
	
	

How	to	Bulk	Convert	to	Actuals	on	the	Agworld	Website	
	
Multiple	Recommendations,	Work	Orders	and	Plans	can	be	converted	to	
Actual	at	the	same	time.	This	is	done	through	the	Workflow	>	Job	Activities	
page.	
	
Step	1,	Job	Activities:	
Navigate	to	job	activities	by	hovering	your	mouse	over	Workflow	and	then	
clicking	Job	Activities

	
	
Step	2,	Filter:	
From	the	Job	Activities	page,	filter	to	the	correct	client	and	season	first.	Now	
use	the	jobs	filters	to	find	the	activities	you	would	like	to	convert.	For	example,	
you	can	click	on	only	the	activity	types	you’d	like	to	view	(e.g.	
recommendations)	and	choose	only	the	incomplete	recommendations	(those	
that	haven’t	yet	been	converted).	Additional	filters	can	be	used	in	the	“Filter	
By”	section,	such	as	paddock	name,	property	etc.	

	



Step	3,	select	activities:	
Choose	the	activities	from	the	list	that	have	been	completed	and	you	would	
like	to	convert	to	actuals.	This	is	done	by	simply	clicking	anywhere	on	the	job.	
You	can	select	as	many	jobs	to	convert	as	you’d	like.	Once	you	have	selected	
the	jobs	you’d	like	to	convert,	click	on	the	grey	“Convert	to	Actuals”	button,	
under	the	Selected	Activity	Actions	tab.	
	

	
	
	
Step	4,	fill	in	dates:	
The	Due	date	on	the	recommendation	should	auto-fill	into	the	completed	date	
column.	You	can	keep	these,	or	override	them	with	correct	dates	if	they	differ.	
Once	the	dates	have	all	been	added,	click	on	the	green	Save	button.	

	



	
	
Step	5,	clear	selections:	
You’ll	notice	that	the	recommendations	we	converted	are	still	selected	under	
the	Selected	Activity	Actions.	Before	you	move	on	to	another	client,	or	more	
recommendations,	just	click	on	the	(Clear	selections)	button	to	remove	the	
previous	recommendations.	

	
	
	

	
That’s	it!	Your	activities	have	been	converted	to	Actuals.	


