Convert Job Request To Job User
Guide

Introduction

Our functionality helps you convert your job requests directly into jobs without manually putting job
request values into the job record. We use the job request data and it will auto-populate in the job
record when you convert the job request to the job. It significantly reduces the time to create jobs for
customers.

Functionality Overview

1.
2.

Navigate to the Neilon Project Management application from the App Launcher.
Open the Request Manager tab.
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Keyword
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[J [¥) REQ2024-0001825 Shyam Rajput srajput@amazon.com 19-Feb-20..  Amazon Ajanta Tech 5,000 200 1,500 500 7200 Quote Sent
[ [¥) ReQ2024-0001826 Gourav More gmore@perficienttechnologies.com  19-Feb-20..  Perficient Pyt Ltd Bee Basket Solutions Pvt Ltd 8,000 100 1,300 300 10400 Quote Sent
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3. Click on Convert to Job row-level action of the job request for which you want to convert into

job.
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Send Quote  [-2024-0001822  James Garfield jgarfield@myntradesigns.com 06-Feb-20..  Myntra Designs Pvt Ltd ASOS Pt Ltd 5,000 700 405 200 6405 Won
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————0-2024-0001814 Sheryansh Rodge  srodge@andhrabankcorp.com 05-Feb-20..  Andhra bank West Ham Bank Pvt Ltd 1,800 30 600 %0 2700 Won
it -2023-0001813  Ajit Pawar pawarajit@mhadacorporation.com  14-Dec-20.. MHADA Corporation CIDCO Corporation 8,000 40 700 600 9640 Won
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4. It will open the Ul to create a new job for the selected job request.

A few job fields like Assigned To, Currency, Customer, Job Due Date, Request Type, Special Notes,
Confidential Notes will be auto populated using job request field values. You can also provide the
values for other job fields from the Ul.

New Job

v Detail
Primary Service Currency
[ Search Job Service Definitions. q] [ usp v ]
Request Type Priority
[ onomarees <] (o 7]
Payee Pre-paid?

Job Entity v ] O
Assigned To Female Staff Required?
[B Neilon Admin x ] u
Requested By Customer Job Number

— - ]
Previous Job Project Number
[ Semechiobs all 1~

Save Cancel

5. The Customer will be auto-populated using a job request if there is a customer set in the job
request. Here, the customer was set for this job request so we can see the customer is
auto-selected. Otherwise, you can create a new one or select from existing customers.

New Job
Other :
Strikes & Political Unrest
v Customer
*Customer Customer Contact
[m Surya Industries X ] Select Contact v ]
City Vadodara
Country India
State Gujrat
Zip Code 965452
Address Jabil residence
Phone 9856532312
Fax (123) 456-7890
v Vendor
Vendor Vendor Contact
[ .l [ =il e
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6.

9.

You can see the Job Request Data below the Vendor, Job Entity, Agent, Licensee, and Other

Payer sections which are coming from the selected job request.

New Job

Agent Contact

v Job Entity
*Job Entity *Job Entity Contact
[ Search Accounts. Ql + ‘ Search Contacts... QH + ‘
Job Request Data Job Request Data
Name Ajanta Tech Name Anand Mathur
city Nagpur Email anand@gmail.com
Country India Title Manager
State Maharashtra Phone 8789855456
Zip Code Not available
Address B-401 Mahadev Tower, IT Park, Pratap Nagar, Nagpur, Maharashtra, India,
380052
Phone Not available
Fax Not available
Vv Agent
Agent

Search Accounts...

al +1 | search Contacs..

lnh Danmact Raea

lah Daract Pata

You can directly create a new Vendor, Job Entity, Agent, Licensee, and Other Payer using these
Job Request Data, You do not have to put data manually (as we are using the job request data).
Let's create a new job entity account & contact using Job Request Data. Click on the plus icon

beside the Job Entity lookup.

v Job Entity

*Job Entity

New Job

* Job Entity Contact

[ Search Accounts...

Job Request Data
Name

City

Country

State

Zip Code

Address

Phone
Fax

Vv Agent

Agent

O\l‘ + ‘ [ Search Contacts...
Job Request Data
Ajanta Tech Name
Nagpur Email
India Title
Maharashtra Phaone

Not available

8-401 Mahadev Tower, IT Park, Pratap Nagar, Nagpur, Maharashtra, India,
380052

Not available

Not available

Agent Contact

Anand Mathur
anand@gmail.com
Manager
8789855456

Search Accounts.

Search Contacts...

a)[+]

lnh Daniact Nata

e

It will auto-populate the Job Entity account details in the Account Information using Job Request
Data highlighted in the screenshot below.

The same applies to the Job Entity Contact when you click on the plus icon to create a new Job

Entity Contact.

© Neilon Technologies LLP. All rights reserved.




v Job Entity

*Job Entity

New Job

#Job Entity Contact

[ Search Accounts.

Job Request Data Job Request Data
Name Ajanta Tech Name Anand Mathur
city Nagpur Email anand@gmail.com
Country India Title Manager
State Maharashtra Phone 8789855456
Zip Code Not available
Address B-401 Mahadev Tower, IT Park, Pratap Nagar, Nagpur, Maharashtra, India,
380052
Phone Not available
Fax Not available
v Agent
Agent Agent Contact

Search Accounts...

Search Contacts...

af +]

Inh Panuact Nata

Account Information

Add Account

*Name Address
{ Ajanta Tech ] B-401 Mahadev Tower, IT Park, Pratap Nagar, Nagpur, Maharashtra,
India, 380052
%
City State
{ Nagpur ] [ Maharashtra
Country Zip Code
India ] [
Phone Fax
Customer Vendor
Job Entity Agent
v (]
Licensee Other Payer

[]

[]

Save

10. You can set an account type as a Customer, Vendor, Job Entity, Agent, Licensee, or Other Payer.
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Add Account

Account Information

*Name Address

[ Ajanta Tech B-401 Mahadev Tower, IT Park, Pratap Nagar, Nagpur, Maharashtra,

India, 380052

City State

[ Nagpur [ Maharashtra

Country Zip Code
India [

Phone

Customer Vendor

Job Entity Agent

= [
Licensee Other Payer

(] (]

11. Click on the Save button.
12. A job entity account and contact will be created and set as Job Entity (account record) and Job

Entity Contact (conatct record) in their respective fields. Its details are also displayed below the
field.

New Job
~ Job Entity
* Job Entity Job Entity Contact
[ﬂ Ajanta Tech X ] [ Anand Mathur v ]
City Nabpi Neme Anand Mathur
: Email anand@gmail.com
Country India '
State Maharashtra e Marniager.
Zip Code Not available Fhone 8789855456
Address B-401 Mahadev Tower, IT Park, Pratap Nagar, Nagpur, Maharashtra, India,
380052
Phone Not available
Fax Not available
v Agent
Agent Agent Contact
Search Accounts.. Q] + [ Search Contacts... Q]
Job Request Data Job Request Data
Name Not available Name Not available
City Not available Email Not available =

13. If you want to add only a new contact for any existing selected Customer, Vendor, Job Entity,
Agent, Licensee, or Other Payer, then you can add it by clicking on the plus icon beside the
respective contact lookup field.
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New Job

v Job Entity
*Job Entity Job Entity Contact
[E Ajanta Tech [ Anand Mathur v
City b Neme Anand Mathur
> Email anand@gmail.com
Country India .
State Maharashtra ;':e ;’;";895;56
Zip Code Not available one
Address B-407 Mahadev Tower, IT Park, Pratap Nagar, Nagpur, Maharashtra, India,
380052
Phone Not available
Fax Not available
Vv Agent
Agent

Agent Contact

Search Accounts...

[ Search Contacts...

Job Request Data Job Request Data

Name Not available
Email Not available Rz

Save

Name Not available
City Not available

14. By default, it will auto-populate the account information in read-only mode for which you are
adding new conatct.

Add Contact
ndia "
Phone Fax
Customer Vendor
Job Entity Agent
v
Licensee Other Payer
Contact Information
First Name *Last Name
Anand ] [ Mathur ]
Title Phone
{ Manager ] [ 8789855456 ]
Email
anand@gmail.com
)
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15. Provide or update contact information and click on the Save button.

16.

17.

18.

19.

20.

nara
Phone

Customer

Job Entity
v

Licensee

Add Contact

Fax

Vendor
Agent

Other Payer

Contact Information

First Name

*Last Name

‘ Anand

| ‘ Mathur

Title

Phone

‘ Manager

| ‘ 8789855456

Email

anand@gmail.com

Save | Cancel |

The job request will be converted to a job and a new job will be created.
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If you do not want to create new accounts and contacts, you can select the existing Customer,
Vendor, Job Entity, Agent, Licensee, and Other Payer and their contacts from their respective
sections. Simply search it by name and select it.
In the Remarks section, Description, Special Notes, and Confidential Notes values are
auto-populated using a job request. You can change the values of these fields if you want.
Make sure you have selected or added Customer and Job Entity because they are required to
create a job.

After providing all the details, click on the Save button below to conver job request to job.




