
Manually Completing a Job 
 

• Select TRIM. 
• Select Job Enquiry & Update. 
• Enter the required job number or click the magnifying glass to search for and select the 

required job. 
 

 
 

• Click the task status button . 
• Double click on the task to be completed. 
 

 
 
• Click Yes to change the task to complete. 
• Repeat this for all tasks until they are all completed. 
 

 
 

• Click the Job Status button . 

• Click the Set as Complete button . 
• Click the door twice to exit from the screen. 
 


