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Jobboss For Dummies

Introduction to JobBOSS for Dummies: A Beginner’s
Guide to Shop Floor Control

If you run a custom manufacturing operation, a machine shop, or a job shop of any kind,
you have likely heard of JobBOSS. This powerful shop management software is designed
specifically for companies that make-to-order, engineer-to-order, or perform mixed-mode
manufacturing. But if you are new to the system, the prospect of implementing and
mastering JobBOSS can feel overwhelming. That is exactly why this guide exists. Think of
this as JobBOSS for Dummies—a plain-English walkthrough that helps you understand
what JobBOSS does, how it works, and how you can use it to streamline your operations,
improve on-time delivery, and boost profitability.



Whether  you  are  a  shop  owner,  a  production  manager,  a  salesperson,  or  an  office
administrator, this article will break down the essential concepts so you can start using
JobBOSS with confidence.  We will  cover  everything from navigating the dashboard and
managing quotes to scheduling jobs and tracking costs. By the end, you will have a solid
foundation for making JobBOSS work for your business, not the other way around.

What Exactly Is JobBOSS?

At  its  core,  JobBOSS  is  an  enterprise  resource  planning  (ERP)  and  manufacturing
execution system (MES) built specifically for job shops and custom manufacturers. Unlike
generic  accounting  or  inventory  software,  JobBOSS understands  that  your  business
revolves around jobs—unique customer orders with distinct part numbers, materials,
routings, and deadlines. It ties together quoting, order processing, scheduling, shop floor
data collection, purchasing, shipping, and accounting into one integrated platform.

For someone who is brand new to the system, the terminology alone can be intimidating.
You will encounter terms like “work order,” “routing,” “operation,” “employee clock-in,”
“scrap ticket,” and “order status board.” But do not worry. Once you understand the
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basic workflow—from quote to cash—everything else falls into place. This guide is your
JobBOSS for Dummies handbook to demystifying that workflow.

Why JobBOSS Matters for Your Shop

Running a job shop without dedicated software often means juggling spreadsheets,
whiteboards, sticky notes, and a dozen different logins. You might have QuickBooks for
accounting, a separate system for estimating, and paper travelers on the shop floor. This
fragmentation leads to data entry errors, lost information, and delays in getting accurate
answers to customers. JobBOSS solves these problems by centralizing everything.

Some of the most significant benefits include:

Faster, more accurate quotes: You can build a quote from scratch or copy an
existing job, apply material costs, set up routing steps, and calculate margins in
minutes.
Real-time job status: With shop floor data collection, you know exactly which
operations are complete, which jobs are running late, and where bottlenecks are



forming.
Improved on-time delivery: The scheduling board helps you load work
realistically, and you can see capacity constraints before they become problems.
Better cost control: JobBOSS tracks actual labor, material, and overhead costs
against estimates, giving you visibility into profitability at the job level.
Simplified billing: Once a job ships, you can generate invoices directly from the
job data, reducing duplicate entry.

Getting Started: The Core Modules You Need to Know

JobBOSS is modular, meaning you can purchase and implement only what you need.
However, most shops start with a standard set of modules. Here is a quick tour of the
essentials in language any beginner can understand.

1. Quote and Order Entry

Everything begins with a customer inquiry. In JobBOSS, you create a quote that captures
the part number, quantity, material, outside services (like heat treating or plating), and
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the  routing—the  sequence  of  operations  required  to  make  the  part.  The  system
calculates estimated costs and allows you to set a sales price. When the customer
approves the quote, you convert it into an order with one click. This is where the order,
work  order,  and  shop  traveler  are  generated.  If  you  are  learning  JobBOSS  for
Dummies, start here: mastering the quote process will save you countless hours.

2. Job Order Management

Once an order is  placed, it  becomes a job. The job record contains all  the details:
customer info, ship date, line items, materials, operations, and costs. You can track
progress from this screen, view purchase orders tied to the job, and see any issues like
scrap or rework. The job order is the central hub for everything that happens to that
customer’s work.

3. Scheduling and Capacity Planning

The schedule board is one of the most powerful tools in JobBOSS. It shows you each work
center (a machine or group of machines) and the jobs loaded to it, displayed as time



blocks. You can drag-and-drop jobs to resequence them, see which jobs are late or at
risk, and view capacity utilization at a glance. For beginners, the scheduling module can
feel data-heavy, but once you learn to interpret the colors and bars, it becomes your
best friend for managing workload and communicating delivery dates honestly.

4. Shop Floor Data Collection

This is how JobBOSS gets real-time information from the shop floor. Employees log in at a
terminal or mobile device, clock into an operation, and clock out when it is done. They
can report quantity complete, scrap, downtime, and machine setup hours. This data
flows back into the job to update progress, labor costs, and efficiency. Without accurate
data collection, JobBOSS loses much of its power. As a beginner, focus on training your
team to record consistently. Even simple data is better than none.

5. Purchasing and Inventory

JobBOSS  includes  a  purchasing  module  that  lets  you  create  purchase  orders  for
materials, outside services, and subcontracted operations. When you set up your parts
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correctly, the system can recommend what to buy based on job demand. Inventory
management tracks stock levels, bin locations, and material receipts. For job shops that
stock raw materials, this module helps prevent stockouts and overbuying.

6. Accounting Integration

JobBOSS integrates with several accounting packages, including QuickBooks, Sage, and
Microsoft Dynamics. This means you can post invoices, payments, and journal entries
without  re-entering  data.  The  system  maintains  the  job  cost  detail  so  your  financial
reports  reflect  actual  shop  activity.  Many  shops  see  a  major  reduction  in  month-end
closing  time  once  this  integration  is  set  up  properly.

Navigating JobBOSS Like a Pro: Tips for Beginners

Even with a solid introduction, the sheer number of screens and options in JobBOSS can
be confusing at first. Here are some practical tips to help you find your way.



Use the Search Bar and Recent List

Instead of hunting through menus, type a customer name, order number, or part number
into  the  global  search  bar.  JobBOSS  will  show you  relevant  records  instantly.  The
“Recent” list on the main screen also gives you quick access to the last items you
viewed. This is a simple but effective time-saver.

Customize Your Dashboard

Your JobBOSS home screen can be configured to show the widgets that matter most to
you—such  as  open  orders,  late  jobs,  or  cash  flow  summaries.  Spend  a  few  minutes
setting this up for your role. A production manager might want to see the schedule
status and labor variances,  while an owner might prefer  sales backlog and gross profit
percentages.

Learn the Keyboard Shortcuts

JobBOSS supports many keyboard shortcuts that speed up navigation. For example, F5
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refreshes the current screen, Ctrl+N creates a new record, and Ctrl+S saves. You can
view the full list in the help menu. Memorizing just a few will make you noticeably faster.

Don’t Fear the Status Bar

At the bottom of many screens, you will see a status bar showing information like the
order number, job number, and current employee. Pay attention to this bar—it often
contains hyperlinks that let you jump to related records. Right-clicking on screens also
often reveals additional options and shortcuts.

Common Challenges and How to Overcome Them

Like any software, JobBOSS has a learning curve. Here are the most common struggles
that new users face, along with practical solutions.

Data Integrity Issues

JobBOSS is only as good as the data you put into it. If your part master records



are incomplete,  your  routings are outdated,  or  your  inventory counts  are
wrong, the system will produce misleading reports. The fix is to invest time in
cleaning up your data before you go live.  Appoint a data steward who is
responsible  for  maintaining  part  numbers,  descriptions,  and  standard
routings.  Regularly  audit  your  data  to  catch  errors.

Resistance from the Shop Floor

Employees who have never used a computer on the job may resist clocking in
and out. They may see data collection as policing. The best approach is to
explain  the  benefits  clearly:  accurate  data  helps  the  shop  run  smoother,
reduces fire drills, and protects everyone’s jobs by making the company more
profitable.  Also,  make  the  process  as  simple  as  possible—use  barcode
scanners  or  touchscreens  to  minimize  typing.

Overcomplicating Scheduling

Some new users try to schedule every small operation to the minute. This level
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of detail is rarely necessary and can create frustration when things don’t go
exactly as planned. Instead, focus on scheduling bottleneck work centers and
key  delivery  milestones.  Use  JobBOSS’s  forward  and  backward  scheduling
features to see what is realistically achievable, then communicate those dates
to sales and customers.

Underutilizing Reports

JobBOSS comes with dozens of standard reports, yet many shops only use a
few.  Spend  time  exploring  reports  like  the  job  cost  report,  efficiency  report,
late  order  report,  and  work  center  utilization  report.  These  can  reveal
opportunities for improvement that you wouldn’t see otherwise. You can also
create custom reports using Crystal Reports or use built-in Excel export to
analyze data further.

Best Practices for Long-Term Success with JobBOSS

As  you  move  beyond  the  beginner  stage,  you  can  adopt  more  advanced



practices that maximize your return on investment.

Standardize your process: Document how each type of job flows through
the system—from quote to order to production to shipping—and train
everyone to follow that process consistently. Variations cause confusion
and errors.
Review job costs after completion: When a job is closed, compare
estimated costs to actual costs. Analyze variances to improve future
estimates. If you consistently miss on material cost, revisit your material
pricing.
Use outside processing orders correctly: Many job shops subcontract
operations like grinding, coating, or anodizing. In JobBOSS, you can
create an outside operation on the routing and generate a purchase
order to the vendor. Track return dates and costs carefully to maintain
accurate job costs.
Conduct regular system audits: Periodically check for orphan records,
negative inventory, and unclosed jobs. Clean data leads to clean
reporting.
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Invest in training on an ongoing basis: JobBOSS releases updates and
new features regularly. When you hire new employees, make sure they
receive structured training. JobBOSS offers online training, user groups,
and partner resources. Take advantage of them.
Join the JobBOSS user community: There are online forums and user
groups where shop owners and managers share tips, templates, and
workarounds. Learning from others who have solved similar problems can
save you months of frustration.

Advanced Features Worth Exploring

Once  you  have  mastered  the  basics,  consider  these  more  advanced
capabilities  that  can  further  elevate  your  operations.

JobBOSS Mobile: This app allows employees on the shop floor to clock in and
out, view travelers, and report production from a smartphone or tablet. It is
especially useful for shops where workers cannot easily reach a fixed terminal.



JobBOSS eCommerce: If you have customers who want to place orders or check
order status online, the eCommerce module provides a customer portal. It can
reduce phone calls and improve customer satisfaction.

Advanced  Scheduling  Tools:  Some shops  benefit  from using  finite  scheduling
or  optimization  engines  that  integrate  with  JobBOSS.  These  tools  can
automatically adjust schedules based on machine availability, tooling, and skill
sets.

CRM and Sales Force Automation: Tracking quotes, follow-ups, and customer
interactions within JobBOSS can help your sales team close more business and
avoid duplicate efforts.

If you think of this guide as


