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Updated 27.10.22 Prime Support Centre - Jobs

Prime Instructions |Jobs - How to Create Reminders

1. Goto the Reminders page on the job. Click Create Reminder in the top right hand corner.
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2. Select a template from the drop down list (these can be set up through Administration.
This will prefill the Title and Description boxes. These can be edited as required.

You do not have to use a template from the drop down. Simply type your desired Title (required) and
Description in the boxes.

3. Select who you want the Reminder to be Assigned to (internal staff). This will go onto their Checklist for
them to then action.

4. Select the Due Date and Time. If the Reminder is not completed prior to this time it will show as Overdue.
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Updated 27.10.22 Prime Support Centre - Jobs

Prime Instructions |Jobs — How To Complete Reminders

The Reminder can be completed by ticking the check box. The Reminder will turn green and the status will
now show as Completed.

*Note - The Assigned on the Reminder will be able to see these on their Checklist and can also complete
them from there without having to come into the job. Or they can click the Reminder from the Checklist
and it will bring them to the job where they can complete the required action, and then complete the
Reminder.

Once the Reminder is completed it will no longer appear on the user's Checklist.
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