
Task Checklists 

This recent (free of charge) software enhancement improves the 
use of Task Checklists in relation to Jobs/Projects, and is particularly 
relevant to – 

 Construction Building Industry 

 Contracting Industry 

 Joinery Industry 

 Engineering 
It allows you create a list of standard tasks to be performed in relation to a 
job, and in the correct timing sequence.   
 
A priority classification, and expected time to complete each task can be 
added. 
 
Once a job is “Opened”, then this Task Checklist is automatically copied across 
to each job.  The details of expected start and finish dates can then be added.  
Schedules by these dates, and by employee are available as search enquiries. 
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Getting Started 

 

 
Please Note : 

 The “Sequence Number” will determine your Sort Sequence for Tasks 

 A default Employee Code can be attached to tasks (optional) 

 The expected time to complete each task can be added (optional) 

 A Priority classification can be added to each task (High, Medium, Low) 

 Notes to be added also, if required. 



 

Job “Header”  

 
Please Note : 

 Once a new job has been created, you can optionally Make an 
Appointment in the Diary (site visit ?) 

 You can create a “Quick” or detailed Cost Estimate 

 You can create a Quotation to the Prospect (various options here) 

 You can add information on the Site details (including OH&S 
implications) 

 You can add free format Job Notes 

 Once you have “won” the job, you select “Open Job”  
(menu [9] in this example) 

 



 

Open Job - Schedule 

 
Please Note : 

 Once you have “won” the job, the Job Status typically changes to be 
Work in Progress (or, Won - Awaiting Commencement) 

 You can also add details of the Contract Price, Contract reference 
numbers, the Date Won, and Due Start/Finish dates 

 Employee Work Schedules can also be added, by Date/Time 

 The standard Job Checklist of Tasks is automatically copied across from 
the Getting Started area, and is attached to the job. 

 At that point, you can amend each Task’s details in terms of – 
Employee Responsible, Expected Start/Finish Dates,  
Expected Hours to complete each task, and Priority classification 
Any Notes 
Actual Date/Finish Dates/Hours are normally added later 

 
 



 

Checklist Search Enquiries 

 
Please Note : 

 Task Checklists are available by Employee, Expected Start and Finish 
Dates 



 

Checklist - Search 

 
Please Note : 

 Each of the Checklist enquiry files has the Search facility. 

 You can enter any combination of search values 

 There is also the option of the “Power” search (range of values, etc.) 

 Please refer to the Search Video on the InterAcct web site 
 



 
 



Task Edit 

 
Please Note : 

 You can add the Actual Start/Finish Dates, and Hours to any of the 
Checklist Schedules 

 This information can be added to a list (like a spreadsheet), or by calling 
up to view an individual Task Item.  There is a menu link to a Notes file. 


