assuredJobCheck™

Project Manager Tutorial

& How To: Schedule Events for Production

This tutorial will demonstrate how to schedule events and existing work orders for production.
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1. Logintothe JobCheck Web Desktop as any user.
Open the job that you would like to schedule the event or work order for.
Click the Schedule tab.

a. |If scheduling a work order, select the work order you would like to schedule from the

list on the left and drag into the schedule.

b. If creating a new event for production, drag your mouse across a period of time in the

schedule.

4. A new window will open with a calendar of available resource schedules, the scheduled block of

time for the work order will be highlighted in blue.
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Figure 1 Schedule view (above) for an existing work order (3.a.) shows availability for all resources.

5. Using the schedule view, look for an available employee(s) and click and drag your mouse over

their schedule to assign them to the work order.
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Figure 2 See above, click and drag your mouse along the schedule to set the time for an employee.
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6. Update the event subject and description with the instructions for the employee.

2015-05-05

Subject
W89-General Demolition

Description
Remove and dispose of affected walls and carpet in the
living room and entranceway.

7. Click Save.
8. The Work Order includes a scheduled event for the employee performing the onsite work.
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9. Click Save again.
10. The assignment will show the time alotted as scheduled in the Schedule view.
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11. The work order can now be printed or emailed for the assigned resources.

Employee Schedule 5/3/2015 (Sun) - 5/8/2015 (Fri)
Adam
5/5/2015 (Tue) Job Address Work Descripti Scheculed | Asuel
Duration Duration
08:00 AM - 04:30 PM 3-Metro-Fire-2, 645 Howe St, Clean and remove debris in 85
Metropolitan Hotel Vancouver, BC, kitchen and entrance way.
Vancouver V6C 2T$, Canada
(Emergency,
Electrical)
5/6/2015 (Wed) Job Address Work Descripti Scheduled  Actual
Duration Duration
08:00 AM - 04:30 PM 3-Metro-Fire-2, 645 Howe St, Clean and remove debris in 85
Metropolitan Hotel Vancouver, BC, kitchen and entrance way.
Vancouver V6C 2T$, Canada
(Emergency,
Electrical)

For additional support or assistance, visit our online support portal, contact our technical support team at 1-877-

277-9933 or email us directly at support@assuredsoftware.com.
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