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CREATING A JOB ON GREENBOT 

 

Step 1: Open jobs and then select ‘Create New Job’ 

 

 

Fill in the job details 

Note:  

Job Type – PVD is for solar jobs 

Job type – SWH is for solar hot water jobs  

 

Once the details are filled in, save the job. 



4 
 

 

Step 2: Enter in the Installer, Designer and Electrician 

 

 

When you select the Installer, you’ll receive the below prompt. Press OK to schedule visit. 

 

At this point, the installer will be able to access the job on their app. 

 

If the button above lights up green, the installer has an approved account. If it is grey, the installer 

needs to create a Greenbot account.  
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Step 3: Enter in the System Details (Inverter, Panels, System size etc) and STC Details 

 

Tip: Ensure the Owner’s signature has been captured by the installer. If it hasn’t, click the highlighted 

icon below to send the owner a text or email requesting a signature. 
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Tip: Ensure the Panel Serial Numbers have been filled in after the installer has finished scanning the 

serial numbers on the app. This should populate automatically if the Installer uses the Greenbot app.

 

Step 4: Sign the Written Statements Declarations 

 

Step 5: Upload the CES/COC/CCEW form and create the STC Form 

 

 

Step 6: If the job is over 60kW, upload the 1) Panel supplier invoice and 2) Property electricity bill 

in Document Manager 
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Step 7: Once the above is done, check the STC Status to see what still needs to be completed 

 

 

 

Step 8: Once everything is done successfully, a green ‘TRADE STCs’ button will appear under our 

prices. Press the button to trade the job. 
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ADDING INSTALLERS  

 

Step 1: Open Users and select ‘Requested Solar Electricians’ 

 
 

 

Step 2: On the top right hand side, press ‘Send Request’ 

 

 

Step 3: Enter in Details and press ‘Save’ 
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Step 4: You’ll be able to add the Installer to jobs 
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CHECKING THE STATUS OF TRADED JOBS  

 

Step 1: Open STC Submission and select ‘STC Submission’ 

 

 

Step 2: Press the ‘Show All’ tab on the far right. You’ll be able to see the status of all traded jobs 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



11 
 

CREATE COMPANY STAFF/RETAILER REPRESENTATIVE 

ACCOUNT 

 

Step 1: Open the Users dropdown box and select ‘Create New User’ 

 

 

Step 2: Fill in details and press ‘Save’ 

 

Step 3: You will be able to change the user using the pencil icon under the ‘Written Statements 

Declarations’ on jobs

 


