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1. Introduction 

This program provides a method of listing and updating documentation management jobs for the documentation 
specialist.  The program is accessed through this link. 

2. Listing Jobs in Progress 

The initial screen, which lists all the open jobs in progress, is shown in Figure 1.  Each job includes “Events,” which 
are details for a particular job.  Events are viewed by clicking on the relevant job number in Figure 1, which then 
brings up the screen shown in Figure 2. 

Figure 1: Task Display Box 

 
 

http://www.cv.nrao.edu/php-internal/ntc/DocSpec/Jobs1.php
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Figure 2: Events Screen 

 
3. Adding a New Task 

New tasks are added by selecting the Add a Job button on the main screen (Figure 1).  The user then fills out the 
screen shown in Figure 3. 

Figure 3: Screen for Entering a New Documentation Job 
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4. Adding Events to an Existing Task 

Events are added to existing tasks by selecting the task number from the main screen (Figure 1), then entering 
information in the screen shown in Figure 4.  Press the Add event in database button after completing the form. 

Figure 4: Adding a New Event to an Existing Task 

 
5. Marking a Job Complete 

To mark a job complete, add an event (Section 4) and select the “Job Complete on… ” box shown in Figure 4.  A 
listing of completed jobs can be viewed by clicking on the “Show Completed Jobs” link on the job listing screen, 
Figure 1. 
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Figure 5: Completed Job Listing 
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