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You can create internal jobs for tracking staff time and expenses. These steps generate a
job with the same ID as the order. Users can then apply their expenses, time, etc. against
this internal job.

1. Navigate to Order Management > Orders.

2. Inthe menu bar, click New > Production.

3. Inthe Bill To section, enter your own company as the customer.
4. Fill in the rest of the production order details.

00 Ordsrs a
Order: 50027 Internal - MSD Workshop (12/28/17 1 pevome
Production Order Notices Emails B Docs @
Bill To + Billing Address e Activities & Ci
Customer (Bill To) > Contact > Addresses:

aACME Education Solutions, < aACME Education Solutions, Inc.

Recur Transaction > Rate Card > 1238 Broadway
SalesRep > Customer PO # Billing Terms Disc % New York NY 10001
Q Net 30 100% United States American
b, Additional Info
l‘ R‘
Order Items
a Line Item Code Description Quantity Unit Cost MU%% Unit Price Total Margin 3¢
1 > L-PRD <. Production Labor »* 0 0.00 0.00 0.00 0% *
P
Total 0.00 0%
Q Tax NY2017 0.00 Exempt
Sales / Fulfiliment Grand Total 000 0%
Campaign > Type Route Source Payment Due 0.00 @
<. Production Phone Referral
Lead > Sales Priority # Job > Fulfillment Priority # Start Date End Date
< Normal Normal 12/28/17 1 01/11/18 O Est. Costs 0.00
> Costs To Date 0 0%
@ ¢+ o | Assigned By CaitlinMascher ~ ©.| Assigned To Caitiin Nascher . Tracking Status Quote Cancel

5. Click Save.
6. At the confirmation dialog, click Open.

Creating Additional Jobs for an Internal Order

On an order's Fulfillment tab, you have the added flexibility of creating a series of jobs
linked to the internal order. For example, you can split jobs by time periods, functions (e.g.
sales, marketing, a specific trade show, etc.), tasks, or other divisions based on your
workflow. Alternatively, you can further organize internal costs by creating multiple
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internal orders and jobs within those orders. Each job has a different number (i.e.
40011.1,40011.2, etc.).
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