Customers - Locations

SALES

CUSTOMERS - LOCATIONS

A Customer Location can be created when using the system to keep track of,
and bill clients, on services relating to items that are not serialised assets, e.g.

building maintenance / cleaning and hygiene maintenance / security services.

A customer location can be created in the Customer Listing screen or Func-

tional Locations screen.

To add scheduled maintenance tasks to a customer location - you will need to

edit the location in the Functional Location screen.

A customer location can be linked to a contract for billing.

Ribbon Access: Sales > Customers

$ - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 o[ x
@ | Ewment/locations  Conbract  Finance /MR Inventory [Projects  Mar L | Seles | Service  Reporting Utiiies

Customers| Services Commercials | POSLite Quotes Orders Invoices Credit Statement
| Notes Run

1. The Customer Listing screen will be displayed.
2. Select the Site where the customer can be located.
* The example has Durban selected.
3. Select the row of the customer whose locations you wish to view.
4. Click on the Locations tile.
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s - Customer Listing - BPO: Version 2.4.0.11 - Example Company el
| @ | tome | Ecument/locatins  Contract  Finance /MR Inventory . [Projects Sales  Service  Reportng  Utiities - & x
- A = (al SN e 2
OXOQE B B 408 peb=16 "m0 &
Add  Edt Delete Sync View | Savelayout Workspaces | Hold el ap D Active +| Refresh | Export Reports print |
- Account  Accoun = | statement
2 Format a Status Processing a Current . Reports 4l Print . o
Links
P CumtomerCode | QustomerType| Gistomertame Department Deptfiame SitDescription CustomerCreditimit Customer\ebSit=  CustomerPhoneNumber  CustomerVATNo
t o o e 0 o o - o o e -
cusoot Re Cash Sales Account Durban 10,000.00 000 000 0000 0000000000
[+] Hopoos RE Hope Works (Pty) Ltd Durban 5,000.00 www.hopeworks.co.za 031 123 4567 se7654321
DEROOL Re Derton / Technologies Durban 250.00 www.dertonweb.co.za 031 123 4785 98/7654321
oFFo01 3 Office Supplies Unlimited Durban 75,000,000.00 www.cnn.co.za 031 789 4561 987456321
VES001 co Young Blectric Durban 100,000.00 082555555 2314687641
WES001 RE Westwood Dynamic Durban 10,000,000.00 www.web.co.za 031789 4561 123456789
TIA01 RE Titan Group Durban 100,000.00 wwi web.co.za 0318529632 123258741369
BoTooor I Bothas Networking inc Durban 50,000.00 www.web.co.za 031 789 4563 9874563201
SaMo01 RE Samanthas Diner Durban 45,000.00 www.samsdiner.co.za 031 123 4567 123456789
DANOD1 m Danny Storm IT Cafe Durban 75,000.00 031 785 4785 123654789
PANOOL 3 Panda Copiers Durban 50,000.00 0311234567 123456789
HAC0D1 m HadkPC - IT Shop Durban 0.00 031789 4561 6654357155
PIN00O1 GV Pink Shoes Durban 0.00 031456 7894 1234
HILOOODDL  HILLCRESTP  Mary Contrary Durban 0.00 083 559 00000
20500 Re JustIn Time Durban 50,000.00 www.justintme.co.za 031 123 4567 123456789
L0001 3 Litte Bee Honey Durban 0.00 www bee.co.za 031 123 4567 123456789
GREQOL 3 Green Tea Supplies Durban 75,000.00 031 456 7891 123456789
FINOOO1 RE Fine Hair Salon Durban 0.00 www.finehair.co.za 031123 4567 1234
BETO001 RE Betties Summer Shop at Durbzn 0.00 1234
biancad RE North West Branch Durban 0.00 0
Danoo2 m Dancing Shoes Durban 10,000.00 031 123 4567 123456789
BIG00O1 co Big Bargains Durban 10,000.00 031456 7897 123456789
p— MANOODL  RE Mandy Norton Durban 0.00 0 .
—— " ,
Open Windows | User: JiandaK | 19/01/2021 | Version: 2.4.0.11 | Example Company

ADD MAIN LOCATION

5. The Functional Locations for Customer [customer code] screen will be
displayed.

6. Confirm that the correct Site has been selectFunctional Locations for
Customer [ed before continuing.

7. Click on Add.

@ Short cut key: Right click to display the All groups menu list. Click on Add.
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Functional Locations for Customer HOP0O1 - BPO: Version 2.4.0.11 - Example Company

L
“
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| User:JulandaK | 19/01/2021 | Version:2.4.0.11 | Example Company Vi

8. When you receive the Add Location message requesting;
* Do you wish to add a sub location?
9. Select No for creating the Main Location.

C/T Note: Select Yes only if you have already set up the main location, and you

are creating the sub-locations beneath it.
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a = Functional Locations for Customer HOP0O1 4.0.1 " C " - 8] x
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| User:JulandaK | 19/01/2021 | Version:2.4.0.11 | Example Company 7

10. The Add new functional location screen will be displayed.

LOCATION DETAILS

Site: The site will auto populate with your original site selection.

Location: Type in a description of the Main Location, for example

the name of the building name.

Customer: The customer will auto populate with the name of the

customer selected on the Customer listing screen.

* You have the option to change the customer by clicking on the
search button, to select an alternative customer, if required.

* Type: Type will link the relevant type items to this location, for
example Software, Equipment, etc.

e To select the type, click on the search button to display the Select

the type for this Location screen to select and add the type

applicable.
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* Class: Class will link the relevant class items to this location, for
example if you have selected Software as the type, then you can
further specify Internal or External software.

* To select the class item, click on the search button to display
Select the class for this Location screen, to select and add the rel-
evant class item.

* Category: The category will link the relevant items to categorise
this location.

* To select the category, click on the search button to display the
Select the category for this Location screen, to select the applic-
able category.

* Priority: Select the work order priority? for this location from 1-
5.

WORK ORDER

In the Work Order frame, tick the check boxes, as required:

» Tasks: Tasks for the location will be linked to the task instructions
on the Work Order when the check box has been selected, for
instance, Clean Machine. Refer to Work Orders - Task Instruc-
tions

* WO Notification: A Work Order notification will be sent for
scheduled tasks when the check box has been selected. Refer to
Work Orders - Maintenance

* WO Default Item: The Default settings will apply to Work Orders
for this Customer location, as set out in the Work Order Man-

agement. Refer to Introduction to Work Management

11 = Most Important and 5 = Lease Important
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PHYSICAL LOCATION

In the Physical Location frame:

e Location Lines 1-4: Type in the Address / Location information, as

required using the available fields.

CUSTOMER SPECIFIC DATA

* Shipping Address: To select the shipping address, click on the
search button to display the Select the shipping address for this
customer screen, to select and add the shipping address for the

location.

A new company config flag (AutoUpdateShippingAddress) is available in

BPO2 v2.5.0.8 (or higher) to control automated shipping address updates
in BPO2 between contract items and equipment shipping addresses/ func-
tional location shipping address and ensures the shipping address cor-
relates to contract items shipping address. When you update the shipping
address on a contract the shipping address will reflect on the asset or func-
tional location. If the user updates the asset or functional location’s ship-

ping address, the shipping address will reflect on the contract item.

* SLA Hours1: Specify the Service Level Agreement for the Cus-

tomer Main Location.

1This is the Service Level Agreement that you have signed with your customer. It is
a contract of performance that you have agreed to. For example, if your customer
calls with a requirement for a part or service request and your agreed response time
to this customer (SLA) is 5 hours then you are required to have the part or tech-
nician on site within that time frame. receive compensation of a pre-agreed type
(usually also set up in the SLA).
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SAVE LOCATION

11. When you have completed adding the information for the Main Loca-

tion, click on Save.

$ - Add new functional location - BPO: Version 2.4.0.11 - Example Company = JLBL L2 ]
| @ | rome Equpment/locaions  Contract  Fnance /MR Inventory i /Projects Sales  Service  Reportng  Utiities - & x
&
— Physical
Site  Durban -
Location | Riverdale Ranch - Location Line 1 Riverdale Gardens
Location Line 2 East Twickenham
Component tionLine 3 Durban
PeseeiS it Location Line 4 KwaZuls Natal
Customer  Hope Works (Pty) Ltd r
| Cust Spedi
Type |Software Ik omer Specific
Class |Software Internal ol Shipping Address  Plot 91 Leaf Road Leaf Hills Ll
Documents &
- o ——ru 2 PSS -
Priority 235"
W tory
vl Tasks v WO Notification
=

Mainten:

Methodology
Open Windows ~ | User: JuandaK | 19/04/2021 | Version:2.4.0.11 | Example Company

12. When you receive the Functional Location message informing you that;

* The location: [functional location name] has been saved.
13. Click on OK.
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» @ Forest Hills Centre
83 Pine wilows centre

» @ Joly Farm Centre

» (Y stver Birch Centre
@ Lilies Quarter Centre
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{2} Non cuenT Beov2 TEST
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(i) WaterCrest Vilage Mal
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{fi} Riverdale Ranch

$ - Functional Locations for Customer HOPOO1 - 5P0: Version 2.4.0.11 - ¢ — —
[ e W Home Equipment /Locations ~ Contract Finance /HR Inventory /Projects  Manufacturing Procure Sales Service Reporting Utilities - F
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an - |
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\ Proce: J| Format .| Bxport Curre . o
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Links 2 Locations
= e: e Rllle

| User:JulandaK | 19/01/2021 | Version:2.4.0.11 | Example Company i

14. You can now view the newly added location in the Functional Loca-

tions for Customer screen.

$ - Functional Locations for Customer HOP0O1 - BPO: Version 2.4.0.11 - Example Company L e lfac]
| @ | Home | Equipment/locations  Contract  Finance /HR Inventory [Projects Sdles  Service  Reporng  Utlities - & x

A} =) = X
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| User;JulandaK | 19/01/2021 | Version: 2.4.0.11 | Example Company 4
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ADD SUB-LOCATION

To set up a second level of Locations,

=

From the Functional Locations for Customer [customer code] screen,

A

Ensure that the correct Site has been selected.

w

. Select the row of the main location you wish to ad d a sub location(s) to.

* The example has Riverdale Ranch selected.
4. Click on Add.

@ Short cut key: Right click to display the All groups menu list. Click on Add.

5. When you receive the Add Location message requesting;
* Do you wish to add a sub location?
6. Click on Yes.

$ - F — Functional Locations for C HOPOO1 - BPO: Version 2 r ol el (a5
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7. The Add new functional location screen will be displayed.

ADD SUB-LOCATION DETAILS

Update the details for the Sub-location as you would for the Main Location.

. Location: A When entering the location for a sub-location, it

will help you to identify it later if the Main Location description
forms part of the Sub-location description.
* Parent Location: This field will auto populate with the Main Loca-

tion you initially selected.

WORK ORDER

In the Work Order frame, tick the check boxes, as required:

* Tasks: Tasks for the location will be linked to the task
instructions on the Work Order when the check box
has been selected, for instance, Clean Machine. Refer
to Work Orders - Task Instructions

* WO Notification: A Work Order notification will be
sent for scheduled tasks when the check box has been
selected. Refer to Work Orders - Maintenance

* WO Default Item: The Default settings will apply to
Work Orders for this Customer location, as set out in
the Work Order Management. Refer to Introduction to

Work Management

SAVE SUB-LOCATION

8. When you have finished updating the Sub-location details, click on
Save.
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$ - & - Add new functional location - BPO: Version 2.4.0.11 - Example Company (= J(=a]x]
e_Hm i /locations  Contract Finance /HR  Inventory il /Projects  Manufacturi P Sales  Service  Repor’i - &2 X
Note that the main location a
description forms part
of the sub location description
r Physical Location
Site  Durban
Location  Riverdale Ranch Green Roof Location Line 1 Green Roof Warehouse
Warehouse
Location Line 2 Riverdale Ranch
Cor Location Line 3 Durban
|Pi| rent Location  Riverdale Ranch Location Line 4 KwaZulu Natal
Customer  Hope Works (Pty) Ltd L
rG Specific Data
Type  Spares Fadihd S
Class  Spares Manufacturer Pl = Shipping Address | Plot 91 Leaf Road Leaf Hills J)

Documents —

- P S
Priori 250"
w ry Work Order
v Tasks v/ WO Notification

— —

Maintenance

Methodology

Open Windows v | User : Julandak = 20/01/2021 = Version : 2,4.0.11 | Example Company b

9. When you receive the Functional Location message to confirm that;

* The location: [functional sub-location name] has been

saved.
10. Click on OK.
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® - Functional Locations for C HOPOO1 - BPO: Version 2.4.0.11 - Example el U (e
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@ WaterCrest Vilage Mall
| ﬁ o
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valmhm' | User : JulandakK = 20/01/2021 = Version: 2.4.0.11 = Example Company 4

11. Click the expand icon next to the Main Location to view the Sub-loc-

ation you have created.

Help v2.5.1.4 - Pg 12 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



Customers - Locations

a b F i L ions for Ci HOPOO1 - BPO: Version 2.4.0.11 - Example Company [ B [ x
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Methodology
Open Windows v | User : JulandakK = 20/01/2021 = Version: 2.4.0.11 = Example Company Y

EDIT LOCATION

Changes can be made to a Main Location, Parent or Sub-location.

1. From the Functional Locations for Customer [customer code] screen,

2. Ensure that the correct Site has been selected.

Help v2.5.1.4 - Pg 13 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



Customers - Locations

3. Select the row of the Main, Parent or Sub-location that you wish to
edit.
4. Click on Edit.

@ Short cut key: Right click to display the All groups menu list. Click on Edit.

$ - o'_> smal L ncations for G HOP0O1 - BPO: Version 2.4.0.11 - Example Company [=J(majlx
| @ | tome | Equipment/Locations Conbract Finance /MR Inventory  Mai [Projects  Manufacturi e T R
] ==
Q|2 X =) N7
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=
‘ |
0. o
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@' Lilies Quarter Centre
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B3 o cuEnT BPoV2 TEST
Documents -
5% epo2TEST 1
» (5% epo2Test7
WO History » {0} epo2Test2
» {5 epoTest3
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Failure Analysis
» % Kaoof Comer Mal
@ WaterCrest Vilage Mall
E ‘ @-Imvadye Ranch
[ 2. piverdale Ranch Green Roof Warehouse
=)
Maintenance
Methodology
Open Windows ~ | User : JulandaK = 20/01/2021 = Version : 2.4.0.11 = Example Company .

5. The Edit functional location- [customer code] screen will display.
6. Make the necessary changes to the location information as required.
* The example has an addition to the Physical Location, Line 4.

7. Click on Save to update the Location information.
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Edit functional location - BPO: Version 2.4.0.11 - Example Company (= (B ]J(x]
[locations  Contract  Finance /HR  Inventory /Projects  Man Sales  Service  Repor’k - & x
e i G
Site  Durban - Physical .
Location Riverdale Ranch * Location Line 1  Riverdale Gardens

v

tor)

Failure Analysis
Maintenance
Methodology

Open Windows v

Location Line 2  East Twickenham

Component Location Line 3 Durban

Parent Location

v

Location Line 4 |KwaZulu Natal,3600|

Customer  Hope Works (Pty) Ltd =
Type Software P re Specific Data
Class | Software Internal Pl = Shipping Address | Plot 91 Leaf Road Leaf Hills o
Category | Desktop Application o * Statours | 33
Priority 22"
Work Order
v Tasks v/ WO Notification
v WO Default Ttem

| User : Julandak = 20/01/2021 = Version : 2,4.0.11 | Example Company b

8. When you receive the Functional Location message to confirm;

* The location : [functional location name] has been saved.
9. Click on OK.
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$ - Functional Locations for Customer HOPOO1 - #1°0: Ver sion 2.5.0.4 - Example Compa 2.5.0.0 -
[ @ | Fome | Equpment/locatins Contiact  Fmance /[HR  Inventory  Maintenance /Projects  Manufachring  Proawement  Sales  Service  Reporting  Utiies - & x
, sl - @ (8

ol (el
Oz X BB & . &

|

Add  Edt Delete | Workspaces | Export Print Refresh

s &
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» (R} siver Bich Centre
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| User:JulandaK | 25/10/2021 | Version: 2.5.0.4 = Example Company v2.5.0.0 4

DELETE LOCATION

1. From the Functional Locations for Customer [customer code] screen,
2. Select the row of the Customer Location that you wish to remove.
* The image has Riverdale Ranch Green Roof Warehouse
selected.
3. Click on Delete.

@ Short cut key: Right click to display the All groups menu list. Click on Delete.
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4. When you receive the Delete Location message to confirm;
* Are you sure you want to delete this location: [functional
location name]

5. Click on Yes if you are certain about your selection.

$ - - Functional Locations for Ci HOPOO1 sion 2.4.0.1 e y -]
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Maintenance
Methodology

Open Windows ~ | User : JulandaK | 20/01/2021 | Version: 2.4.0.11 | Example Company

CUSTOMER LOCATION SERVICE HISTORY REPORT

The service history report displays the activities done for a location. This report can also
+

be generated from the Call Listing screen. Refer to "Calls - Functional Loca-

AW

tion Service History Report" on page 1

1. From the Functional Location for customer [customer code] screen,
2. Click on the row of the customer location you wish to print the service

history report for.
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3. Click on Print.
4. Click on Customer Location Service History.

$ - Functional Locations for Customer HOP0O1 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [=Jla ]l x|
}jﬁj Home locations  Contract  Finance /[HR  Inventory [Projects  Manufacturi Sales  Service  Reporting  Utiities - & x
¢ gl 4 [— ] SH 2
Ox B RE90 o
Durban -
Add Edit Delete | Workspaces | Export | Print Refresh
- -
Process 4| Format “ Exp Customer Lacation Service History ‘ &

Ll

Links n Locations
Enter text to seard R+
Functions m A‘;Fnresl Hills Centre

78
Lt
» 5%
(]
7N
-
7N
L
L
2%
LA
» 5%
Ll
y 5%
(]
<~
L
y 78
878
o
L

N

Pine Willows Centre
Jolly Farm Centre
Silver Birch Centre
Lilies Quarter Centre
NewHopeMal

NON CLIENT BPOVZ TEST
BPO2TEST 1

BPO2 Test 7
BPO2Test 2
BPO2Test 3
BPO2Test 4

Kloof Corner Mall
WaterCrest Vilage Mall
Riverdale Ranch

Riverdale Ranch

| User:JulandaK | 08/04/2022 @ Version:2.5.0.8 | Example Company v2.5.0.8 o

5. When you receive the Report Generation message to confirm;

Do you want to print the Customer Location Service His-
tory Report for location "[location name]"?

6. Click on Yes.
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$ - Functional Locations for Customer HOPOO1 - BPO: Version 2.5.0.8 - Example Co — el
[ @ [ Home | Equpment/iocaions Contract Finance/HR Iwentry Maintenance [Projects  Manufachwing  Proarement Sales  Service  Reporfng  Utiiies - & x
i 0 =
Q2 X & &
- Durban -

Add  Edt Delete | Workspaces | Export Print Refresh
‘ - -

Process Export a Current " o
Links n Locations
E t to search Rl
Functions 3 m Forest Hills Centre

o
{f] Pine Wilows Centre

» @ Jolly Farm Centre

» {3} iver Birch Centre

(I':‘} Liles Quarter Centre

m NewtHopeMal

Report Generation 4—6
75} Now cuEnT BrOV2Y g .

Documents P
ﬁ BPO2TEST 1 ya
De you want to print the Customer Location Service History Report for the
» {3y spoaTest 7 Iocation "Forest Hills Centre"?

» {0} sPo2Test2

» £8} pozTest 3 0o—— No

» {5} rozTests

, \/uj‘ Kloof Corer Mall
@ WaterCrest Vilage Mall
’ ‘/ﬁ} Riverdale Ranch

75} riverdale Ranch

| User:JulandaK | 08/04/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 Y

7. The Customer Location Service History Report will display in the
Report Preview screen.

8. From this screen you can make cosmetic changes to the document, as
well as Save, Zoom, Add a Watermark, Export or Email the Customer
Location Service History Report.

9. Click on Close to return to the Functional Location List screen.
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(2 preview +————————) - I= =]
File View Background w
DAl G (man 880 0 F- 0 alme - a » v o0 b -] [0l

g \ =
Customer Location Service History
Example Companyv2.5.0.8
StreetNo and Road Name POBox 1234
Area New Town
City Durban
South Africa South Africa
1234 1234
Reg No.: 0000000asa4521 Fax No.: 031124545
VAT No.: 0000000 Tel No.: 0311234567
Functional ForestHills Centre Physical Address: PlotS1 LeafRoad
S LeafHills
Customer: HOPOO1 Pink Town
Hope Works (Pty) Ltd Durban South
1234
3 C L ion Site
Part Code Qty Description
SP1020 3 Copier
1458-96523 1 K147 Kyocera Colour Copier
NMACH 3 New Machine
SP15-123456 3 5P19-12 Colour Copier
SP1919 1 SP1919 Sprint Colour MFC
SP2020 15 SP2020 Sprint Colour MF Copier
SP1818 3 Sprint copier
CallReferences  CNO00S2S1 Error Code:
Call Date: 16/10/2021
Technician: Theo Peterson Rectification Code: FIX .
Page 10f 15 100% (=) { ) (+)

FUNCTIONS TILES

The Customer Locations screen has its own set of Functions tiles that direct

you to additional information related to the Customer Location.

The Technical Specifications tile directs you to technical

information about the customer location. This information

can include; the Number of Floors, the Building Type, Secur-

ity Access, etc. Refer to Functional Location Technical Spe-

cifications

The Additional Data tile directs you to 10 additional fields

where further information related to the customer location

can be entered. Refer to Functional Locations Additional
Data
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1

WO History

Failure Analysis

il
B
E

Warranty

Maintenance
Methodology

MNU.061.018

The Documents tile directs you to a list of all the digital doc-
uments that have been linked to the customer location.
Refer to Functional Location Documents

The Work Order History tile directs you to a list of all Work

Orders linked to the customer location. From the Work
Orders for location screen you can Add, Edit, Delete, Close

and Complete a work order. Refer to Functional Location
Work Order History

The Failure Analysis tile directs you to a list all the failures

logged against the customer location. Refer to Functional
Location Failure Analysis

The Warranty tile directs you to the Warranty for Func-
tional Location screen. If there is a warranty linked to this
customer location, the details will be displayed here. Refer

to Functional Location Warranty

The Maintenance Methodology tile directs you to all the
Maintenance Methodology tasks linked to the customer loc-
ation, with the dates of the Last and Next Performance dis-
played. Refer to Functional Location Maintenance

Methodology
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