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We are currently updating our site; thank you for your patience.

SERVICE

INTRODUCTION TO MY WORK

The My Work screen deals with work that is assigned to a specific employee,

i.e. when | am logged in, | can only see work orders assigned to me.

This screen is very much like the call screen in that you can request parts, ser-
vices and loan units; book time, travel and expenses; as well as view customer

and machine detail (including warranty information).
This screen can be used by:

* a technician who does not use Tech Connect, but has access to
BPO in order to log his own part requests and book his time, etc.

* anyone assigned to the work order, where a call does not exist,
e.g. a work order was created to repair a machine in the work-

shop.

Ribbon Access: Service > My Work
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THE MY WORK LISTING SCREEN

* The My Work Listing screen will be displayed.
* This screen lists all open and completed work orders assigned to

the current user logged in to the system.
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THE WORK ORDERS FRAME

* Click on this tab to view a list of all work orders assigned to the

user logged in.
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Prior Work Orders and Work Order Technicians Frames
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* In the Work Orders frame, click on a work order that has a bold
(active) expand button in front of its row.
" Note: If the expand button is bold as opposed to
feint then this indicates that there is hidden content.
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The Prior Work Orders and Work Order Technicians frames will be expan-
ded.

PRIOR WORK ORDERS

e Click on the Prior Work Orders tab to display a list of prior work

orders for this serial number.
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WORK ORDER TECHNICIANS

* Click on the Work Order Technicians tab to display a list of tech-

nicians linked to this work order.

Help v2024.5.0.7/1.0 - Pg 8 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cC o=
Introduction to My Work

. Wy Work - B0 Vermon 21038 - Example Company
tome | Empmentdlocatons  Conract  Frunceand i Ineniory  Maence andProjecs Mamufacheng  Arocrement Sdes Senr feporing Ut - & X

A -3 BBk o
OiZ00 ¥ ﬁ E0% 4 &4 B @
M It Coepels St Swelwadt Wolmaes | Pmicel Pt S | Proledt VewCatmer | Bt | Rebedr

¥ Report WO Hatory | Pricress

Work Ordess | vk Recuests

WOCode Witempion Stehame  Shhs WOTje WOTypeDesc  Ogrief  Orignlest  Orgnlfype  Cstomer(ode Cistomesfione Deptiame  Sch
'

WOOO01502  RSIVLITAD-Iwme-PwiColics., Duben M [R Difault PRIGO0N0S e repacing PMIG HOPOL FpeWols Tedtmd B

WOOOOIS6  Creaied frprodstonbutch-istl Db 0 MM Manficiang -
B WoM0152  Machee servce requred ot 0 R
b E WO0014Y  Coper tobe repsred frtn 0 BB Mahwelman i

P Vherk vy | Wk Ordr Techvacans |

i

]
i ]
Cpen Windows = 1THay B8

Help v2024.5.0.7/1.0 - Pg 9 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cC o=
Introduction to My Work

VIEW WORK ORDER DETAILS

* Making sure that you are in the Work Orders frame, click on the
row selector in front of the work order that you wish to view the

details of.
¢ Click on Edit.
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The Maintain WO - Ref [ ] screen will be displayed. Here you can view:
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1. The main work order details.

2. The call or project reference - if this work order is linked to a call or pro-
ject.

3. Scheduling details.
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EQUIPMENT INFO

* In the Maintain WO - Ref [ ] screen, click on the Equipment Info

tab on the right side of the screen.
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The Equipment Info docking panel will be expanded. Here you can view:
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1. Equipment Information details (e.g. part no., model no.)

2. Warranty

information

3. Equipment Notes
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CUSTOMER INFO

* In the Maintain WO - Ref [ ] screen, click on the Customer Info

tab on the right side of the screen.
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The Customer Info docking panel will be expanded.

Here you can view:
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1. Customer Information details (e.g. phone no., address).
2. Customer Notes
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REQUIRED CRAFTS

* In the Maintain WO - Ref [ ] screen, click on the Required Crafts

tab on the right side of the screen.
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The Required Crafts docking panel will be expanded.

Help v2024.5.0.7/1.0 - Pg 21 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential




TECHMNOLOGSTES

Introduction to My Work

* Here you can view a list of the crafts and the corresponding

labour time and crew size needed to complete this work order.
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ADDITIONAL DATA

* In the Maintain WO - Ref [ ] screen, click on the Additional Data

tab on the right side of the screen.
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The Additional Data docking panel will be expanded.
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* Here you can create customised fields of additional data per-

tinent to this work order if required.
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THE FUNCTIONS TILES

On the left side of this Maintain WO screen is the Links docking panel. This
panel contains tiles that direct you to more information linked to the selected

work order.

Time

* In the Maintain WO - Ref [ ] screen, click on the Time tile.
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The Time bookings for WO Code [ ] screen will be displayed.
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* Here you can Add to, Edit, Delete and View a list of labour time

bookings linked to this work order.

[ MLOL Mgl Mhe AN [SMay XU b1 )L 0.0 0.5 it 100 e Labir g
0 el e TN UMy 3 My X8 10000 1:0G00 i pA] 0% 100 P
Cpen Windng * HEC TR

' Time bookings for WO Code WOOI1663 - BPC: Version 11,038 - Examphe Company
fome | Epmeimdloaben G Fricewdil ey Mwevesdfopc  Mawlcng Fooeel Se Snde Redy (s - B X

OuX0 § %O

A Bdt Deete Bak | Seelot | Bgodt | Aefedh

Erpoyedtimber Frivume  Laiflome Cofime Schediediinotr Swilpie » SwlTme  AmiaTee  Exlaboution Replstors Ovetmeton Diertnefici Gt Blibie

Help v2024.5.0.7/1.0 - Pg 28 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Introduction to My Work

Services

* In the Maintain WO - Ref [ ] screen, click on the Services tile.
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The Internal Services for WO Code [ ] screen will be displayed.

* Here you can Add to, Edit, Delete and View a list of requests for

in-house service (non-stock) work linked to this work order.
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THIRD PARTY SERVICES

* |n the Maintain WO - Ref [ ] screen, click on the Third Party Ser-

vices tile.
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The Services Requests for WO Code [ ] screen will be displayed.
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* Here you can Add to, Edit, Delete and View a list of requests for

third party contract work linked to this work order.
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Parts

* In the Maintain WO - Ref [ ] screen, click on the Parts tile.
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The Part Requests for WO Code [ ] screen will be displayed.

* Here you can Add to, Edit, Delete and View a list of requests for

parts from store linked to this work order
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Purchase Orders

In this screen you can also view the Purchase Orders linked to each part

request.

* Click on the row selector in front of any part request.
* Click on the Purchase Orders tab on the right side of the screen.

Help v2024.5.0.7/1.0 - Pg 38 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cC o=
Introduction to My Work

h ¥ Pt Requests for WO Code WOUN1643 - BRO: Venion 31,098 - Exarmple Comparny
'Hm B wdiociters  Convad  Frace R Ity mﬂﬁmmﬁmmmhﬂﬂm-ﬂ*

] A ™ Em =3 WG =R W L,
QX0 & B % FaPRY G " Gd%

AR Bt Dedle Bao | Srelaydt Wolmeonw SweRily | Reqision fme o'y Role Chiege Remp
¥

Mgl ¢ Rebeh | e Eipert
Wihie  Part

gy e

fectiy Puilode  PartDex Faffype Warchosebame Briocatonilame  Quintly lmediiod Soucelipe Requrediale Stte Propcfel Promchiec Colefwene (5

EASE R SRS Mg o

Bﬁmﬂlﬂ AX Backbrer PNN € Mor Washouse  CEWAL i L00 WEDR  ISMay 0l RO
PolE DRI Dnm § Han Warehouse CBN-AL Lo 000 Wk LMyl N
(e Wik ® 1Thay ;
1= =

* The docking panel will be expanded to display all the purchase
orders linked to the selected part.
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Loans

* |n the Maintain WO - Ref [ ] screen, click on the Loans tile.
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* If your initially selected work order is not linked to a call then the
following BPO processing message will pop up;
* Loans can only be created against work orders

linked to a call.
¢ Click on OK.

- Maintain WO - Ref WO0001663 - BPO: Version 2.1.0.65 - Bample Company — (m] P8

iHnme i Equipment and Locations  Contract  Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement Sales  Serwvice Reporting  Utlites — & X
HO = o
=N+ <
Save Back Save Layout Print

Maintain Forma: Print

Links : =
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g
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. g

edEnd [14n208 - [oo:0000 2+ 5

s

= B Py =

T ok start [18unz08 v [os0o0 3 =

@

Work mechalEnd | 18002018 - [:3000 2 €

5 F a

Functional Location () Equipment ©) Delay Comments  Client not available until the actual =

start date. o

Ttem 195-12345 P+ |* =

Rectification Code Replaced components =
Comment
Rectification Parts replaced, machine cleaned
Swap Outs Comments and tested, Job complete
Meters |
Open Windows ~ | | 110ct2018 7

1. Go back to the My Work listing screen and select a work order that is
linked to a call.

2. Check the Origin Type and Origin Reference column to see whether
the selected work order is linked to a call

3. Click on Edit.
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¥ My Work - BPO: Version 2.1.0.65 - Example Company = (m] X
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S o L5
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¥
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Paper jam and colour toner ... Durban [s] REP Machine Repairs | CALL CN0000583 | Paper jam and cal... HOPOD1 Hope Works Technical 1.
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Created for production batc... Durban (o] MN Manufacturing 2
Copier to be repaired Durban [s] REP Machine Repairs 1
‘ b
Open Windows + |  110ct2018 %

e The Maintain WO - Ref [ ] screen will be displayed for the selec-
ted work order that is now linked to a call.
* Click on the Loans tile.
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¥ Maintain WO - Ref WO0001701 - BPO: Version 2.1.0.65 - Example Company = (m] X
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The Loan Requests for WO Code [ ] screen will be displayed.

* Here you can Add to, Edit, Delete and View a list of loan requests

from store linked to this work order.
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Loan Requests for WO Code WODD01701 - BPO: Version 2.1.0.65 - Example Company = (m] X
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Swap Outs

* |n the Maintain WO - Ref [ ] screen, click on the Swap Outs tile.
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If your initially selected work order is not linked to a call then the

following BPO processing message will pop up;
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* Only call related work orders can process swap outs,
you cannot process this transaction.
e Click on OK.
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1. Go back to the My Work listing screen and select a work order that is
linked to a call.
2. Check the Origin Type and Origin Reference column to see whether

the selected work order is linked to a call
3. Click on Edit.

b4 My Work - BPO: Version 2.1.0.65 - Example Company = (m] X
| Home | Equipmentand Locations Contract FinanceandHR  Inventory Maintenance and Projects  Manufacturing  Procurement Sales Service Reporting  Utliies — & X
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1 b
Open Windows ~ | | 110ct2018 7

* The Maintain WO - Ref [ ] screen will be displayed for the selec-
ted work order that is now linked to a call.
* Click on the Swap Outs tile.
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hd Maintain WO - Ref WO0001701 - BPO: Version 2.1.0.65 - Example Company == (m} x
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Rectification Code Y
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Open Windows + | 110ct 2018

The Swap Outs for WO Code [ ] screen will be displayed.

* Here you can Add to and View a list of swap outs from store

linked to this work order.
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hd Swap OQuts for WO Code WOO0001701 - BPO: Version 2.1.0.65 - Bxample Company = (] X
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Meters

* |n the Maintain WO - Ref [ ] screen, click on the Meters tile.
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hd Maintain WO - Ref WO0001701 - BPO: Version 2.1.0.65 - Example Company == (m}
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rLinks : I
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The Meters for WO Code [ ] screen will be displayed.

* Here you can view a list of the meter readings for the items

linked to the selected work order.
* In this screen you can edit/add to the Reading Date, Reading

Time, Meter Reading and Comments columns as required.
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Meters for WO Code WO0001701 - BPQ: Version 2.1.0.65 - Example Company
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Open Windows + 110ct 2018 %

Expenses

* |n the Maintain WO - Ref [ ] screen, click on the Expenses tile.
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The Expense Claims for WO Code [ ] screen will be displayed.

* Here you can view a list of the expense claims linked to the selec-
ted work order.
* In this screen you can Add, Edit or Delete expense claims as

required.
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Travel

* |n the Maintain WO - Ref [ ] screen, click on the Travel tile.
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The Travel Claims for WO Code [ ] screen will be displayed.

* Here you can view a list of the travel claims linked to the selected
work order.
* In this screen you can Add, Edit or Delete travel claims as

required.

Help v2024.5.0.7/1.0 - Pg 55 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOL OGTES IntrOduction to My Work

hd Travel Claims for WO Code WO0001701 - BPC: Version 2.1.0.65 - Example Company = (m} X
Home | Equipment and Locations  Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing Procurement Sales  Service Reporting  Utiites — & X

O X0 R & =

Add Edit Delete | Back Save Layout | Refresh | Export

fid Full Name | fid Travel Date  fid Distance | fid Rate fidRate Code  fid Rate Description  fid Description | fid Destination | fidBillable fid Status

¢
¥ | Abigail Mine 11 0ct 2018 46.00 3.5000 5TD Normal Travel Rate Drove to and from dlient premises.  Richmond No A

Open Windows + Wl 11 Oct 2018 %

Documents

* |n the Maintain WO - Ref [ ] screen, click on the Documents tile.
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Open Windows +

The Documents for WO Code [ ] screen will be displayed.

* Here you can view a list of the digital documents linked to the

selected work order.

* In this screen you can view, Add, Edit or Delete digital documents

as required.
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Warranties Issued

* |n the Maintain WO - Ref [ ] screen, click on the Warranties

Issued tile.
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The Issued Warranties for WO Code [ ] screen will be displayed.

* Here you can view a list of the issued warranties linked to the

selected work order.

* In this screen you can Add, Edit or Delete warranties as required.
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Instructions

* |n the Maintain WO - Ref [ ] screen, click on the Instructions tile.
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The Instructions for WO Code [ ] screen will be displayed.

* Here you can view a list of the instructions linked to the selected
work order.
¢ In this screen you can Add, Edit, Delete or Complete instructions

as required.
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Images

* In the Maintain WO - Ref [ ] screen, click on the Images tile.
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The Images for WO Code [ ] screen will be displayed.

1. The left side of the screen will list the employee name and details of
the image name, date, create date and time. Click on the row selector
in front of the image name that you wish to view.

2. On the right side of the screen, is where you can view the image , when

you have selected the row on the left.
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Work in Progress

* |n the Maintain WO - Ref [ ] screen, click on the Work in Pro-

gress tile.
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The Work in Progress for WO Code [ ] screen will be displayed.

1. Here you can view a list of all the work in progress for the selected
work order.

2. In this screen you can Return the item linked to the WO, Invoice the
WO, Invoice the Call or Project (depending on whether the work order

is linked to a call or project).
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Maintenance

* |In the Maintain WO - Ref [ ] screen, click on the Maintenance
tile.
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The Maintenance Methodology for Asset: [ ] screen will be displayed.

* In this screen, you can Add, Edit or Delete a maintenance meth-

odology as required.
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THE PROCESSING TILES

Quotes

* |n the Maintain WO - Ref [ ] screen, click on the Quotes tile.
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The Sales Quotes for Work Order [ ] screen will be displayed.

* Here you can view a list of the sales quotes linked to the selected
work order.

* |n this screen you can Add, Edit, Delete or View a selected sale
quote.

* You can also Accept, Reject or Convert the sales quote to an

order as required.
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Orders

* |n the Maintain WO - Ref [ ] screen, click on the Orders tile.
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The Sales Orders for Work Order [ ] screen will be displayed.

* Here you can view a list of the sales orders linked to the selected

work order.

* In this screen you can Add, Edit, Delete or View sales quotes as

required. You can also Create an invoice, Create a New Deal

Sale or Project and Add Items to the linked work order as

required.
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Invoices

* |n the Maintain WO - Ref [ ] screen, click on the Invoices tile.
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Savelayout | Print

4| For Print .

armat
a S ——
) Description | Paper jam and colour toner not o1 RefType ReferenceType Referencelo
prin
I CAL Call Reference CNOODDSE3

PMNG Project Reference
Requestor | Abigaitine v+
WO Type |Repair <]*  rSchedule:
Priority |3 - AssignedTo Edlones < ®
- _—

Rl

RequestDate | 120ct2018 v [0%:5805 & Assigned By  Abigail Mine x
Status |0 Onen Scheduled Start | 120ct2018 = | 00:00:00
Billable [ Scheduled End | 130ct 2018 = | 00:00:00

Capitalise || Actual Start | 11 Nov 2018 > |12:00:00

RTINS

[ e opainbay || ol s || Beq FioRppy | | ool weudinga | |

Wi Osdler Meom ActualEnd [ 1iNov 2018~ |120000 &
Functional Location () Equipment ©) Delay Comments | Currently on Schedule
Ttem 204985858 poxl*
Rectification Code -
Comment
Rectification
Comments

Completion Date | 11Nov 2013 - |12:00:00 %

| 140ct2018 %

The Sales Invoices for Work Order [ ] screen will be displayed.

* Here you can view a list of the sales invoices linked to the selec-
ted work order.
* In this screen you can Add, Edit, record Comments and Refer-

ences and View sales invoices as required.
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| Home | Equipment and Locations Contract Finance and HR Inventory
Oz B = =
Add Edit Commentand  View Save Layout Workspaces Print
Reference .2

Maintenance and Projects ~ Manufacturing  Procwrement  Sales  Service  Reporting  Utliles — & X

ER | oubn <] 450
T | [ouban O
Export | [new + Refresh

Print rent ‘

4 Curren

InvoiceNo CustomerCode  CustomerName  InvoiceDescription  InvoiceValue | Currency | InvoiceStatus ExchangeRate | TaxRate | InvoiceDate SalesmanEmpiNo | SalesmanName  Status

INVDD0D434  HOPODL Hope Works ~ 1AB11/10/2018 149.50 ZAR N 100 1500 120ct2.. MILOOL Abigal Mine A

140ct 2018 7

Issues

¢ Click on the Issues tile in this screen.
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j Home | Equpmentandlocations Contract  FinanceandHR  Inventory  MantenanceandProjects  Mamufacturing

Procurement  Sales  Service  Reporting  Utliies  — & X
T ¢ o [= == - = | ————
(] ; = @ Lg |ﬁ o=
4 = =

| [purben - S

s Bxport | [new +  Refresh

Edit Commentand View

Print.
Reference

Save Layout  Workspaces

Maintain .| Format Current
a
InvaicelNo CustomerCode  CustomerMName  InvoiceDescription  InvoiceValue | Currency | InvoiceStatus ExchangeRate | TaxRate | InvoiceDate SalesmanEmpiNo | SalesmanName  Status
Functions ¥
b INVOODO434 HOPODL Hope Works ~ 1AB11/10/2018 149.50 ZAR N 100 1500 120ct2.. MILOOL Abigail Mine A
Open Windows | 140ct2018 %

The Issues for Sales Invoice: [ ] screen will be displayed.

 If there are any part issues linked to the selected sales invoice,
they will be listed in this screen.
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| Home | Equipmentandlocations  Contract  FinanceandHR  Inventory  Maintenance andProjects  Marufsctring  Procurement  Sales  Service  Reporting  Utliies — & X

P = £ ﬁL =
(== ; N

@ @ H &
Back | Savelayout Workspaces | Print Export | Refresh

| |

Docho DocType EventDate  PartCode PartDesc WarehouseName BinLocationName  SerialNo UnitCost Quantity Value

=
Open Windows v 140ct 2018 4

Credit Notes

* |n the Maintain WO - Ref [ ] screen, click on the Credit Notes

tile.

Help v2024.5.0.7/1.0 - Pg 76 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential




cC o=
Introduction to My Work

= Maintain WO - Ref WODD01701 - BPO: Version 2.1.0.65 - Example Company - O bt
I Home | Equipmentand Locations ~ Contract  FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procorement  Sales  Service  Reporting  Utiities — & X
H @
Save Back | Savelayout | Print
print
Links : S
Description | Paper jam and colour toner not o1 RefType ReferenceType Referencelo g
print
T cAL Call Reference CNOODDSE3 a3
PMNG Project Reference =
5
(=
e x
Requestor | Abigail Mine -|* =
e 5
WO Type | Repair v|* Schedule = z
0 o
Priority |3 - Assigned To | Ed Jones .= =
Request Date [120ct2018  ~ |08:58:05 = ASagned iy, | Aol ke bl g o
Status [0 -open Scheduled Start | 12 Oct 2018 ~ |ooooon 3 i
3
Billable [ Scheduled End | 13 0ct 2015 - §00:00:00 = o
S
Capitalise || Actual Start | 11Nov 2018 = |1200:00 = =
@
— i
Wi Osdler Meom ActualEnd [ 1iNov2018  ~ [1200:00 3 =
= _ oo — L 3
Functional Location () Equipment ©) Delay Comments | Currenty on Schedule =
5
Ttem 204335398 P +|= =
Rectification Code -
Comment
Rectification
Comments
Completion Date | 11Nov 2018 = |12:00:00 3
['Meters |
Open Windows + | 140ct2018 7

1. The Sales Credit Notes for Work Order [ ] screen will be displayed.
2. Here you can Add, Edit, Delete, View, Release for Approval, Remove
from Approval, Approve or Reject the selected credit note.

Returns

e Click on the Returns tile
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Equipment and Locations Contract Finance and HR. Inventory Maintenance and Projects Manufacturing Procurement Sales Service Reporting Utilities - & x

— S

Export | 1 Refresh

: == =
@ 96| [ =4

Save Layout  Workspaces

é [ Durban

CrhMoteNo | CustomerCode | G [+ CrioteDescripton  Currency ExchangeRate TaxRate CrioteDate CrhioteTime SalesmanEmpiNo SalesmanName Comments Statu:

Open Windows =

| 140ct 2018 7

* The Returns for Sales Cr Note screen will be displayed.
* If there is a part return linked to the selected sales credit note,

then this will be listed in this screen.
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Back | Savelayout Workspaces Print  Export | Refresh
Format
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THE WORK REQUESTS FRAME

* Go back to the My Work Listing screen and click on the Work

Requests tab
* Alist of work requests assigned to this specific employee will be

displayed.

® Note: A work request can be raised if additional work

is required, which can be viewed and approved / rejec-

ted by a supervisor or manager and will then become a

work order.
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My Waork - BPO: Version 2.1.0.65 - Example Company O

LT X
Equpmentand Locations  Contract  FnanceandHR  Imventory  MaintenanceandProjects  Manufactwing  Proarement  Sales  Serviee  Reporfing  Utiities - ® x
(=] — S =
2 ml )y
) o = = |
A\ 4 @ = 4 LH o
Complete  Start Save Layout Workspaces Pr Export Refresh

Work Orders I Work Requests I

WRCode Description WOType |WOTypeDesc Status Priority | AssigneeNumber EmployeeNumber RequestorType RequestDate  RequestTime | ScheduledStartDate | ScheduledFiy
.
+ WROODOOS4  New drum requested to complete repair requirements, DR Default o 2 MILOOL SHADO1 3 22May 2018 0410:24  22May 2018 22 May 2015}
WRO0000057  Service Request SERV o 2 MILoo1 SHADO1 i 10302038 13:23:23 10 Jul 2018 10 Jul 2018
‘ v
Open Windows = 140ct 2018 4

BPO.MNU.073
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