spreadsheets, 
asking for status updates, determining who has been assigned to a location, 
reviewing separate documents, planning contractor routes, and reconciling 
information from multiple sources.

Saving Time

ClickPM is intended not only to organize projects but also to reduce the administrative effort required to manage them. A considerable amount of project management time can be 
spent searching for information, updating spreadsheets, asking for status updates, determining who has been assigned to a location, reviewing separate documents, planning 
contractor routes, and reconciling information from multiple sources.

CENTRALIZE THE REPETITIVE WORK

Status • Assignments • Locations • Routes • Updates

PROJECT MANAGER

Broad project

visibility

CONTRACTOR

Assigned

work & details

EXECUTIVE

Progress &

performance
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The ClickPM Approach
Structure the complexity. Keep the work understandable.

PROJECT CONTROL

As projects become larger, maintaining control becomes increasingly difficult.

A small project may be manageable through email and spreadsheets. A project involving 
hundreds of sites, contractors, and individual tasks is considerably more difficult to 
manage using the same approach.

ClickPM is built around this straightforward principle.

PROJECT MANAGEMENT SHOULD MAKE THE WORK EASIER TO 
MANAGE—NOT CREATE ADDITIONAL WORK FOR THE PEOPLE 
MANAGING IT.

Projects, tickets, assignments, updates, locations, contractor activity, and performance information can be managed within the same environment. The objective is not simply to collect 
more data. It is to make the information required to manage the project easier to access and act upon.

By bringing project information, field activity, contractors, tickets, locations, and performance into one system, ClickPM helps teams 
spend less time searching for information and more time completing the work.

Clarity without unnecessary complexity.
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About This Manual
From understanding the platform to performing everyday tasks.

MANUAL STRUCTURE

This manual is designed to help users understand how to navigate and use ClickPM effectively.

PART 1 Introduction to ClickPM

Provides an overview of the platform, what it does, and how it can help users 
manage projects more efficiently.

PART 2 Core Functions & Workflows

Provides step-by-step guidance for the primary ClickPM functions and 
workflows.

THE GOAL

Understand not only how to use ClickPM, but also how ClickPM can make everyday project responsibilities easier, faster, and more organized.
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This manual is designed to help teams

navigate ClickPM with clarity and confidence.

From understanding the platform to managing projects,

contractors, locations, routes, and day-to-day workflows.
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Table of Contents
Find the workflows, roles, and instructions most relevant to your day-to-day work.

1 Environment Setup 03 Configure the ClickPM environment, clients, labels,

and access rules.

SUPER ADMINS

2 Project Setup & Administration 08

Manage projects, tickets, oversight, performance, billing,

and exports.

ADMINS

3 Ticket Work 12

Work with assigned tickets, submit progress, and use field maps,

and routes.4 Map Planning & Navigation OPERATORS18

5 Performance Oversight 22

6 Billing & Exports 23

READING TIP Menu names, tab names, and buttons are shown in bold. Screen layouts may change slightly as ClickPM is updated.
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Ticket Labels Setup
MANAGE STATUSES

Manage ticket statuses to define and track the progress of tickets, helping users quickly 
understand the current state of work through clear labels and colors  

3
Add new Status.

2
Select Statuses tab.

i
Custom statuses that you 
create yourself to match 
your workflow.

1
Go to

Management.

4
Edit/Customize an existing Status.i

Built-in statuses that come 
with the app and cannot 
be removed.

i
Customizable color to help

you quickly spot ticket's state.
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Ticket Labels Setup
MANAGE ASSIGNMENTS

Manage assignments to define the type of work a ticket represents inside a project.


3
Add new Assignment.

2
Select Assignments tab.

1
Go to

Management.

4
Edit/Delete an existing Assignment.

i
Assignments are categories

that describe the type of work

a ticket represents.
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Client Setup
MANAGE CLIENTS 1/2

Add and configure clients to group projects and tickets by organization or business unit.

Pick the statuses and assignments available for each client to ensure the correct workflow is used.  

3
Add new Client.

2
Select Clients tab.

1
Go to

Management.

i
Click on desired client row to update its details
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Client Setup
MANAGE CLIENTS 2/2

Add and configure clients to group projects and tickets by organization or business unit.

Pick the statuses and assignments available for each client to ensure the correct workflow is used.  

i
Ticket statuses available 
for this client and the order 
in which they are shown.

1
Update fields.

i
Ticket work categories 
available for this client 
and the order they 
appear.

i
Format used for store numbers, 
such as plain text, numbers only, 
or with leading zeros (e.g., 007).

i
A default Supplier Accounts 
Payable reference used when 
generating invoices and reports.

2
Save changes.
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Access & Cross-Client Rules
AUTO-AUTHORIZE ASSIGNEES BETWEEN DIFFERENT CLIENTS

Automatically grant Assignees permission to switch between clients upon project import.

This removes the need to manually configure user access and group assignments for each client.

3

Enable Auto-authorize feature tab.

2
Select Features tab.

4
Apply changes.

i
If you want tighter control, turn 
this off and manage users and 
groups manually instead.


1
Open user options list

and choose Client Settings.
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Data  Import
IMPORT PROJECT 1/2

Quickly add one or multiple projects to the system by importing project data from an 
external source through a structured Excel file.

2
Click on Import project.

1
Go to

Project Management.

0 8
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Data  Import
IMPORT PROJECT 2/2

Quickly add one or multiple projects to the system by importing project data from an 
external source through a structured Excel file.

4
Upload your project excel sheet.

3
Download the template,

review the structure

and fill in your project data.

5
Confirm your project import.
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Project Maintenance
UPDATE PROJECT

Edit project details such as the project name, short name, and notes to keep project 
information accurate and up to date.

2
Open the Action options list.

1
Select Projects tab.

3
Choose Edit Project option.

i
Mark project as inactive. 
Archive a project to hide it 
from the main active list.

1 0
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Project Oversight
TRACK PROJECTS

Monitor the health and progress of multiple projects through key statistics.


i
Fees (X / Y)

X: Assignee fees for tickets with a Completed Date.

Y: Assignee fees for all tickets

i
(C): Completed

(A): Assigned

(P): Pending

1
Select Projects tab.

2
Select one or more projects 
to view their tickets, updates, 
and metadata statistics.

i
Revenue (X / Y)

X: Revenue for tickets with a "Completed Date"

Y: Revenue for all selected tickets

i
Users assigned to project.

1 1
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Ticket Maintenance
UPDATE TICKET AS AN ADMINISTRATOR 1/2

Edit one or more ticket details as an administrator. Use it to make corrections or perform 
bulk updates.

1
Go to

Project Management.

2
Select one or more 
projects to view their 
corresponding tickets.

1 2
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Ticket Maintenance
UPDATE TICKET AS AN ADMINISTRATOR 2/2

Edit one or more ticket details as an administrator. Use it to make corrections or perform 
bulk updates.

i
Optionally you could update 
tickets in bulk by selecting 
them, and clicking on 
Update Selected.

4
Manually add ticket.

3
Select Tickets tab.

4

i

Quickly update the ticket's 
details using a short form 
(status, assignee(s) or notes).

Each quick update

creates a new update record.

4
Edit and update ticket

information using the full form.

*Steps with the same number can be completed in any order. Matching markers indicate they belong to the same action group. 1 3
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Progress Reporting
UPDATE TICKET AS AN ASSIGNEE 1/2

Update and report progress on assigned tickets.

1

Select desired Client.

i
Choose All Clients to be able to switch 
between projects from different clients.

i
View current selected 
project tickets on map.

3
Click on update button.

2
Go to Work Portal.

1 4
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Progress Reporting
UPDATE TICKET AS AN ASSIGNEE 2/2

Update and report progress on assigned tickets.


4
Fill out ticket form according to your updates.

5
Submit your changes by clicking on Update.

1 5
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Ticket Maintenance
Track Ticket Updates 1/2

Follow the ticket’s progress over time by seeing who did what and when.


1
Go to

Project Management

2
Select one or more projects 
to view their corresponding 
ticket updates.

1 6
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Ticket Maintenance
Track Ticket Updates 2/2

Follow the ticket’s progress over time by seeing who did what and when.


3
Select Updates tab.

i
Optionally delete unwanted 
ticket updates.
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Map Navigation
EXPLORE PROJECTS VISUALLY

View tickets for selected project(s), plotted by location. Use it to explore work 
geographically, filter tickets, select groups for bulk updates.  

i
Toggle clustering option.

2
Filter tickets.

1
Go to Map.

3
Display filtered tickets.i

Nearby tickets are grouped into 
clusters to keep the map clear. 
Zoom in to separate and view 
individual tickets.

1 8
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Bulk Dispatch
BULK ASSIGNMENT IN MAPS

Update multiple ticket participants or due dates all at once in a visual way.


3
Fill out

desired fields.

1
Enable selection mode.

2
Select tickets one by one or in a group.

Hold Ctrl while clicking individual tickets

or dragging to select a group.

4
Bulk assign tickets.

1 9
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Route Planning
ROUTE GENERATION 1/2

Build an optimized driving route from the selected places, then save or copy the stop list 
for field use.

1
Enable selection mode.

3
Generate route.

2
Select tickets one by one or in a group.

Hold Ctrl while clicking individual tickets

or dragging to select a group.
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Route Planning
ROUTE GENERATION 2/2

Build an optimized driving route from the selected places, then save or copy the stop list 
for field use.

i
Open saved routes.

i
Manage saved routes.

4
Copy route as Text or save 
route for future access.
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Team Monitoring
TRACK ASSIGNEE PERFORMANCE

Track how Assignees are performing on a project, including workload and progress at a glance.


i i
Fees (X / Y)

X: Assignee fees for tickets with a 
Completed Date

Y: Assignee fees for all tickets

Billed (X / Y)

X: Revenue for tickets with a 
Billed Date

Y: Remaining to be billed for 
work completed

2
Select project.

i
Billed Stores %

(Number of tickets with a 
Billed Date / Total number 
of selected tickets) * 1001

Go to

Performance Dashboard.

3
Select one or multiple 
Assignees to display 
performance statistics.

i
(C): Completed

(A): Assigned

(P): Pending

i
Revenue (X / Y)

X: Revenue for tickets with a 
Completed Date

Y: Revenue for all selected 
tickets

i
Percentage of tickets where this 
assignee is the primary assignee 
and the ticket is completed.

i
Percentage of tickets 
where this assignee is the 
primary assignee and the 
ticket has been billed
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Billing Operations
UPDATE BILLING 1/2

Set or update the billing date for a project's tickets when you are ready to invoice or re-bill the work.

2
Open action options.

1
Go to Project Management.

3
Click on Update Billing.
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Billing Operations
UPDATE BILLING 2/2

Set or update the billing date for a project's tickets when you are ready to invoice or re-bill the work.


5
Open billing modal, choose 
a date and submit.

i
Change between different projects.

4
Select tickets that you 
want to update billing for.
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Invoice Exports
EXPORT INVOICE BACKUP 1/2

Generate a backup of invoice data for a selected billing date so you can keep accounting 
records or reissue invoice details.

3
Click on Project Report.

1
Go to

Project Management.

2
Select your desired project.
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Invoice Exports
EXPORT INVOICE BACKUP 2/2

Generate a backup of invoice data for a selected billing date so you can keep accounting 
records or reissue invoice details.

4
Choose Backup Invoice.

5
Choose specific Billing Date.  

6
Launch the export process.

7
Save your exported file

on your device.

2 6

https://clickpm.io/


ClickPM
U S E R G U I D E

U S E R  T R A I N I N G

S E C T I O N  6  O F  6

1

2

3

Environment Set
SUER ADMINS

Proect Set  ministration
ADMINS

Ticet or
ADMINS  OERATORS

4

5

6

a Panning  avigation
ADMINS  OERATORS

Performance Oversight
ADMINS

iing  Eorts
ADMINS

illin Operations
Invoice Eports
Project Exports

clickpm.io

S E C T I O N  6   ·   B i l l i n g  &  E x p o r t s A D M I N S

Project Exports
EXPORT PROJECT(S) 1/2

Generate a report that contains all data for the selected project(s), so you can review or 
archive all project details in one file.

3
Click on Project Report.

1
Go to

Project Management.

2
Select your desired project.
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Project Exports
EXPORT PROJECT(S) 2/2

Generate a report that contains all data for the selected project(s), so you can review or 
archive all details for the selected project(s) in one file.

5
Launch the export process.

4
Choose Project Report.  

i
Optionally you could adjust

desired project(s) to export.

6
Save your exported file on your device.
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Thank you for

using ClickPM
Pa r t  2  —  C o r e  F u n c t i o n s  &  W o r k f l o w s

Need help?
Visit clickpm.io
Support documentation and future

manual sections available online.

For additional support, please contact your ClickPM administrator or support team.
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