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How to Create a Job in TheBossApp

1 Click "REGISTERS"

https://app.thebossapp.com.au
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2 Click "Projects"

3 Click into the project that you would like to add the job to.
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4 Click "Jobs" on the right-hand column.

5 Click "CREATE A NEW JOB"
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6 Choose the type of job that you would like to create.
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Tip!

Standard jobs are defined by theBOSSapp. Your organisation sets up which
standard jobs they would like.

Organisation job types only have the most basic information associated to them.

Custom job types are also defined by the organisation but are used when more
specific information is required to finish the job. These are setup in Organisation
-> Custom Jobs.
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7 Enter a title for your job.

8 Choose your branch that will be conducting the work.
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9 The job manager is the person responsible for completing the work.

10 Add any staff members that need to view the job or get notification updates on its
status.
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11 Set the start and end dates of the job.
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12 Click "Save"


