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Prime Instructions |Jobs - Adding a New Job

1. To add a new job select 'jobs' on the menu on the left (1). Then select 'register job' from either the top
of the page (2) or at the top of the white area (3)
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Bl ciient/dob Details  » »
Client

Instructing Client *

Select
Instructing Cliant... - ‘-__ 5
OptIO n

Client Reference *

Client Reference.
Additional Reference \
Additional Reference 44— Enter text

Client Employees
Please select an instructing client to add relationships

2 Client Offices

Please select an instructing client to add relationships

Client Relationships

Flease select an instructing client to add relationships

Job Details

« Set job number automatically

Ongoing Job
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Description *
Description...
<4— Enter text
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Workflow *
Workflow... hd
Division *
Division... hd
Peril *
Perll... hd
Catastrophe *
Catastrophe... - Select options from all categories
Assigned * With an *
2 Assigned... - /
Case Manager
Case Manager... -
Supervisor ‘\ A .
Supervisor... - ‘__ — Sele(:t |f appl‘oprlate

Excess Amount

$0.00

cancel | nowt | === Click when complete

3. Enter the customer/site details using the text boxes and drop down options as required
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Client/Job Details » n Customer/Site Details 4
Customer

Q Search Existing Customers

Company Type

Individual - ‘—

Select

Salutation .

Salutation... - ‘—_ optlo ns
First Name *

First Name *-_
Last Name * Enter text

Last Name... ‘-——

Preferred Contact Number *

Mobile hd
Mobile Number

Mobile Number...
Home Mumber

Home Numbser.

Work Number
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Email

Customer Address
Street Address

Streat Address..

City/Town/Suburb

City/Town/Suburb... Q
State Postcode

State. ¥ | | Postcode.
Country

Australia T
Site

2 Site Address

' Site Address Same As Customer Address ‘—___. Check the box if required

Site Contacts +
There are currently no site contacts
Main Contact

Customer -

Back = Register Job ‘— C|ick

4. Upload any documents. This can be done by dragging and dropping the file or selecting 'browse' and
selecting the document from your computer. Click the upload button to continue or reset to start again.
Then select to view the job or to add a new job.
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Client/Job Details P Customer/Site Details P n Upload Documents
The Job was created successfully View Job Add Another Job

Add Documents

Files

# Drop filesfor browse ]t Select to search your computer

Max file siz:

Click to start again
Reset | Add Document to Uplead Queue ‘——'—'— C|i0k to add

There are 0 documents in the upload queue

View Job | Add Another Job 4— Select an option
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