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Create a Job

Overview of click guide procedure

Click the numbered circles on the left to move to the 

first step in each phase. 

Use the arrows or Pg Up/Down keys to proceed 

through each step and sub-step.

Begin

Step 1: Create a job.

1

Step 2: Edit a job.

2

Step 3: Create and detach 

a sub-job.

3

Step 4: Attach a document to 

a job, and view a document.

4

Step 5: Submit a job.

5

Step 6: Approve or reject 

a job.

6

Best viewed in IE or Adobe PDF Reader.



Click + New Job.

B

On the Select Template Job 

wizard, select a template job, 

and click Continue.

C

Create a Job

Step 1: Create a job.

Step 2: Edit a job.

Step 3: Create and detach

a sub-job.

Step 4: Attach a document to 

a job, and view a document.

Step 5: Submit a job.

Step 6: Approve or reject

a job.

1

2

3

4

5

6

Under the Jobs 

menu, go to the Job 

Home workspace.

A

Follow the steps on the next slide to 

continue creating a new job.



Create a Job

Step 1: Create a job.

Step 2: Edit a job.

Step 3: Create and detach

a sub-job.

Step 4: Attach a document to 

a job, and view a document.

Step 5: Submit a job.

Step 6: Approve or reject

a job.
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4
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Select a customer, which is 

a mandatory field, and 

a company.

C

Update the job name, and the 

project manager if needed. 

By default, the Project 

Manager field displays 

the user.

D

Select a project manager, 

location (responsible 

department), and job group.

E

Click Create.
F



Step 1: Create a job.

1

Step 2: Edit a job.

2

Create a Job

Step 3: Create and detach

a sub-job.

Step 4: Attach a document to 

a job, and view a document.

Step 5: Submit a job.

Step 6: Approve or reject

a job.

3

4

5

6

From the Other Actions drop-

down list, select Edit.

BSelect a job from the filter list.
A

Click the tab you want to 

update, and edit the fields as 

needed.

C
If you want to revert your 

changes, click Revert. 

Otherwise, click Save.

D



Step 3: Create and detach 

a sub-job.

3

Step 1: Create a job.

1

Create a Job

Step 4: Attach a document to 

a job, and view a document.

Step 5: Submit a job.

Step 6: Approve or reject

a job.

4

5

6

Step 2: Edit a job.

2

In the Sub-jobs tab, click 

Create Sub-Job….

A

The Customer field will 

populate with the customer 

from the Main Job. Change 

the customer if required. This 

is a mandatory field.

B

The Template Job field will 

populate with the template 

job from the Main Job. 

Change the template job if 

required.

C

Enter a job name, location 

(responsible department), and 

job group.

D

Click Create.
E

When a sub-job is created, the Main Job tab 

becomes visible. iAccess automatically 

navigates to the sub-job you just created within 

this tab, and save your changes.
Follow the step on the next slide 

to detach a sub-job.



Step 3: Create and detach 

a sub-job.

3

Step 1: Create a job.

1

Create a Job

Step 4: Attach a document to 

a job, and view a document.

Step 5: Submit a job.

Step 6: Approve or reject

a job.

4

5

6

Step 2: Edit a job.

2

To detach a sub-job, select a 

sub-job line from the table 

part and from the row tools, 

click Detach Sub-Job.

F



Step 3: Create and detach

a sub-job.

3

Step 4: Attach a document to 

a job, and view a document.

4

Step 1: Create a job.

1

Create a Job

Step 5: Submit a job.

Step 6: Approve or reject

a job.

5

6

Step 2: Edit a job.

2

Select a job from the filter list.
A

Go to the Documents tab.
B

To upload one or more 

documents, click 

Attach Documents.

C

In the dialog that opens, click 

Choose Files to open your 

file explorer.

D

Click OK.
F

Select the files you want to 

upload, and click Open, or 

press ENTER. 

E

To view the document, click 

the link in the Document 

field of the line. The file is 

downloaded to your 

computer/device.

G

From the row tools, you 

may also update, delete or 

view a selected document.



Use the search filter 

and/or the Search field to 

select a job.

A

Click Submit.
B

Step 5: Submit a job.

5

Step 4: Attach a document to 

a job, and view a document.

4

Step 3: Create and detach

a sub-job.

3

Step 1: Create a job.

1

Create a Job

Step 6: Approve or reject

a job.

6

Step 2: Edit a job.

2



Step 6: Approve or reject

a job.

6

Step 5: Submit a job.

5

Step 4: Attach a document to 

a job, and view a document.

4

Step 3: Create and detach

a sub-job.

3

Step 1: Create a job.

1

Create a Job

Step 2: Edit a job.

2

Use the search filter 

and/or the Search field to 

select a job.

A

To approve a job, click 

Approve.

B

To reject a job, click 

Reject Job…. On the 

Reject Line wizard, enter 

a rejection reason. This 

is a mandatory field.

C

Click Reject.
D



This concludes the 

Create a Job click guide.

Create a Job

Step 1: Create a job.

Step 2: Edit a job.

Step 3: Create and detach 

a sub-job.

Step 4: Attach a document to 

a job, and view a document.

Step 5: Submit a job.

Step 6: Approve or reject 

a job.
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