Manage Jobs

Edit a Job

To edit a job, find the job on the calendar and double-click on this.
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The Edit Job window will come up. Edit the details as may be necessary in the same way that the job was created. Once done, save
the changes.
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Delete a Job

From the Edit Job window, click on the ACTIONS and select the Delete Job button.
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The Delete Job confirmation window will come up. Select Confirm to continue or Cancel to abort the delete action.
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Delete job
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The delete confirmation will come up and the job will be removed from the calendar.

(inghstrack  MAP  CUSTOMER  ESTIMATES  SCHEDULE  INVOICES  TIMESHEET PO,  REPORTS Boese
Filter:
[ oar “ vontH | [ mweune | [ @ masterscuepuie - @ show unassigned jobs ¢ 24Apr2023-30Apr2023 > AcTioNS +

Mon. April 24 o:00of 1800 Tue, Apr

axooof 1800 Wed April 26 &S9of 1800  Thu April 27 19:00 of 18:00 Fri. April 28 £00 of 18:00 Sat. April 29 e00of 000 Sum, April 30 e00of 0:00
- |

Success

job successfully deleted.

Approve the Job for Invoice

The approved job for the invoice will be greyed out if the job is still in progress or if the status is not marked as complete.

Select a job that is marked as completed. Double-click on the job.



—
;"T@ﬂncl MAP CUSTOMER ESTIMATES SCHEDULE INVOICES TIMESHEET P.O REPORTS mL (mpy -] @

Filter:

m B MASTER SCHED - < 25Apr2023 > ACTIONS ~
(2] Ryan Arellano W Anderson Lawn Maintenance Inc - Plumbing issues
[3] Raz B | b Complete Al Heatine - HVAC maintenance and repalr @aABcCo
rannen Hall 11 Curb Masters, Inc. - Electrical instalkation and Replacement

5 Kimball Plumbing Heating and Electrical - HVAC 5 Brush H [T Glacler Shaw Management Ca; = Al

St +* Complete Airk Heat inc - Various Remediation

» Faircon Service Company - Electric

99 BAY TO BAY BOAT CLUB - multi jobs o

In the ACTIONS, select Approve for Invoice.
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Convert the Job into an Invoice

Once the job has been approved for invoice, the Convert to Invoice option will be available.

Click on Convert to Invoice, you will be redirected to the Edit Invoice window. From there you can add, remove, or edit any items in the
invoice if necessary.
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