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Job Tracking

When you open the Job Track manual, it will open this window:

The projects will be listed here (This is the Jobs App)

Click on All Tasks and then click on the X next to (My Tasks) in the search bar to view all the Jobs that

were placed in the Orders queue.

There are a couple of stages that your job can be placed in, depending on the status of the job.

You can also use the search bar to find a specific Job by searching the name or the Job number.

o Queued – This is where the job is placed as soon as you click, Place in orders queue on

the dispensing sheet.

o Ordered from lab – Job ordered in from a supplier

o In workshop – Job placed directly in the workshop

o Awaiting collection – Job is ready to be collected

o Collected – The patient has collected the job



How a Job is displayed in the stages is up to you.

Kanban View will list the stages in columns. You can move the jobs with drag & drop between the

stages.

List view will list the jobs below each other. Now you can sort it according to the category by clicking

on the heading.

The Task / Job will appear in the Kanban view automatically.

The details listed on the job are as follows:

Job Name – DIST ARC

Patient name – Werner V Viljoen

Exam number – SWFG(ex)-1103

Job number – SWFG(job)-000638

Deadline date – 12/03/2020

The Star - this job will be listed as Favourites/follow-ups

The Clock – This is the scheduled reminder you can set on this job to make sure that it is completed

in time.

EG. Set the reminder for 2 or 3 days before the deadline, if you don't have the lenses for the job yet,

you can phone the supplier and follow up before the patient deadline is due.

When you open a Job, it will look like this:



The Job name will be listed on top, followed by all the patient’s information needed for a Job order.

You will be able to Edit the following if you click on the EDIT icon top left:

o Order date – will be automatically entered

o Exam number – will be automatically entered

o Enter the DEADLINE date as per order

o ASSIGN to the orders department

o Job Type – will be automatically entered as per dispensing and invoicing

o PHYSICAL LOCATION – This will be determined by the status of the job

● Here, there will be some pre-loaded locations, but you can add new descriptions by

clicking on create and edit, or you can view all the pre-loaded options not reflecting
on the dropdown list by clicking on Search more.

o Tray – Here, you enter the tray number when the job goes into the Lab

o To view the LAB ORDER, you click on Fitting details as indicated below.

The LAB ORDER (Fitting details)



Save your changes. Then in the middle at the top of the screen, you will see the print option.

You can click on Print – Job

Once you click print – The document will download, and you can open the PDF by clicking on it.

You can either then save and mail the order or print it out.

The following details are listed on the order:

- Company details

- Patient details

- Job number

- Job date

- Deadline date

- Service date

- Optometrist

- Assigned to -orders

- Job type

- Fitting details

- Script

- Heights and Mono's

- PD

- Frame measurements

- Frame shape

- Special Instructions

- And on the second page, the items that were invoiced.



The history of the job will show on the bottom or the right-hand side of your screen, depending on

your screen width and resolution.

Job communication
Here you can send a direct message to the patient. Or you can email the Job order to the supplier by

using the Send Message function.

If the patient has an email address, it will be pre-loaded here, and you can send emails to the

patient.

You can also use a template.

Templates can be created and pre-loaded. E.g. – Your spectacles are ready for collection.

You will also use the template to send the Job order to the supplier.

● Click on the

arrows in the

left bottom

corner of the

message box



o Click on Use Template once the message box expands.

o Click on the template that you want to use.

- You will send the message to the loaded patient email address unless you change it.

If you want to send

the Lab order to the

supplier.

Take out the

patient's email by

clicking on the X

next to the patient's

name at Recipients.

Replace with the

email address of the

supplier e.g.,

Orders@Elab.co.za

Once you have the

correct email in and

select your template, you can send the order as it has already been attached to your

email as per the template setup.

Automated Job communication

Automated messages can also be sent to patients when Jobs are moved through the different stages.
Eg. You can send an SMS or Email to the patient when the Job is ready for collection and moved to

the “Awaiting collection” stage.

- You can click on the Icon next to the stage name to take you to the stage edit menu:

It will give you the following options:

● Fold - This will merely hide the stage, you can fold and unfold with just clicking on the

sage again.

mailto:Orders@Elab.co.za


● Edit stage -

- Here you can Edit the stage name, input an Email template and an SMS template


