
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. Navigate to the Neilon Project Management application from the App Launcher.

2. Open the Request Manager tab.

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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4. It will open the UI 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 UI.

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.
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6. 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.

7. 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).

8. Let's create a new job entity account & contact using Job Request Data. Click on the plus icon

beside the Job Entity lookup.

9. 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.
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10. You can set an account type as a Customer, Vendor, Job Entity, Agent, Licensee, or Other Payer.
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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.

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

adding new conatct.
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15. Provide or update contact information and click on the Save button.

16. 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.

17. 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.

18. Make sure you have selected or added Customer and Job Entity because they are required to

create a job.

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

20. The job request will be converted to a job and a new job will be created.
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