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Converting an
Opportunity to Live



Converting an Opportunity to a Live job.

After we complete an opportunity, we need a contract in place before we can make the job live in
Synergist. When we are ready to convert a job live we can do this by selecting Live from the drop down
menu.
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We will then get the following message:

'Change all the phase statuses &
dates to match the job?'

We select no. This will ensure all the dates we have built in phases stay the same.

You will then type in the PO number that the client will have supplied and click ‘Promote’. It is
important to note that a job should not go ‘Live’ if we have not received a PO.



All we have left to do is adjust the Gantt chart at phase level so each Phase in the correct month. This
will help with the client services capacity reporting.

correct month.

At job level go to phases, click onto Gantt. We can now move each Phase to make sure it is sat under the
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If you need to move a stage from one month to another, then this would need to be deleted The job
build is now complete, you now can go back to the teams and check their rev rec is sat in the correct

month.



