
Completing a Job - Engineer’s Guide (in Jobs V2)

1. From the Dashboard, Click "Jobs"

2. Filter the list by selecting from the “Showing”, “All Regions”, “Job Location” and “Job Type”
drop-downs. Once chosen filters will be remembered and so should only need to be set once.
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3. Click on the selected customer.

4. Click on “Sites” to open the Site Report. This is also available from the Summary Tab within
the Job Sheet.

5. Check the report, make any necessary changes and click "Update" to save.
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6. Click "Methods"

This will show you

the different

methods and test

equipment required.

7. Click "Start"
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8. Update the “Induction”, ”Job Start Time”, “Duration” and “Travel” fields

9. Click "Select Date & Update" to save.

10. Click on the service you wish to complete..
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11. Click the smart button. The action here will depend on the type of service. Where no
Certificate is created "Set Action" will be the default. But any kind of Certificate will be a “New
Cert”. The adjoined menu contains all available options and the button is the most likely
based on the status.

If the service can't be completed then "Set Action" would be chosen from the dropdown
and an appropriate action/reason entered as to why it wasn't.

12. Select the relevant option from the “Action” drop-down list.
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13. Check the “Asset Status” is correct. If necessary, use the drop-down list to change it.

TIP!
Some actions will result in the “Asset Status” being automatically populated. Eg. an action of
“Not Found” will result in an asset status of “Unable to Locate”

14. Insert a comment into the “Action Notes” field. This is mandatory when the Asset Status
has been changed from the default of ‘Active’.
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15. Click "Update Action"

TIP!
When an asset requires repair, either in a workshop or returning to the site once parts
are available, click on the smart button to the right of “Set Action”

1. Select “New Repair”

7



2. Complete the relevant fields on the Repair sheet.

3. Click on “Create Repair” to save

16. Once you have completed all tasks for the day, click on “End Day”. The job can then be
continued the next day. Once there are no incomplete services left on the job, complete the
“Job Duration” and “Travel” time fields. Then click on “Complete Job”
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17. The job sheet will open.

Once the customer has been debriefed the engineer can record their comments. The job can
now be closed by clicking on “Complete Job”.

18. For further support please contact our helpdesk via support@calipro.co.uk
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