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INTRODUCTION TO
JOBBOSS FOR
DUMMIES: A
BEGINNER’S GUIDE
TO SHOP FLOOR
CONTROL

If  you  run  a  custom
m a n u f a c t u r i n g
operation,  a  machine
shop, or a job shop of
any  kind,  you  have
l i k e l y  h e a r d  o f
JobBOSS. This powerful
shop  management
software  is  designed
specifically  for
companies  that  make-
to-order,  engineer-to-
order ,  o r  per form

m i x e d - m o d e
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
t h a t  h e l p s  y o u
unde r s tand  wha t
JobBOSS  does,  how  it
works,  and  how  you
can use it to streamline
you r  ope ra t i ons ,
i m p r o v e  o n - t i m e
delivery,  and  boost
profitability.
Whether  you  are  a
s h o p  o w n e r ,  a
production manager, a
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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
d a s h b o a r d  a n d
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
m a n u f a c t u r i n g
execut ion  system
(MES)  built  specifically

fo r  j ob  shops  and
custom manufacturers.
U n l i k e  g e n e r i c
a c c o u n t i n g  o r
inventory  software,
JobBOSS  understands
that  your  business
r e v o l v e s  a r o u n d
jobs—unique  customer
orders  with  distinct
p a r t  n u m b e r s ,
materials,  routings,
and  deadlines.  It  ties
together quoting, order
processing, scheduling,
shop  floor  data
collection,  purchasing,
s h i p p i n g ,  a n d
accounting  into  one
integrated  platform.
For  someone  who  is
b r a n d  n e w  t o  t h e
s y s t e m ,  t h e
terminology alone can
be  intimidating.  You
will  encounter  terms
l ike  “work  order,”
“routing,”  “operation,”
“employee  clock-in,”
“scrap  ticket,”  and
“order  status  board.”
But do not worry. Once
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you  understand  the
basic  workflow—from
q u o t e  t o
cash—everything  else
falls  into  place.  This
guide is your JobBOSS
f o r  D u m m i e s
h a n d b o o k  t o
demyst i fy ing  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
fo r  account ing ,  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
p r o b l e m s  b y
centralizing everything.
Some  o f  the  mos t
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
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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,
m e a n i n g  y o u  c a n
p u r c h a s e  a n d
implement  only  what
you  need.  However,
most shops start with a
s t a n d a r d  s e t  o f
modules.  Here  is  a
q u i c k  t o u r  o f  t h e
essentials  in  language
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any  beg inner  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,
mater ia l ,  outs ide
services  ( l ike  heat
treating  or  plating),
and  the  routing—the
sequence of operations
required  to  make  the
pa r t .  The  sys tem
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

O n c e  a n  o r d e r  i s
placed,  it  becomes  a
job.  The  job  record
contains all the details:
customer  info,  ship
d a t e ,  l i n e  i t e m s ,
materials,  operations,
and  costs.  You  can
track  progress  from
th i s  sc reen ,  v iew
purchase orders tied to
the  job,  and  see  any
issues  like  scrap  or
rework.  The  job  order
is  the  central  hub  for
e v e r y t h i n g  t h a t
h a p p e n s  t o  t h a t
customer’s  work.

3. SCHEDULING AND
CAPACITY PLANNING

The schedule board is
o n e  o f  t h e  m o s t
power fu l  t oo l s  i n
JobBOSS. It shows you
each  work  center  (a
machine  or  group  of
machines) and the jobs
loaded to it,  displayed
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as time blocks. You can
drag-and-drop  jobs  to
resequence  them,  see
which jobs are late or
a t  r i s k ,  a n d  v i e w
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
b e s t  f r i e n d  f o r
managing  workload
and  communicating
d e l i v e r y  d a t e s
honestly.

4. SHOP FLOOR
DATA COLLECTION

This  is  how  JobBOSS
g e t s  r e a l - t i m e
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
a c c u r a t e  d a t a
collection,  JobBOSS
loses  much  o f  i t s
power.  As a beginner,
focus on training your
t e a m  t o  r e c o r d
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
s e r v i c e s ,  a n d
s u b c o n t r a c t e d
operations.  When  you
se t  up  you r  pa r t s
correctly,  the  system
can  recommend  what
to  buy  based  on  job
demand.  Inventory
management  tracks
s t o c k  l e v e l s ,  b i n
locations, and material



Jobboss For Dummies 7

7

receipts. For job shops
t h a t  s t o c k  r a w
materials,  this  module
h e l p s  p r e v e n t
s t o c k o u t s  a n d
overbuying.

6. ACCOUNTING
INTEGRATION

JobBOSS  integrates
w i t h  s e v e r a l
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
t i m e  o n c e  t h i s
integration  is  set  up
properly.

Navigatin
g
JobBOSS
Like a
Pro: Tips
for
Beginner
s
Even  w i th  a  so l i d
introduction, the sheer
number of screens and
options in JobBOSS can
be  confusing  at  first.
H e r e  a r e  s o m e
practical  tips  to  help
you find your way.

USE THE SEARCH
BAR AND RECENT
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LIST

Instead  of  hunting
through menus, type a
customer  name,  order
n u m b e r ,  o r  p a r t
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
s c r e e n  c a n  b e
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
sa les  backlog  and
gross  profit
percentages.

LEARN THE
KEYBOARD
SHORTCUTS

JobBOSS  supports
m a n y  k e y b o a r d
shortcuts  that  speed
up  navigation.  For
example,  F5  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
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e m p l o y e e .  P a y
attention to this bar—it
o f t e n  c o n t a i n s
hyperlinks that let you
j u m p  t o  r e l a t e d
records.  Right-clicking
on  screens  also  often
reveals  addit ional
options and shortcuts.

Common
Challenge
s and
How to
Overcom
e Them
Like  any  software,
JobBOSS has a learning
curve.  Here  are  the
m o s t  c o m m o n
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  L IVE .
APPOINT A DATA
STEWARD WHO IS
RESPONSIBLE FOR
MAINTAINING PART
NUMBERS ,
DESCRIPTIONS, AND
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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
OF  DETAIL  IS
RARELY NECESSARY
AND CAN CREATE
FRUSTRATION WHEN
THINGS DON’T GO
EXACTLY  AS
PLANNED. INSTEAD,
FOCUS  ON
SCHEDULING
BOTTLENECK WORK
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CENTERS AND KEY
DELIVERY
MILESTONES. USE
J OBBOSS ’ S
FORWARD  AND
BACKWARD
SCHEDULING
FEATURES TO SEE
WHAT  IS
REALIST ICALLY
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
UTIL IZATION
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
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SUCCESS
WITH

JOBBOSS
A S  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
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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.
INVEST IN
TRAINING ON
AN ONGOING
BASIS:
JOBBOSS



14

14 Jobboss For Dummies 2025-04-05

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
WORKAROUND
S. LEARNING
FROM OTHERS
WHO HAVE
SOLVED
SIMILAR
PROBLEMS CAN
SAVE YOU
MONTHS OF
FRUSTRATION.

ADVANCED
FEATURES
WORTH
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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 .  I T  IS
ESPECIALLY USEFUL
FOR SHOPS WHERE
WORKERS CANNOT
EASILY REACH A
FIXED TERMINAL.

J OBBOSS
ECOMMERCE: IF YOU
HAVE CUSTOMERS
WHO  WANT  TO
PLACE ORDERS OR
CHECK  ORDER
STATUS ONLINE, THE
EC OMMERCE
MODULE PROVIDES A
CUSTOMER PORTAL.
I T  CAN  REDUCE
PHONE CALLS AND
IMPROVE CUSTOMER
SATISFACTION.
A DVANCED
S CHEDULING
T OOLS :  S OME
SHOPS  BENEFIT
FROM USING FINITE
SCHEDULING OR
OPTIMIZATION
ENGINES  THAT
INTEGRATE WITH
JOBBOSS. THESE
TOOLS  CAN
AUTOMATICALLY
ADJUST SCHEDULES
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BASED ON MACHINE
AVAILABIL ITY ,
TOOLING, AND SKILL
SETS.
CRM AND SALES
F ORCE
A UTOMATION :
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


