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INTRODUCTION
“Quality is  not an act,  it  is  a habit.”  -  Aristotle

Imagine i f  you could meet the exact ing needs of  each of  your
cl ients every s ingle t ime!  We al l  know the pain of  a c l ient that
wants their  jobs completed as per their  precise speci f icat ions.
You try to convince them they should fol low  standard procedure,
but no,  they want i t  done their  way.
 
Br ing in the use of  an Eaco Job Sett ings Group,  which br idges the
gap between the chal lenge and the need to ful f i l  speci f ic
requirements.  Ult imately your reputat ion for del iver ing c l ient
sat isfact ion wi l l  be strengthened.  A Job Sett ings Group enables
you to set up a type of  job that is  automatical ly  conf igured and
customised to meet the exact requirements that have been set by
you (or for you by your c l ient) .
 
Need to do a job in a speci f ic  way? Set a Workf low. Need speci f ic
workers to do that type of  job? Set users to be automatical ly
al located.  Need speci f ic  report ing requirements? Set tags and
custom variables to enable custom reports.
 
The power of  an Eaco Job Sett ings Group is  extensive.  However,
we encourage you to let  your creat ive juices f low and your
imaginat ion run on how you wi l l  use i ts  funct ional i ty  to impress
your c l ients.
 
#ajobwel ldone
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GET STARTED1.



Establ ish a Job Sett ings Group via your organisation's Works Management
Configuration (WM Configuration) section.
 
Your WM Configuration section can be found by cl icking on the icon ( i )  for your
Organisation's Profi le and then selecting the Works Management Configuration
from within the drop down menu ( i i ) .

i.

ii.
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2. WM CONFIGURATION



i :  To commence establ ishing a Job Sett ings Group feature,  c l ick on Configure.

i.
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3. SETTINGS: MAIN
VIEW



Configure sett ings to establ ish a customised group of job sett ings for
each type of Job.  You can tai lor a Job Sett ings Group to enable you to
capture the relevant data for each specif ic  type of job as wel l  as
automatical ly al locating relevant Users and l inking Workflows,  Tags,
Business Rules and the l ike.



Legend: main view of Job Settings Group page 
 
Status :  I f  Act ive,  the template can be applied to jobs.  I f  Disabled,  the
template cannot be applied to jobs but wi l l  st i l l  be l inked to jobs that i t  has
previously been l inked to.
 
Name :  the name of the Job Sett ings Group, which is  appl ied upon creation of
the template.
 
Customer :  in this regard,  the Customer is  effect ively your organisation’s
Principal .  The Principal  is  ult imately the source of job leads ( i .e.  the work to
be done).
 
Sets Workflow :  the workflow that wi l l  be applied to the job.
 
Sets Supplier Workflow :  the workflow applied to the job that wi l l  enable a
Supplier to track and/or report on their  job completion progress.
 
Assigns :  l ists the Users that are to be assigned to the job.
 
Tags With :  l ists description Tags that are to be applied to the job.
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4. CREATE A NEW/EDIT
A JOB SETTINGS

GROUP



i :  c l ick the + icon to open the Add Job Sett ings Group dialog box;  or
i i :  to edit  the detai ls  of  an exist ing Job Sett ings Group, c l ick the
name to open the applicable Job Sett ings Group dialog box.

i.

ii.



i :  enter the name of the Job Sett ings Group to be created.
i i :  c l ick Create to confirm. Upon cl icking the Create button,  the created Job
Sett ings Group wil l  appear l isted in the main l ist  v iew.
i i i :  to f inal ise completion of a newly created Job Sett ings Group, c l ick on the
Name found in the main l ist  v iew.

iii.

i.

ii.



i :  upon cl icking on the Name of the Job Sett ings Group l isted,  the Job Sett ings Group
wil l  open in a new tab.
i i :  a l l  Job Sett ings Group f ields are editable -  c l ick the f ield or hover your mouse over
to the r ight of the f ield box and cl ick the Edit  tool  icon to edit  the f ield accordingly.

i.

ii.



Job Settings Group Fields
 
Status
Customer
Supplier Network
Job Response Type
Sets Job Workflow
Sets Supplier Workflow
Assign Users
Tags With
Al low Direct Quoting/Invoicing
Max Invoices per Provider
Auto-match Suppliers based on Profi les
Site attendance ETA required
Send site attendance email  notif icat ions
Send site attendance SMS notif icat ions
Include supplier mobile number in site attendance email  notif icat ions
Notify managed property contact of  workflow state changes
Notify posting user of workflow stage changes
Override auto-application of special  tags
Show App Check In – At Site
Show App Check In – In Transit
Automatical ly share attachments added via Eaco Mobile with al l  job part ic ipants
Authorisation Stamp/Show Authorisation Stamp (see fol lowing page for further detai ls)
Add Custom Variables
Checkl ist



i :  an Authorisation Stamp can be used to mark invoices as ‘Approved for Payment ’  or act
as an indicator to prompt an authorised user to sign and date to approve the invoice.
i i .  To set the required Authorisation Stamp on the Job Sett ings Group, c l ick the f ield or
hover your mouse over to the r ight of the f ield box and cl ick the Edit  tool  icon to
activate the Show Authorisation Stamp dialog box,  which wil l  enable you to select from
one of the fol lowing three options using the drop down menu:

i.
ii.



1. System default :  the default  stamp wil l  include the name of the authorised user
and the date the invoice was approved for payment.  I f  the user ’s  s ignature is
stored in Eaco (email  support@eaco.me to configure this) ,  i t  wi l l  also be shown on
the stamp.
 
2. Approved For Payment :  this wi l l  mark invoices that have been approved for
payment with an ‘Approved For Payment ’  stamp.
 
3. Always :  puts the stamp on an invoice regardless of whether i t  has been
approved for payment.  I f  an invoice that is  not yet approved for payment,  is
stamped, the stamp wil l  not contain a signature,  the date nor the name of the
authorising user.  However,  blank spaces wil l  appear on the printed invoice for the
authorised user to sign and date and to supply their  name.
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5. ADD INVOICE STAMP
VARIABLES



i :  c l ick the + icon to open the Add Invoice Stamp Variables dialog box.
i i :  c l ick the + icon to open the Add Custom Variable dialog box.

i.

ii.



i :  complete this f ield to apply a label/name the Invoice Stamp Variable.
i i :  complete this f ield to apply a Prefix to the label/name the Invoice Stamp Variable.
i i i :  use the drop down menu to select the relevant Variable.
iv :  complete this f ield to apply a Suff ix to the label/name the Invoice Stamp Variable.
v :  c l ick Add to save al l  appl ied sett ings.

i.

ii. iii. iv.

v.
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6. ADD A CUSTOM
VARIABLE



i :  use the drop down menu to select the Custom Variable to be be applied to the
Job Sett ings Group.
i i :  complete this f ield to apply a value amount.
i i i :  c l ick Add to save al l  appl ied sett ings.

i.

ii.

iii.
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7. CREATE CHECKLIST



i :  c l ick on Create Checkl ist  to open the dialog box.
i i :  complete this f ield by typing in a name for your Checkl ist .
i i i :  c l ick Save to apply al l  sett ings.

i.

ii.

iii.


