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Job Cards 2 - Creating a Job Card from a Sales Order 

(Turning the customer's order into the instruction for the job) 

A job card is always created from a sales order. The order must have exactly one line, and that 

line must be a Service item: it is the job the customer is paying for. The materials are not on the 

order; they are added on the job card by the people doing the work. 

1)  Raise the sales order in Sage with the service item as its only line, at the agreed price (or zero 

if the price is only known once the job is done). Data Fusion picks the order up on the next sync; 

it appears under Sales Orders. 

 

2)  Open the sales order and choose "Create Job Card" from the Create dropdown at the top. 
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3)  Type a job card number, or click "Auto-create a Number" to use the order number. Click "Yes, 

Do it". 

If the order has more than one line, or its line is a stock item, the job card is refused and the message 

explains what to change: set the job up as a Service item, put it on the order as the only line, and add the 

materials on the job card. 

 

 

 

4)  The job card opens. The service line is the job itself: it appears as the Job Card Summary and 

Qty of Items, not as a line in the grid. The grid is empty, ready for materials. 
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5)  Issue the job card to a department with the + button next to "Issued To". This stamps the 

issue date and puts the card on the Job Card Tracking board. 

 

 

Next document  →  Job Cards 3 - Working the Job Card: Materials and Services 


