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Stepl:Loginto RO

Sales Watch %

Use the admin login
credentials we provided to
access the web app at
saleswatch.id.

For detailed instructions, see;
How Do | Log In for the First
Time?



https://saleswatch.id/
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Step 2: Set
Language

In the top-right corner of the

web app, you'll find options for:

e Language Settings
e Dark/Light mode
e Your profile

Click the language dropdown
to select your preferred
language before continuing
setup.

Language
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Step 3: Register
Sales Reps

To get your team started, you'll need
to register each sales rep in the
system.

Follow the instructions on these pages
to complete the registration process:

e For Admins: How Do | Add a New
Sales Rep?

e For Sales Reps: How Do | Sign Up
and Log In for the First Time?

ROoB
e

Register
Sales Reps



https://saleswatch.id/support#howdoiaddanewsalesrep
https://saleswatch.id/support#howdoiaddanewsalesrep
https://saleswatch.id/support#howdoisignupforthefirsttime
https://saleswatch.id/support#howdoisignupforthefirsttime
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Step 4: Add Store
Data

Add store or outlet data into Sales
Watch in one of two ways:

e Using our web app: add one store
at a time via the web dashboard.
See: How Do | Add a Store?

e By file import: upload multiple
stores using an Excel (.xIsx) file.
See: How Do | Import Stores in
Bulk?

ROoB
e

Add Store
Data



https://saleswatch.id/support#howdoiaddastore
https://saleswatch.id/support#howdoiimportstoresinbulk
https://saleswatch.id/support#howdoiimportstoresinbulk
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Step 5: Add Visit
Schedules

Add sales visit schedules using one of two
methods:

e Using our web app: add one visit at a time via
the web dashboard. See: How Do | Assign a
Sales Visit?

e By file import: upload the entire schedule using
an Excel (.xIsx) file. See: How Do | Import Sales
Visit Schedules in Bulk?

As with store data, we recommend using the
import function. Importing these two (.xIsx) files is
the quickest way to set up.

ROoB
e

Add Visit
Schedule



https://saleswatch.id/support#howdoiassignasalesvisit
https://saleswatch.id/support#howdoiassignasalesvisit
https://saleswatch.id/support#howdoiimportsalesvisit
https://saleswatch.id/support#howdoiimportsalesvisit
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Step 6: Monitor
Sales Rep Activities

After setup, sales reps will start to see their
assignhed visit schedules starting the next day.
They will be able to start collecting activity data
which will automatically sync with our web app.

Admins and analytics users can view this data to
monitor performance and visit compliance.

For more details, see: How Do | View Analytics and

Daily Reports?

ROoB
Monitor
Sales Rep
Activities



https://saleswatch.id/support#howdoiviewanalytics
https://saleswatch.id/support#howdoiviewanalytics
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Slels
To log in for the first time: @

1.Go to the Sales Watch Login page. How Do I I-Og

2.Enter your Company Code, Username, and

Password. |I‘I fOI“ the

3.0n your first login, you will be prompted to

create a new password as a security measure. FirSt Time?



https://dash.saleswatch.id/login
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To create a new admin or analytics account:

1.Go to the Admin Management page.

2.Click ‘Add New User..

3.Enter the user's details. Take note of their
username and generated password before
clicking 'Submit.

4.Share the username and password you noted
in the step above with the new user. They will
be prompted to create a new password upon
first login as a security measure.

Slels
How Do | Create
a New Admin or
Analytics User?



https://dash.saleswatch.id/management/user/admin
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To add a new sales rep to your company account,
follow the instructions on the Sales Rep
Management page, or follow these instructions: @O

1.Collect the Sales Rep's email address.
2.Go to the Sales Rep Management page.
3.Click 'Add New User.

4.Enter the sales rep’s details. External ID refers to HOW DO I Add q

the ID used to identify this sales rep in your

company's documents. If this is left blank, we

will generate an ID for you. New SCI Ies Rep?
5.Instruct the Sales Rep to follow these

instructions: How Do | Sign Up and Log_ In for the

First Time?
6.Ensure the email address registered matches

the one added to our system.
7.Generate an OTP and share this with the sales

rep through Whatsapp or a messenging

application of your choice to complete this
process.



https://dash.saleswatch.id/management/user/sales
https://dash.saleswatch.id/management/user/sales
https://dash.saleswatch.id/management/user/sales
https://saleswatch.id/support#howdoisignupforthefirsttime
https://saleswatch.id/support#howdoisignupforthefirsttime
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Users cannot be permanently deleted, but their
accounts can be deactivated to maintain security.

To deactivate an admin or analytics user:
1.Go to the Admin Management page.

2.Click the red deactivate button under the
'‘Actions’ column.

Slels
How Dol
Remove an
Admin or
Analytics User?



https://dash.saleswatch.id/management/user/admin
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Slels

Users cannot be permanently deleted, but their @

accounts can be deactivated to maintain security.
How Do l

. Remove a Sales
.Go to the Sales Rep Management page.

2.Click the red deactivate button under the Re 2
'Actions’ column. p °

To deactivate a sales rep:



https://dash.saleswatch.id/management/user/sales
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Slels
To add a new store: @

1.Go to the Store List page. HOW DO I Add CI

2.Click 'Insert New Store'.

3.Fill out the store details. If external ID is left Sto re?
blank, we will generate an ID for you. If location
data is unavailable, fill out both latitude and
longitude with zeroes for now.

4.Click 'Add Store.



https://dash.saleswatch.id/management/store/list
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To import stores by file, follow the instructions on
the Store Import page, or follow these instructions:

1.Go to the Store Import page.

2.Download our template. If you would like to edit
the current store list instead of downloading a
blank template, download existing stores
instead.

3.Fill out the template according to the
instructions attached to the template. If
external ID is left blank, we will generate an ID
for you. If location data is unavailable, fill out
both latitude and longitude with zeroes for
now. Keep in mind that this process is an
upsert (see below).

4.Upload the completed file.

An upsert is a process that updates the store list
following these rules:

e Entries with new IDs or no IDs will be added to
the system.

e Entries with IDs that exist in our database will
update the stores with those matching IDs.

e All other entries in the system will remain as is.

Slels

How Do | Import
Stores in Bulk?



https://dash.saleswatch.id/management/store/import
https://dash.saleswatch.id/management/store/import
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Sales reps may discover and submit new stores
while in the field. These stores require admin
approval before being added to the system.

To review and approve new outlets:
1.Go to the New Outlet Review page.

2.Review each store, then edit and approve them
as needed.

s
How Do |
Approve New
Outlets
Submitted by
Sales Reps?



https://dash.saleswatch.id/management/store/review
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To assign a sales visit:

1.First adjust the repeat frequency of the
shcedule. Go to the Company Configurations
page.

2.Changing the repeat frequency will remove all
visit schedule data from our systems. Ensure all
important data has been backed-up before
changing this setting.

3.Adjust the schedule frequency: weekly sets the
schedule to repeat every week, biweekly sets
the schedule to repeat every two weeks, etc.

4.Go to the Visit Assignment page.

5.Select a sales rep from the dropdown.

6.Click ‘Add Visit'.

7.Select a store and fill out the required details.

8.Reorder if needed.

9.Save changes.

Slels
e

How Dol
Assigh a
Sales Visit?



https://dash.saleswatch.id/company/settings
https://dash.saleswatch.id/management/visit/assignment
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To import sales visit schedule by file, follow the
instructions on the Visit Schedule Import page, or
follow these instructions:

First, adjust schedule repeat frequency. g O 9

1.Go to the Company Configurations page.
2.Ensure all important visit schedule data has
been backed-up before changing the repeat
frequency setting. Changing the repeat
frequency will remove all visit schedule data How Do I I m po rt
from our systems.
3.Adjust the schedule frequency if needed:

o ®
weekly sets the schedule to repeat every week, sa Ies VI s It

biweekly sets the schedule to repeat every two

weeks, etc. SCthUleS in

Then, to import the file itself:

1.Go to the Visit Schedule Import page. B u I k?

2.Download our template. If you would like to edit the current
schedule instead of downloading a blank template, export the
current schedule.

3.Fill out our template according to the instructions attached to
the template. Ensure all external IDs for both sales reps and
stores match those already in the system. Ensure the number
of weeks match the schedule type you selected earlier.

4.Upload the completed file. Note that this will entirely replace
the previous schedule.



https://dash.saleswatch.id/management/visit/import
https://dash.saleswatch.id/company/settings
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To view daily reports and check performance:

1.Go to the analytics section of the sidebar.

2.Select any of the pages under this section. We
have compiled the data collected by your
sales reps here.

Slels
e

How Do |
View
Analytics
and Daily
Reports?
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How Dol
1.Go to the Company Configurations page.
2.Adjust key settings such as minimum visit ChCI nge

duration and GPS distance threshold.
Company
Configuration
Settings?

To update company-wide settings:



https://dash.saleswatch.id/company/settings
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Admins can create custom reminders that appear
during sales visits. To set up a reminder:

1.Go to the Sales Reminders page.

2.Click 'New Reminder..

3.Fill out reminder details: message and target
sales reps.

4.Click ‘Create’ to activate the reminder.

Slels
e

How Do | Set

Up
Customized
Visit
Reminders?



https://dash.saleswatch.id/management/user/reminder
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How Do | Sign Up
¢ ' and Log_ In for
the First Time?

How Do | Move
O 2 to a New

Company_Using

the Same Email?

How Do | Use the

HOW TO - ¢ 3 App as a Sales
o Rep?
Mobile

How Do | Move
® 4 to a New
Company_Using

FOI‘ sales the Same Email?

How Do | See My
Visit History?
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To sign up and log into Sales Watch for the first
time, follow these steps:

1.Download, then open the Sales Watch mobile
app.

2.Tap on Daftar on the login screen.

3.Enter your email and create a password.

4.Provide the email you used to sign up to your
admin.

5.Request your admin for your OTP and input it
into the app when prompted.

Slels
e

How Do I Sign
Up and Log In
for the First
Time?
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If you've already signed up and want to join a new @

company with the same email, follow these steps:

1.Make sure your old company has deactivated How Do |
your account. For more details, see: How Do | Move to O
Remove a Sales Rep?

2.Share your registered email with the new New
company. COmpq ny

3.Request your new company for an OTP. .

4.Log in, then enter the OTP when prompted. Usmg the

Same Email?
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At the start of your workday, follow these steps to
ensure accurate tracking and reporting:

1.Press ‘Mulai’ at the bottom-right corner of the
screen before leaving for your visits. Be careful
not to press the button to add incidental visits
by mistake as the buttons are close together.

2.Visit your assigned stores as usual. Use the
“Check-In" and “Check-Out” buttons at each
location.

3.At the end of the day, press the 'Berhenti to
finish tracking.

If you forgot to do start tracking, when you check
in at a store without starting your day, the app will
prompt you to start tracking at that point.

Slels
e

How Dol Use
the Appasa
Sales Rep?
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To record a visit outside of your assigned
schedule:

1.0n the 'Jadwal’ screen, tap the plus '+ button.
2.Choose one of the following options:

e If the outlet is not in the company database,
add new store and enter the store details.

e If the store is listed in the company database,
add from existing stores and proceed with the
check in process.

Slels
e

How Dol
Record a Visit
That's Not in
Today’s
Schedule?
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To view your past visits:

1.Go to the Profil’ tab.
2.Tap on Riwayat' to see your visit history.

ROoB
!

How Do | See
My Visit
History?
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o Z The Mobile App Is Not Working

::‘ Why Is the Time Data

v \ ® 3 Different From What the
Sales Reps Reported?
o
Trou bleshootlng e 4  HowDolFix Cannot
Login?

How Do | Fix: Cannot
Import by File?

How Do | Contact
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If our web app isn't loading or behaving as

expected, try the following; @ O 3

e Check Internet Connection: Ensure a stable
connection.

e Refresh Page: Press 'Ctrl + R or Cmd + R to

refresh. o
e Log Out: Try logging out, then in again. The WebSIte
e Clear Cache: Clear browser cache and

cookies, then refresh the page. |S NOt
e Try a Private Browsing: Switch to a private or o

incognito window, then try again. workl ng
e Try a Different Browser: Switch from the current

browser to another. We recommend Firefox or

Chrome.
e Disable Browser Extensions: Some extensions

such as ad blockers may interfere with loading.

Try disabling them temporarily.
e Update Browser: Check if an update is required.

Outdated browsers may cause errors.
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If our mobile app isn't working as expected, try the
following: @ O 3
e Check Internet Connection: Ensure a stable @
connection. Switch between Wi-Fi and mobile

data if needed. While our mobile app is

designed to work offline, some functionalities The MObile

require an internet connection.

e Force Close and Reopen: Force the app to App IS NOt

close and reopen it.
e Clear Cache: Go to Device Settings — Apps — M
Sales Watch — Storage — Clear Cache. workl ng
e Update the App: Make sure you're using the
latest version of the Sales Watch app. Try
reinstalling if the problems persist.
e Restart Device: A device restart may solve the
issue.
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The website automatically converts and displays
all time data based on your device's local time
zone.

This may cause the data to appear out of place—
a rep may appear to start their day extremely
early or late—if the sales rep works in a different
time zone.

To avoid confusion:
e Confirm the time zone your device is set to.
e Be aware that the original time was recorded
lbased on the rep’s local time.

Slels

v

Why Is the Time
Data Different From
What the Sales
Reps Reported?
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In the case of a failed login, please try the

following:
e Check Username and Password: Ensure you @ O 3
are entering the correct credentials. If you have
forgotten your password, we have an option to
reset it.

e Check Internet Connection:; Ensure a stable

[ )
connection. Switch between Wi-Fi and mobile HOW DO I le:

data if needed.

e Clear Cache: Follow these steps to clear ca n nOt
browser or app cache.

o Web App: Clear browser cache and Login?
cookies, then refresh the page.
o Mobile App: Go to Device Settings — Apps
— Sales Watch — Storage — Clear Cache.
e Update the App or Browser: Make sure you're
using the latest version of the Sales Watch app
and a supported browser. Try reinstalling if the
problems persist.
e Restart Device: A device restart may solve the
issue.
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When importing data by file, please ensure:

e Each column is correctly filled with the required

data.
e There are no duplicate entries.
e The file is saved in XLSX format. Files not in XLSX

format can be converted to XLSX using tools
such as Google Sheets.

ROoB

v

How Do | Fix;: Cannot
Import by File?
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If issues persist after troubleshooting, please

contactour support team by submitting a ticket

through our IWeb apﬁ czjr by emailing us at How Do |l Contact
support@saleswatch.id.
Support?



mailto:support@saleswatch.id
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How Do | Modify My Plan, and What's the Policy?
You can modify your plan by contacting our team
via email, WhatsApp, or by submitting an in-app
support ticket.

Changes typically take effect at the end of your
current billing cycle. However, they may be
applied earlier upon request. In the case of a
downgrade, we do not offer refunds for unused
time on your current plan. However, credits may
e issued to be used in future billing cycles.

Slels
e

How Dol
Modify My
Plan, and
What's the
Policy?
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You can cancel your plan by contacting our team
via email, WhatsApp, or by submitting an in-app
support ticket.

Cancellations typically take effect at the end of
your current billing cycle. We do not offer refunds
for unused time on your current plan. However, in
cases of early cancellation, credits may be issued
to be used in future billing cycles should you
decide to rejoin our service.

Slels
e

How Do |
Cancel My
Plan, and
What's the
Policy?
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Subscriptions are automatically renewed at the HOW Do I
end of each billing cycle unless cancellation has

been requested. Tp avoid service disruption, EXtend My

please ensure of timely payments. Su bscription,
and What's
the Policy?
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How Other
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Sales Watch?
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To get the most out of Sales Watch, follow these best practices:

1.Review Reports Regularly: Check visit data (GPS, timestamp, etc) and photo uploads at

least weekly to catch unwanted behavior.

2.Specify When to Start and Stop Tracking: Our system allows sales reps to start and
stop tracking at any time. However, it is important to define when you expect tracking @ p—
to begin and end. For example, ask sales rep to begin stracking immediately upon O 9
starting their journey or when they reach the first store. And tell to stop only after they
reach the office. This ensures consistent data.

3.Require Selfies as Proof of Visit: Ask sales reps to upload selfies as proof of visit. We also
recommend to ask sales reps to keep the store sign in frame.

4.Require Pictures as Proof of Order: Ask sales reps to upload additional pictures when a
store orders. We recommend a picture of the store owner or clerk signing the order
slip. This significantly reduces the chance of fraud. Make sure to ask for permission How Do I
before taking a picture of another person. These images may be added to each visit
as an attachment. This way, the check-in and check-out selfies are not disturbed. ° e

5.Require Pictures as Proof of Payment: Ask sales reps to upload additional pictures M GXI m Ize
when recieving payment from stores. This is for a similar reason as above.

6.Investigate Flagged Entries: Determine whether this flagging is the result of fraudulent Sa Ies wa tc h ?
behavior or simply an honest mistake. ®

7.Use Reminders: Add reminders using our system to communicate with the sales reps
in the field. This can be to remind them of ongoing promotions or other special
instructions.

8.Deactivate Inactive Users: Deactivate any accounts belonging to sales reps who have
left the company. If left active, not only is it a security threat, it also takes away
valuable user slots within the system.

9.Avoid Sharing Logins: Require individual logins to ensure accountability and protect
account security.

10.Understand the System: Read through our "How to" and troubleshooting guides to
understand all the features Sales Watch offers and to be able to quickly troubleshoot
should a problem arises.
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Not yet—case studies are currently in
development in collaboration with
selected clients. We'll share them as
soon as they're available to help
illustrate real-world use cases and
best practices.

Slels
e

Are There Any
Case Studies
of How Other

Companies
Use Sales
Watch?
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Thank
You

If there’s any further question please
contact us here

saleswatch.id



https://wa.me/6281529997175

