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Operations App 
Tutorial 

A walkthrough of how to 
navigate the features within 
the operations app of Syniq 
Business OS. 
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Overview Page 
1. Productivity Chart 

• Team member vs. active assigned tasks 
2. Job Distribution Chart 

• Job status breakdown (Active, completed, on hold, cancelled) 
3. Business unit revenue 

• Revenue allocation by business units 
• When a single business unit is selected, this chart shows revenue allocation by job. 

 

 
Figure 1: Operations Dashboard 
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Client Hub Page 
How to Add a Client 

 
Figure 2: Add Client Step 1 

 
Figure 3: Add Client Step 2 

 

 

 

 

 
CLICK THE “NEW 
CLIENT” BUTTON 

 

FILL OUT ALL 
FIELDS AND CLICK 
THE “CREATE 
CLIENT ACCOUNT” 
BUTTON 
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How to Edit Client Details 

 
Figure 4: Edit Client Step 1 

 
Figure 5: Edit Client Step 2 

 
CLICK THE “3 
DOTS” BUTTON 

 
CLICK THE “EDIT 
CLIENT” BUTTON 
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Figure 6: Edit Client Step 3 

How to Delete a Client 

 
Figure 7: Delete Client Step 

 

 

 

 

 

 

 

 

FILL OUT ALL 
FIELDS AND CLICK 
THE “UPDATE 
CLIENT ACCOUNT” 
BUTTON 

 
CLICK THE “DELETE 
CLIENT” BUTTON 
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Jobs 
How to Add a Job 

 
Figure 8: Add a Job Step 1 

 
Figure 9: Add a Job Step 2 

 

 

 

 

 

 
CLICK THE “NEW 
JOB” BUTTON 

 

FILL OUT ALL 
FIELDS AND CLICK 
THE “CREATE JOB” 
BUTTON 
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How to Edit a Job 

 
Figure 10: Edit Job Step 1 

 
Figure 11: Edit Job Step 2 

 
CLICK THE “3 
DOTS” BUTTON 

 
CLICK THE “EDIT 
JOB” BUTTON 



 

 

Version 1.0 | 4 April 2026 Syniq (PTY) LTD 
 

 
Figure 12: Edit Job Step 3 

How to Delete a Job 

 
Figure 13: Delete Job Step 1 

 

FILL OUT ALL 
FIELDS AND CLICK 
THE “SAVE 
CHANGES” BUTTON 

 
CLICK THE “3 
DOTS” BUTTON 
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Figure 14: Delete Job Step 2 

Job Detail 
Enter this page by clicking on the row of the job you are interested in, or by clicking the “3 dots” and then 
clicking “View Details” 

How to Add a Task 

 
Figure 15: Add Task Step 1 

 
CLICK THE “DELETE 
JOB” BUTTON 

 
CLICK THE “ADD 
TASK” BUTTON 
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Figure 16: Add Task Step 2 

How to Edit a Task 

 
Figure 17: Edit Task Step 1 

 

FILL OUT ALL 
FIELDS AND CLICK 
THE “SAVE TASK” 
BUTTON 

 
CLICK THE “3 DOTS” 
BUTTON AND THEN 
CLICK “EDIT TASK” 
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Figure 18: Edit Task Step 2 

How to Log Your Work Hours 

 
Figure 19: Log Work Hours Step 1 

 

FILL OUT ALL 
FIELDS AND CLICK 
THE “SAVE 
CHANGES” 
BUTTON 

 
CLICK THE 
“CLOCK ICON” 
BUTTON 
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Figure 20: Log Work Hours Step 2 

Team Page 
How to Assign a Team Member to a Business Unit 

 
Figure 21: Assign Team to BU Step 1 

 

FILL OUT ALL 
FIELDS AND CLICK 
THE “LOG TIME” 
BUTTON 

 
CLICK THE “3 
DOTS” BUTTON 
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Figure 22: Assign Team to BU Step 2 

 

CLICK THE “CHANGE 
BUSINESS UNIT” BUTTON 
AND SELECT THE 
BUSINESS UNIT 


