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GETTING STARTED WITH RUNDOO - SETUP

Track It by Job

I Keep a contractor’s projects separate on one account.

Step-by-step walkthrough ~3minread Companion to the 2:33 video

You know the situation. One of your best contractors, say Riverside Contracting, walks
in with three projects running at once, and they want the purchases for each one kept
separate on theiraccount. You could juggle purchase orders for that, but Rundoo gives
you a sharper tool: jobs. A job is just a named project you tag sales to, so a contractor’s
spend groups and reports per project while everything still rolls up under their one
account.

WHERE JOBS LIVE
The Jobs tab

In| POS mode, open Customers inthe left sidebar, then switchtothe Jobs top tab. Thatisthe flat,
cross-customer list: every job in every customer’s account, with its customer, job ID, name, status, and
balance. Handy for scanning by project name across your whole book. Each customer also has their own

Jobs sub-tab ontheir detail page, for when you already know the customer and just want to see their
projects.
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Customers — Jobs top tab: every job across every customer, with the Add job button up in the top-right.


https://youtu.be/D5QjQjwN9A0

DO THIS
Jobs, step by step

0 Add the job

Fromthe Jobs top tab, click Add job inthe top-right. You can do this from anywhere,
because the first field on the form is the customer. The Add job form asks for only four
things: pick the Customer the job belongs to (required, since jobs are tied to one
customer), giveita Name you'll recognize at the counter like “123 Main Street Remodel”
(required), and optionally add yourown  ID ‘and ajob-site Address . Leave the ID blank
and Rundoo auto-numbers it. Click Save |and the jobisready to use.

Add job

Customer

Select one

The whole job schema: Customer, Name, an optional ID, and an optional job-site address.
Prefer to start from the customer? Open the customer, switch to their| Jobs | sub-tab, and
click. Add job there. Same form, with the customer already filled in.



9 Tag a sale to the job at the counter

Ring up the sale the way you always do, and add the customer to the ticket first. As soon as
the customer is attached, a Job section with a search box appears in the customer panel

on the left of the cart. Type the job’s name or ID, pickit, and everything on that ticket is
stamped to that project.

=3 H Rundoo Staff (2]
£ Rundoo [#] Transactions AUNDGO  Menlapare O Search @ support v [
[ New | Drafts(8) Quotes(3) Willcall(4) Specialorders  Completed  Voided
POS @& Admin
&3 Inbox 4523 x Q search for a product 1 -
Hershey Builders
Point o sale
Tier 2 Retail 1L sort
[] Transactions
10p10 X Rep-Joe X
® Receivables PRODUCT PRICE QUANTITY SUBTOTAL
Attach tag
@ Cash Drawers
Inventory §
Search sales history
© orders
5 Transfers
& counts VA Askabouth\»sblgdog
named Wybie
Blocks o
83 Products
Job
2 Customers
Q. search
Vendors
Analytics
|1 Dashboards ® Opentransactions
I Reports 4drafts 2 quotes 2 will calls Purchase order Address Subtotal
) Sales tax
ontacts v
Card fee (3%) 4 $0.00
Internal notes sale notes Sl
Nick Hershey PRIMARY Sale total $0.00
1(513) 545-9227 ©
nick@rundoo.ai @
& Change theme Void Save Draft Quote will call ‘ sale ‘
. Financing v Generate statement L
(> sign out

Attach the customer, then the Job search shows up. Pick the project and the sale is tagged.

If you leave the job blank, the sale still goes through, it just lands on the customer’s
Main Account , so nothing ever gets lost.



See each project’s running total

Back on the customer’s profile, their Jobs sub-tab shows abalance summary up topand a

per-job balance table beneath, so you can see at a glance which project is driving their
open balance without running a report. Click a job’s name or ID to open its own detail page,
with that project’s transaction history and balance.
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The customer’s Jobs sub-tab: a balance summary plus each project’s own running total.

Closeouta finished job

When a project wraps, open the job from its detail page, change its Status away from
Active , and Save . Thatkeeps the job and all its history on the customer’s record but
pullsit out of the everyday picker at the counter, so a wrapped project doesn't clutter the
list. Starting a similar project? Use the  Duplicate button on ajob’s detail page so you

don't have to retype its fields.



KEEP IT HANDY
Jobs at aglance

OPEN CREATE
Customers - Jobs tab Add job - Customer + Name
In POS mode. Or a customer’s Jobs sub-tab. ID and address optional. Then Save.
TAG A SALE CLOSEIT OUT
Attach customer, pick the Job Edit Status, off Active
No job picked? It goes to Main Account. History stays. Jobs can't be deleted.
(
Good to know

e Ajobisalightweight tag, not a mini-customer. There is no per-job credit limit, pricing,
tax exemption, or standalone statement. Terms, pricing, and tax all live on the parent
customer. If a contractor genuinely needs different terms or pricing per project, make a
separate customer record instead.

e The job pickeronly shows jobs for the attached customer, and swapping the customer
on aticket clears the selected job. So attach the customer first, then pick the job.

e Pickthe job before you complete the sale. You can't re-tag a finished sale to a different
job later, so alot of surprise volume on Main Account usually just means someone is
skipping the picker.

e Onamonthly statement, flip the Include jobs toggle and the customer’s activity
groups by project inside that one statement.

u Rundoo One account, every project accounted for. - rundocs.com
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