
Schedule a Job (in Jobs V2)

A step-by-step guide for scheduling a job within CaliPro.

1. Click "Job Management"

2. Click "To Schedule"

3. Select the customer



4. Click “Schedule Job”

5. Select the “Job Location” from the drop-down list.

6. Select the “Job Type” from the drop-down list.



7. Choose the items that need to be included in the job.

8. Click “+ Add 4 Scheduled Services”

The Scheduled Services chosen will now move to the job and disappear from this
screen.

9. Click "Summary"



10. Add the customer’s “Contact Name” by clicking into the box and selecting from the
drop-down list.

TIP!
If no names appear, they have not been added to the customer’s record. To do this
click on the icon to the right of the Customer field. This will open in a new tab.

TIP!
A job status of Incomplete means that the
job schedule template has been set up but
the date etc. has not been confirmed with
the customer.

11. Once the date of the job is known it can be entered into the “Start Date” field.



12. Once the job date has been entered the “Job Status” can be changed to ‘Scheduled’.

13. Click "Update Job" to save the record.

TIP!
A job can be scheduled months in advance as long as the date is entered. The record
can then be updated with the engineer’s name, purchase order numbers, etc. nearer
the time. It will not appear on an engineer’s calendar until the name has been
entered.

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

mailto:support@calipro.co.uk

