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Welcome to damantra
damantra is the operations hub for your shop. It keeps every job — and every conversation 
about that job — in one place, from the moment a customer asks for a quote to the moment the 
finished work ships out the door. This manual walks you through that whole journey in the 
order you’ll actually live it.
You don’t need to read it cover to cover. Each section is a self-contained task. Skim the contents, 
find what you’re doing right now, and follow the numbered steps. Every step describes exactly 
what to click and what happens when you do.

HOW TO READ THE  GATES

Some steps depend on your role or your plan. Wherever that matters, a small marker 
appears:

  🔓 Any signed-in team member can do this.
  👤 Owner or admin only.
  🧰 Available to members who hold a job role — Manager, Accounts, or Production.
  💳 Depends on your subscription plan.
  🌐 Your customer does this from their portal — no account needed.
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Putting it all together
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1. Get set up
Goal: go from a brand-new account to a live workspace ready to take real work.
CREATE YOUR ACCOUNT

1. From the damantra landing page, choose Start free trial. This opens the sign-up screen.

Sign-up screen — email/password, magic link, or Google

2. Sign up whichever way suits you — email and password, a magic link sent to your inbox, 
or your Google account.
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Email verification screen

3. If asked to confirm your email, check your inbox. A Resend verification link is on the sign-in 
screen if it doesn’t arrive.

GOOD TO KNOW

Your trial is a full-access, 14-day run with no card required — switched on automatically 
the moment you sign up.

BUILD YOUR WORKSPACE

1. Complete the short profile step — your name and a username.
2. Give your workspace a name (your business). Save, and you land on your Dashboard.
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Workspace creation — name your organisation

3. The dashboard’s Getting started card shows three activation steps: add a customer, create 
a quote, create an order.

Dashboard — Getting started card
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CONFIGURE YOUR BUSINESS DETAILS

Open Settings → Organization  (  owner/admin)👤

– Business basics — name, address, phone, website, VAT number.
– VAT — switch on and set your rate. It flows into every quote and invoice automatically.
– Branding  — logo and brand colour for documents and emails. 💳 (Upgrade card shown if 

not included in your plan.)
– Stripe — connect for card payments. Toggle on/off or disconnect at any time.

Settings → Organization — business details, VAT, branding, Stripe

INVITE YOUR TEAM

Open Settings → Team  (  owner/admin)👤

1. Invite colleagues by email; set their role — owner, admin, or member.
2. Assign an operational job role — Manager, Accounts, or Production — to unlock role-

specific actions like sending quotes, confirming payments, or advancing jobs.
3. Optionally enable permission policies  to restrict financial actions or stage changes to 💳

specific roles.
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Settings → Team — job roles and permission policies

ON JOB ROLES

“Job role” assigns a person to a set of responsibilities, not to a specific order. There is no 
per-order “assign to teammate” step — the board is shared and anyone with the right role 
can advance any job.

  VIDEO  ▶ Sign-up → workspace → org settings → invite a teammate. End on a clean, set-up dashboard.
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2. Add your first customer
Goal: create a contact you can quote, order, and invoice against.

1. Go to Customers → New  (  any member).🔓

New customer form

2. Enter their details — business name, contact person, email, phone, notes.
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Filling in customer details

3. Set the default entry stage — where their orders begin. A new customer starts at the top; a 
trusted repeat customer can skip straight past artwork review.

Choosing the default entry stage
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4. Save. You land on the customer record — full history, recent activity, and their personal 
portal link.

Customer record after saving

SHORTCUT

You can quick-create a customer inline while building a quote or order — no need to come 
here first.

  VIDEO  ▶ Show the default-entry-stage choice — it’s the repeat-customer shortcut that saves clicks later.
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3. Quote to win the job
Goal: send a priced proposal and have the customer accept it.

1. Go to Quotes → New and pick the customer.  (  any member)🔓

New quote — pick the customer, set an expiry

2. Add line items — type them, or use the catalog picker to drop in reusable products. Totals 
update live; VAT applied automatically if enabled.
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Adding line items from the catalog

3. Set shipping, discount, and an expiry date for auto follow-up.

Quote totals with shipping and VAT

4. Choose Send quote   — emails the customer a portal link, or gives you a link to copy.🧰
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Quote ready to send

VERTICAL  SPECS

Thread colours, stitch counts, materials, size runs — enter these in line-item descriptions 
and order notes. There is no separate structured spec field.

WHAT THE CUSTOMER SEES

 The customer opens their 🌐 magic-link portal — no account, no password. They Accept, 
request changes, or decline.
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Customer portal — quote acceptance

On acceptance the quote converts to an order automatically — customer, line items, and totals 
carry across.

  VIDEO  ▶ Build a quote from the catalog → send → accept in the portal on a phone.
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4. First order & artwork sign-off
Goal: capture the job and get the artwork formally approved.

1. Open an order (converted from a quote, or via Orders → New).  ( )🔓

Order workspace — details, files, thread, stage stepper

2. The order workspace holds everything: details, files, the conversation thread, and the stage 
stepper.

3. Drag in the artwork. For revisions, upload a new version rather than replacing — full 
history is kept.
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Uploading artwork

4. Choose Send as proof — marks the active proof, moves the order to Design Review, and 
emails the customer.

Proof sent — order moves to Design Review

5.  The customer 🌐 approves (timestamped sign-off) or requests changes from their portal.
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Customer portal — artwork approval screen

APPROVAL  CAN’T  BE  GAMED

Uploading a new file after approval automatically re-opens review. The sign-off always 
refers to what was actually approved.

You can also approve on the customer’s behalf — advance the stage to Artwork Approved, and 
damantra records who approved it.
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Stage advanced to Artwork Approved — timestamped record

  VIDEO  ▶ Upload → send proof → customer approves → watch the stage advance and the record appear.
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5. Get paid
Goal: confirm payment so production can begin.

THE PRODUCTION GATE

This is a hard rule enforced by the system: an order cannot move into Production until 
both artwork is approved and payment is confirmed. There are two ways to confirm:

OPTION A — CUSTOMER PAYS BY CARD

 From their portal, the customer pays via Stripe checkout before production starts. Payment 🌐
reconciles automatically and the order advances.

Customer portal — Stripe checkout

OPTION B — RECORD AN OFFLINE PAYMENT

 Open the order and choose 🧰 Confirm payment. Pick the method — bank transfer, cash, 
cheque, or other — add a reference, and confirm. Same outcome as card.
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Confirm payment panel — offline rail

Either way, a receipt goes to the customer and the order moves to Production.

Order advanced to Production
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ON PAYMENTS

Payment is recorded as paid in full or not yet paid. There is no partial-payment or deposit-
then-balance step — confirming payment is one action that opens the production gate.

  VIDEO  ▶ Show both rails — portal card payment, then the offline Confirm payment panel.
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6. Run production
Goal: move work across the floor on one shared board.

1. Open Production — the kanban board.  ( )🔓

Production kanban board — all 8 stages

2. Jobs span eight stages:
Awaiting Artwork  →  Design Review  →  Artwork Approved  →  Awaiting Payment  →  
Production  →  Packing  →  Ready to Ship  →  Shipped

3. Advance a job to the next stage.    🧰 (Stage changes can be restricted to Production/Manager 
roles in settings.)
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Advancing a job to the next stage

4. A job at Awaiting Payment links back to the order to confirm payment before moving on.

Awaiting Payment card — link to confirm payment

FROM THE ORDER ITSELF

– Add internal notes — team-only.
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– Reply to the customer — they get an email with a portal link.
– Bulk-advance orders from the Orders list.

Order thread — internal notes and customer replies

Due dates and priority flags surface overdue or at-risk work; bottlenecks show on the 
dashboard funnel.

  VIDEO  ▶ Drag Production → Packing → Ready to Ship; show it refreshing on a second screen.
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7. Fulfil & invoice
Goal: ship the job — invoice raised automatically.

1. On the order, choose Ship order. Enter carrier, tracking number, URL, and estimated 
delivery.  ( )🔓

Ship order panel — carrier, tracking number, estimated delivery

2. Shipping triggers three things at once:
– Creates the shipment record (visible under Shipments).
– Raises the invoice automatically — VAT applied.
– Updates the customer’s portal and the public tracking page.
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Auto-raised invoice and shipment record

3. Share the public tracking page — no customer login needed.

Public tracking page — no login required

4. When delivered, choose Mark delivered.
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Shipment marked as delivered

  VIDEO  ▶ Record shipment + tracking → show the auto-created invoice and the public tracking link.
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8. Customer communication
Goal: keep every conversation attached to the job.

– Per-order thread   — post replies to the customer (emailed with a portal link) or internal🔓  
notes (team-only).

– Customer replies   — raise an 🌐 action-required notification automatically.

Order thread — customer reply and internal note

– Notification bell — top-bar count and flyout listing what needs you.
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Notification bell — action-required flyout

– Notifications centre — Unread / All / Activity tabs. Mark read, open, archive, or clear.

Notifications centre — Unread tab

Page 29



damantra User Manual

Customer portal messages view

PRIVACY

Members without financial access don’t see money-related notifications.

  VIDEO  ▶ Customer sends a portal message → bell lights up → open and reply from the order thread.
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9. Money: invoices & reminders
Goal: track what’s owed and chase it automatically.

1. Open Invoices — filter by draft / sent / overdue / paid / void.    👤 (Hidden from members 
without financial access.)

Invoices list — filter by status

2. Open an invoice to edit line items    or set its status  . Clean print view available.🧰 👤
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Invoice detail — edit and status controls

3. Overdue invoices surface on the dashboard and trigger automated reminders    on a 💳
tunable cadence.

Dashboard — overdue invoice flagged

4. Export invoices, quotes, or orders to CSV at any time.
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CSV export — invoices, quotes, or orders

  VIDEO  ▶ Filter to Overdue → mark paid → show the reminder cadence in Settings.
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10. See how the shop is doing
Goal: read the health of the business at a glance.
DASHBOARD

 The 🔓 Dashboard is always on:
– KPI strip — revenue (period selector), active jobs, financial and order health.
– Priority Center — severity-ranked queue: overdue, awaiting approval, ready to ship.
– Production funnel with bottleneck flags, plus a live activity feed.

Dashboard — KPI strip, Priority Center, production funnel

Revenue and financial cards are hidden from members without financial access.
REPORTS

 💳 Reports  (requires advanced-reports entitlement + financial access):
– Monthly revenue over 12 months.
– Quote funnel — win rate and view rate over 90 days.
– Average cycle time, on-time dispatch %, top customers.
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Reports — revenue, quote funnel, cycle time

Without the entitlement this page shows an upgrade card.

  VIDEO  ▶ Tour the Priority Center, then open Reports for win-rate and cycle-time.
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Putting it all together
The ten sections above follow one continuous story — the path every job takes through your 
shop:
Get set up → add a customer → quote & accept → order & sign-off → get paid → production 
board → ship & invoice → communicate → invoices & reminders → analytics.
That’s quote-to-cash, end to end. Work through it once with a real job and the whole system 
clicks into place.

Need a hand?  Send feedback from inside the app — we read every message.
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