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Setting Up New Jobs

(pp. 119-126)

When cameras are first downloaded, the photos sit in a temporary storage area (Photo Lab).  Outside of that temporary storage, all of the data stored in LYNX is placed into jobs.  These jobs hold the photos and the text and search field data associated with the photos, as well as folders containing daily reports, contract information, and rolodex data.
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The chart above will give you an idea of how LYNX sees a job structure.  Each jobsite is probably its own job in LYNX.  Photos of that jobsite are stored in the job.  Folders can be set up to contain contract information for the purpose of filing daily reports on the progress of each type of work.  If a particular photo is of a misplaced electrical box, the photo is still filed to the overall job, not the “electrical” folder, but a reference to the photo can be included in the actual daily report that describes the problem with the electrical box.

In other words, folders are not used to sort photos, they are used to organize contracts and reports.  To sort photos, use LYNX’s user defined search fields.

Creating New Jobs

(pp. 119-125)

We will set up a new job called the World Wide Wicket Corporation as an example of how jobs are set up.  Creating this job will allow you to experiment within LYNX without altering your important live data.  Note that LYNX also installs two sample jobs, APEX and Doctor’s Hospital, to allow you to experiment with data without the fear of making a mistake on actual live data.

Remember:

1)
LYNX Remote and LYNX Monitor systems cannot create jobs.  These must be created by Master or Single Project Systems.

2) This training guide is just a basic summary of the process.  Screenshots of every step of the following procedures are available in the User’s Guide.

Creating A New Job Listing For The World Wide Wicket Corporation:
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1. Click the Job Manager button at the top of the LYNX screen.

2. On the Job Manager Screen, select the Master Job List tab

3. Click the New button.

4. Type in the job number for this project, 106-4530, and click Okay.

5. LYNX will automatically select a directory name (can be edited) and display it.

6. Click Okay.  LYNX will begin creating the job, which will be stored in a subdirectory of LYNX with the name chosen in the previous step.
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If you set up a template job with your common search fields and folders, you can copy those items into any new jobs you create.
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Most of the information on these tabs is optional but worth entering
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The Custom Fields tab allows users to create their own fields.
7. This job is not based on any other, so select Create Blank Job and click Okay (but first ask your trainer about the wonderful time saving feature of basing this job on another).  LYNX now prompts you for basic information about the job on the Master Job Information Screen.  Although LYNX will not force you to enter too much on the various tabs on this screen, the few minutes it will take is a small price to pay for having all the information needed in one central location.

8. On the General tab, enter the job name, World Wide Wicket Corp Headquarters, and a one line job description, Three buildings, as well as contact information for the customer (make some up).

9. The Details tab is used for entering job date and initial price information.  Enter this information as well as the names of the owner, general contractor, architect, and project manager.

10. The Data File Path at the bottom of the Details tab will show the location of the job’s files.  Do not change this information without consulting with TRF Systems, Inc.

11. The Custom Fields tab is a handy location for storing additional information not entered elsewhere.  In this case, it will be used to enter the names of the alternate contacts.

• While Pressing the CTRL key, click the words User Field 1.

• Type in the new field ID of Alternate Contact 1

• Press Enter.  Repeat for User Field 2, then enter some names for the contacts.

12. The Search Fields tab is used to identify certain aspects of the job so that if a company is working on hundreds of simultaneous jobs, users can see a list of jobs that meet only certain criteria (jobs in Alabama or jobs being overseen by a certain project manager, for example).  Your trainer can give you specific examples of how your company is going to be using these fields.

13. The final tab is an area for notes.  Enter any additional pertinent information on this tab.

14. Click Okay.  The new job is now displayed on the job list.

Creating Folders Within A Job

(pp. 131-135)

We now have an empty shell of a job called World Wide Wicket Corp Headquarters.  Before the typical user begins entering data into the job, it would be wise to add a few more details to the job structure to allow better organization.  We will first add some folders.  Each one will be for a specific aspect of the construction process, including one for electrical work, one for plumbing work, and one for drywall work.  Remember that these folders will hold contractor and report information on these topics, not photos.  All photos belong to a job, not a folder.  If you are not using the Daily Reports features of LYNX, you do not need to create folders and contracts.  Just keep these instructions for later reference.
1. From the Job Manager screen, click on the Master Job List tab and select the World Wide Wicket Corporation job.

2. Click on the Folders tab.  By default, Folder 1 will exist

3. Click NEW to create a folder.

4. Type in Electrical for the name and type in an optional description.

5. Click Okay.

6. Click Create Blank Folder.

7. Click Okay.

8. The new folder appears on the list.

9. For practice, create folders for Plumbing and Drywall.

Creating Contracts Within A Folder

(pp. 136-139)

Let us assume that Finch Building Company will be utilizing several electrical contractors, several plumbing contractors, and several drywall contractors as part of the project.  In order to keep track of the contracts as well as create daily reports for each contract, we will now create lists of contractors inside each folder.

1. From the Job Manager screen, click on the Master Job List tab and select the World Wide Wicket Corporation job.

2. Click on the Folders tab, and select the Drywall folder.

3. Click the Contracts tab.

4. Click NEW to create a new contract.

5. Type in the contract number, DRY001.

6. Type in a description, Drywall Work, in the Contract For space.

7. Click in the area for Company Name.  Before LYNX allows the user to move on, it pops up a question.

8. Click Yes to add Drywall to the previous list.

9. Now the company name, Drywall-R-Us, can be typed in.

10. Press Enter or click in another space.  After adding the company to the list, LYNX now requests more information about the company.

11. Enter an address and phone number as well as a contact name.

12. Click OK.

13. LYNX returns to the Contract Information screen.  If desired, click on the Amounts/Dates tab to enter financial figures and deadlines for the contract.

14. If desired, click on the General Notes tab to enter additional information about the contract.

Now create a second drywall contract for this folder using the same steps shown above.  This contract will be for ACME Plastering Company, which will be doing the interior of the main lobby and executive suites.  This time, when entering the Contract For entry in step #6, use the drop down arrow rather than typing.  Since Drywall was added to the list the first time through, it now appears on a convenient drop down list.  This feature is particularly handy when several contractors will be performing similar work on a job or when a new job is based on lists created in a previous job.

For practice, create at least one contract in the Electrical folder and at least one in the Plumbing folder.










