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Work Instruction 

Adding a Job Note 

The Job Notes screen is not colour-coded but all mandatory fields outlined in red are required to 
be populated with data.  Job notes are locked once the   OK   button is clicked and the Job 

Note is submitted. 

To add a job note, complete the following steps: 

1. Long-left-click the required job to access the Quick Menu. 

2. Select Job Note. (Note: the Job Notes window will be displayed. Refer example below). 

3. Click the   New   button. (Note: The Job Note fields will enable). 

4. Enter the required information in the mandatory fields. 

5. Click the   Submit    button or   Cancel   to exit or   Print   to print. 

Note: The Job Note is saved against the job and referenced by the letter Y in the Job Note 
column on the Job Tracking screen. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


