cCOO=
All Open Tickets

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

SERVICE

ALL OPEN TICKETS

BPO_Ticketing is an application that gives the user the ability to view and /
or work on Calls and / or Projects where they are the owner (responsible per-

son) for the Call or the Project’s underlying work order.

It also gives the user the ability to create ticket assignments to pass the work

to the next responsible person, as required.

Ribbon Access: Service > All Open Tickets
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The All Open Tickets screen will be displayed.
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All Open Tickets

A list of all tickets (Work Orders) for all users is displayed.
You can view tickets (Work Orders) that you have created and assigned
to an employee. You can also see any tickets (Work Orders) that other
employees have created and assigned.
All tickets (Work Orders) are listed, regardless of status.
This screen also lists the:

* the Work Order Type

* the Work Order Type Description

* the work order Priority (1 = Most Important, 5 = Least

Important)
* any Notes linked to the work order
* the Create Date of each work order

v All Open Tickets - BPO: Version 2.1.0.69 - Example Company = O .
PP | Home | Equipmentand Locations  Contract FinanceandHR  Inventory Maintenance and Projects  Manufacturing Procurement Sales Service Reporting Utlites — & %
&7l = ] = =
o T O & s
Edit Savelayout Workspaces SmveFiter | Refresn ) /-‘)g)\ f@
Vot 2| Curent .| Export }J_«/ \‘*\\ ’/ \, .
y «#f/ \!k ¥ \«a Y
WOCode ~ Description LWOType WOTypeDesc Priarity | Mote CreateDat= | CreateBy AssignedTo Status  Read
o A
WO0001694  TT009 - Daily, Mono 1000 - Call.. SM Scheduled Mai.. 2 vice Abigail Milne  Befinda Sharman N No
WO0001693  TT011 - Daily, Mono 1000, Colo... SM Scheduled Mai... 2 Service /08/... AbigailMilne  Belinda Sharman N No
87 chine fr .. DR Select Call Type 2 Return all from short term... 2018/07/... Abigail Milne  TheoPeterson N No
iine from: DR Select Call Type 2 Return all from short term... 2018/07/.. Abigail Milne  Theo Peterson N No
678 ine fre DR Select Call Type 2 Return all from short term... 2018/07/.. Bianca Du Toit Bianca Du Toit H No
WO0001671  Machine faulty, loan unit requ.. REP Repair 2 Machine faulty, loan unit r.. 2018/07/.. ChrisHaynes TheoPeterson N o
WOO0D01668  SP240 New Deal. DR Select Call Type 2 SP240 New Deal. 2018/05/... Abigail Milne  Abigail Milne N No
4 Test calllist S 1T Requirement 3 Testcalllist refreshing aft.. 2018/05/.. AbigailMine  Abigail Milne N N
WO0001626  Test new swap out process on ... THST Installation 3 Testnew swap out proces.. 2018/01/.. BiancaDuToit BiancaDuTeit N o
Site i DR Select Call Type 2 Machine Installation 2018/10/.. AbigailMilne TheoPeterson N No
Test with s.. TNSP Inspection 2 Testswap out with serialis... 2017/10/... Bianca Du Toit Chris Haynes N No
W00001596  Idontunderstand this at all INST Installation 2 I1dontunderstand thisatall 2017/10/.. Bianca DuToit Bianca Du Toit L] No
WO0001591  RSIV1.37.0.0 - Tssue - Part Cat.. DR Select Call Type 2 RSIV1.27.0.0- Tssue - Part.. 2017/09/.. Bianca DuToit Belinda Sharman M No
WO0001590  Test Project for WebPortal bac.. DR Select Call Type 2 TestProject for WebPortal.. 2017/09/.. BiancaDuToit BiancaDuToit N No
WO0D01588  Service required - check on so... TON Toner Required 2 Service required - check o... 2017/09/.. Bianca DuToit Chris Haynes N No
WOO0D01587  Service required - remember t... TON Toner Reguired 2 Service required - remem... 2017/09/.. Bianca DuToit BelindaSharman N No
WOD001567  Return all from short term con... DR Select Call Type 2 Return all from short term... 2017/08/.. Bianca Du Toit Ed Jones N No
WO0001550  New deal rental contract NDR New Deal Rental 2 MNew deal rental contract 2017/08/... Bianca Du Toit Bianca Du Toit N No
WO0001546  Machine service required - not... SERV Service 1 Machine service required ... 2017/08/... Bianca DuToit Chris Haynes N No
WO0001537 1234 HNDS New Deal Sale 2 1334 2017/08/.. Bianca Du Toit EdJones L] No ~|
Count: 147
‘. »
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¢ Read: This column shows whether the ticket has been read ( Yes )

or not (No).
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All Open Tickets

Reference: This column shows whether the ticket is linked to a

Call, a Project or a stand alone Work Order

Customer Code: If a ticket is linked to a customer - the customer

code will be listed here.

Customer Name: If a ticket is linked to a customer - the customer

name will be listed here.
the number of Days that the ticket has been Unattended
the number of Days that the ticket has remained Open

the Elapsed Hours
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IMPORTANT NOTES

Ownership

1. Ownership: If the user is not the responsible person:
i. That user can take ownership of the call in BPO2 by selecting the
call in the Call Listing screen and clicking on My Call.
ii. The Call Centre person can Assign you to be the responsible per-

son in the Call Listing screen.

The My Tickets Screen

2. A User can see only tickets specifically assigned to them or what they

have assigned to someone in the My Tickets screen.

Unread Tickets

3. Unread tickets: these tickets have not been opened for viewing - the

text will be in bold and the Read column will state No.

Read Tickets

4. Read tickets: As soon as a ticket is opened for viewing - the text will no_

longer be in bold and the Read column will state Yes.
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b4 All Open Tickets - BPO: Version 2.1.0.69 - Example Company = O X
= T E—— R Ry ) Sy S ety Wl o £ 0
EE
B B % & &
Edit Savelayout Workspaces Save Filter Refresh Export
-
Process a Format 4| Current 4| Export . ﬂ
03 oolumn header hiere to group by that column
- : — =" S
| CreateDate | CreateBy \assignedTo /' Status\Read Refersnce | Customercode | Customerame | DaysUnattended |DaysOpen Eapsedours |

:

Count: 147

TICKET COLOUR

1. Blue: The ticket has been assigned to another employee.
2. Red: The ticket has been assigned to you and is for your attention.
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b4 All Open Tickets - BPO: Version 2.1.0.69 - Example Company = O X
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-

Process . Q\Fnrmat 4| Curent 4| Export 4
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Count: 147 |

VIEW A TICKET

Either,

1. Select a ticket.

2. The colour of the ticket will change to grey.

3. You can right click anywhere on the selected ticket to display a Pro-
cess menu.

4. from this menu, select Edit - Edit Ticket.
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All Open Tickets

% = All Open Tickets - BPO: Version 2.1.0.69 - Bample Company - m] X
Home | Equipmentand Locatons Contract FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reportng  Utlites — & X
a1 =] - g p—.
v B B ¥ & M|
Edit Sawe Lavout Workspaces  Sawe Filter Refresh Export
WOCode  + Description WOType | WOTypeDesc Priority | Note CreateDate  CreateBy AssignedTo Status
¢
WO00001694  TT009 - Daily, Mono 1000 - Call.. SM i 2 vice 2018/08/.. Abigail Milne  Belinda Sharman N
WO00001603  TT011 - Daily, Mono 1000, Colo... SM Mai... 2 vice 2018/08/.. Abigail Milne  Belinda Sharman M
87 Return iine from DR Select Call Type 2 Return all from short term contr.. 2018/07/.. Abigail Milne TheoPeterson N
Return machine from contract.. DR Select Call Type 2 Return all from short term contr... 2018/07/.. Abigail Milne  Theo Peterson ]
‘WO0001678  Return machine from contract.. DR Select Call Type 2 Return all from short term contr... 2018/07/.. BiancaDuToit BiancaDuToit N
WO0001671  Machine faulty, loan unit requ... REP Repair 2 Machine faulty, loan unit request... 2018/07/... Chris Haynes TheoPeterson W
WO0001668 SP240 New Deal. DR Select Call Type: 2 5P240 New Deal. 2018/05/24  Abigail Milne Abigail Milne N
Test call list hing afters.. IT IT Requirement 3 Test call list refreshing after savi.. 2018/05/... Abigail Milne  Abigail Milne H
WO0001626  Test new swap out process on ... INST Installation 3 Testnew swap out process on te.. 2018/01/.. BiancaDuToit BiancaDuToit M
site i i DR Select Call Type 2 Machine Installation 2018/10/... Abigail Milne TheoPeterson M
WOD001600  Test swap out with serialised s... TNSP Inspection 2 Test swap out with serialised sto... 2017/10/.. Bianca DuToit Chris Haynes N
WO00001596  Idont understand this at all INST Installation 2 Idont understand this at all 2017/10/.. Bianca DuToit Bianca Du Toit N
‘WO00001591 RSIV1.27.0.0 - Issue - Part Cat.. DR Select Call Type 2 RSIV1.27.0.0 - Issue - Part Cate.. 2017/09/.. BiancaDuToit Belinda Sharman N
|L||wooeo15w Test Project for WebPortal bac... DR Select Call Type | 2 Test Project for WebPortal back ... 2017/09/... Bianca DuToit BiancaDuToit W |
WOO001588  Service required - check on so... TON 2 Service required - check on som... 2017/09/... Bianca DuToit Chris Haynes n
WO0001587  Service required - remembert... TON 2 Service required - remember to... 2017/09/.. Bianca DuToit Belinda Sharman M
1567  Return all from short term con... 2 Return all from short term contr... 2017/08/.. Bianca Du Toit Ed Jones Ll
1550  New deal rental contract il » é::\lz:rrFi\bers deal rental contract 2017/08/.. Bianca Du Toit Bianca Du Toit L]
1546 Machine service required - SERV ice required - not s... 2017/08/... Bianca Du Toit Chris Haynes ]
1537 1234 HDS 1234 2017/08/.. Bianca Du Toit Ed Jones N i
Count: 147
]
Open Windows + 10 Apr 2019 ]

Or,

¢ Select the ticket.

e Click on Edit.

Or,

* Double click on the selected ticket.
* In this image, DWOO0000239 has been selected.
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% s All Open Tickets - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL - m] b4

: Home | Equipmentand Locations Contract FinanceandHR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales Service Reporting  Utlities — & X
=
(=]
] B B & © T
Export

Save Layout Workspaces  Save Filter | Refresh
-

Farmat

THE TICKET MAINTAIN SCREEN

The Ticket Maintain Screen will open.

1. Work Order Description: This is the work order description.

2. Search field: To search for any ticket in the ticket thread; type in the
text and click on Find. To clear the search; click on Clear.

3. Customization bar: You can customize the look of the ticket thread to
your liking by clicking on any of the icons. If you hover any icon, the
icon description will pop up.

4. Ticket Thread: This is where all tickets linked to the selected work
order are displayed.

* Note: The tickets are in inverse chronological order. The
recently created ticket will always be on top of the list.

5. Assignment: You can see the assignor, assignee and the date the ticket
was created.

6. Comments: These are the tickets (comments) related to the work

order.
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= Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL - m] X
- |Hume | Equipment and Locations - Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utiities — & 0%
© 00 & R

Time Entry Complete | AddMew Close Refresh Save Layout Workspaces
Work Ticket  Ticket 2

Process i Ticket 4| Current Format
[TT072 -2 Munﬂ'\I‘ -Call per WO

Wo Code  DWOO0D00233

WO Reference | DCNO0DDOS3

‘WO Create Date 2017]556

Work Order | Customer | cal |

Ticket Thread O || Work Order Notes o R
| Enter text to search.. v | Find | Clear I|

Note Date Time CreateDate
BmiBle B & ,;?l' s v
Assigned To: James Magombo | Assigned By Judith Mudzengi (Created: 2019/03/12) i » Meeded asap 12Mar 2019 14:36:17 | 2019/03/12

Assigned To: Judith Mudzeng | Assigned By :Judith Mudzengi (Created: 2017/11/06)

3
Open Windows +

| 12Mar 2019 4

L TICKET MAINTAIN SCREEN TABS

* Work Order: Click on this tab to view the work order details.

* Customer: Click on this tab to view the customer details. All fields
are populated if the work order is linked to a customer.

* Call / Project: Click on this tab to view the call/project details. All

fields are populated if the work order is linked to a call / project.

> WORK ORDER NOTES

* In this frame, you can view the linked work order notes and the

date and time that they were created.
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Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL

- ] X
|Hume| Equipment and Locations - Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utiities — & 0%
G G 5 =
9 © 0 v
Time Entry Complete | AddMew Close Refresh Save Layout Workspaces
Work Ticket  Ticket 2
Process | Ticket 4| Current Format
[TT072 - 2 Monthly - Call per WO
WO Code | DWO0000239
o WO Reference | DCNO0DDOS3
] ‘WO Create Date m]yjnfns -
| weriorder | customer | cal |
Ticket Thread o || work order otes o s
Enter tex *| Find || Cear | |
Naote Date Time CreateDate
BomBe@e | OP

7

Assigned To: James Magombo | Assigned By :Judith Mudzengi {Created: 2019/03/12) A » MNeeded asap

12Mar 2019  14:36:17 2019/03f12

Assigned To; Judith Mudzeng | Assigned By :Judith Mudzengi (Created: 2017/11/06) e

, 3
Open Windows +

| 12Mar 2019

ASSIGN A TICKET

In the All Open Tickets screen;

1. Select the ticket you wish to assign to another employee.

* In this image, DWOO0000264 was selected.

2. You will note that the current Status of the ticket is N - New.
3. Click on Edit
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All Open Tickets - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL = O B

Home | EquipmentandLocations Contract Finance andHR  Inventory ~Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reportng  Utiites — o X

.%@%

Save Layout Workspaces  Save Filter Refresh
-

Current 4| Export 4

Count: 41
4

| 13Mar 2018 | |

The Ticket Maintain screen will be displayed.

e Click on Add New Ticket.

= Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL — O ®
< Home | Equipmentand locations Contract FinanceandHR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reportng  Ufiiies — &0 X
= ==
©| 00 o =5
(el
Time Entry  Complete | Add New | Close Refresh Save Layout Workspaces
Work Ticket | Ticket %
Process a Ticket 4| Current 4 Format 4
Project Work Order - Pretoria _—
WO Code | Dw00000264 |
WO Reference | PRID000033
| WO Create Date |2017/11/29 -
WO Priority |2 |
| WO Type op |
| Work Order | Customer | Project |
Ticket Thread O || Work Order Notes o &
!Emer T <1[ Fna ‘ — | Dran a column header here to grotip by that columr 7 g M 5
Note Date Time | CreateDate
BBz ES P v
Assigned To: Judith Mudzengi | Assigned By :Judith Mudzengi (Created; 2017/11/29) - ]
4 r
|Lopen indons - | 13Mar 2018 | A
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All Open Tickets

The Add New Ticket screen will pop up.

currently logged onto the system.

employee that you wish to assign the ticket to.

the person that you are assigning the ticket to.

Click on Save.

Assigned by: This will auto-populated with the name of the user
Assigned To: Click on the drop-down arrow and select the

Note: Type in the notes or instructions that you wish to relay to

- Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL O X
iHome | Equipment and Locations  Contract  Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlities — & X
— = & R A =T
B 0 00 & [
Time Entry  Complete | AddNew Close Refresh Save Layout Workspaces
Work Ticket  Ticket T
Process Ticket 4| Current i Format
Project Work Order - Pretaria
WO Code | DWOO000264
o Ad = |8 1 % || prI0oo0033
| rome | @ | [2o17711/28 -
Save | Back | DR
| ktomer | Project
Processing

Ticket Thread - o R

Enter te: Assigned By | Judith Mudzengi

Assigned To  Belinda Sharmane - Dat= Time CreateDat=
BoBiE B S &
Mote | Carry out scheduled maintenance on the machine
Assigned To: Judith Mudzengi | Assigned By :Judith Mt
1 »

Open Windows = | | 13Mar 2019 él

The Add New Ticket screen and Ticket Maintain screen will close.

1. You will return to the All Open Tickets screen.
2. The selected ticket's status will change to C - closed.

3. A new ticket will be displayed assigned to the new employee and set to

status N - New.
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- o—_y BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL = O X
. Home | SqupmentandLocatins  Contract Fimance and MR Inventory Mantenance andProjects  Manufaciuring  Procurement  Sales Service  Reporbing Utles — & X

B B %

Edit Save Layout Workspaces  Save Filter Refresh Export
-
Process Format a| Current 4| Export 4
Drag a column headar b f
WOCode | Description | WOTypeDesc Note CreateDate | CreateBy AssignedTo Status.

® a

ADD WORK ORDER NOTES

* Select the ticket that you wish to add work order notes to.
* In this image, DWOO0000232 was selected.
* Click on Edit.
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4 All Open Tickets - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL - O B

Home | EqupmentandLocations Confract FinanceandHR  Inventory Maintenance andProjects  Manufacturing  Procwement  Sales  Service Reportng  Uliites — @ X

R H % o ™

Save Layout Workspaces  Save Filter Refresh Export
-

Process 4 Format a| Current 4| Export 4

Drag a column header here to group by that column /f
WOCode | Description |WUTvaDesc | Priority  Note |Createnabe Createsy | AssignedTo | Status
7 | -

The Ticket Maintain screen will be displayed.

1. In the Work Order Notes frame,

2. Type in the Note column in the first row of the data grid (not the filter
row).

3. The Date, Time and Create Date will auto populate with the current
date and time.

4. If you wish to create another note, press Enter on your keyboard and a
new row will be created. Type the next note in this new row. You can
add multiple notes.

5. Close the screen when you are done.
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o Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL — O X
HumE | Equipment and Locations  Contract  Finance and HR  Inventory  Maintenance and Projects  Manufaciuring  Procurement SE|ES Service Reporting unlmes - 5

5 0 00 o B @

Time Entry Complete | AddNew Close Refresh Save Layout Workspaces
Work Ticket Ticket x |

Project - Quotes
WO Code | 000000232

WO Reference | pRI0000027

2| ‘WO Create Date | 2017/10/31

WO Prdority 2

woType s
Waork Order | Customer J Project
|

Q || Work Order Notes (=R 5

- s /9 / v \

Mote Date Time CreateDate
B miB e B g & [

Assigned To: Judith Mudzengi | Assigned By :Judith Mudzengi (Created; 2017/11/25) ~ » | change prices before sending quote Jlisvar s 103818 201903 1_-’{

_ *

1 = b

Open Windows v | | 13 Mar 2019 él

TIME BOOKING

The system will log your time as you work based on you Starting and Ending

work.

* In the All Open Tickets screen, select the ticket that you wish to
book time for.
* In this image, WOQ0001748 is selected.
* Click on Edit
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All Open Tickets - BPO: Version 2,1.0.69 - Example Company
g i Sales  Service Reportng  Utiiies — & X

R B % & m

Savelayout Workspaces SaveFiter | Refresh Export
-

Process 4 Format 4| Current .| Export

Craga column header hare to group by that column

| woCede  Description |WOType  WOTypeDesc

Priority Note CreateDate  CreateBy  AssignedTo Status | Read

‘ Count: 147

48
| i0apraole |

The Ticket Maintain screen will be displayed.

* Click on Time Entry.
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i Ticket Maintain - BPO: Version 2,1.0.69 - Example Company = a x
| Home | Equipmentandlocations  Conbact FnanceandHR  Inventory Mamtensnceand Projects  Manufacturing  Procurement Sales  Service  Reportng  Utiities — & X

B ©0 o B =B

Time Entry | Complete | AddNew  Close Refresh | Savelayout Workspaces
Work Ticket  Ticket v

Pracess a Ticket 4| Current . Format
Work Order 1 —
WO Code | w00001748
WO Reference |PRI0D00302
WO Create Date | 2019/04/12 -
WO Priority |2
WO Type pp
] Wark Order ‘ Customer | Project ‘
Ticket Thread O || Work Order Notes o &
Enter text to search... - | Fnd || Cear |
Note Date Time CreateDate | AmendDate
Boo|g e # & & L
Assigned To: Abigail Mine | Assigned By :Abigail Mine (Created: 2015/04/12) e k) _---_
Open Windows = | 10 Apr 2019 i

The Time Logging Express screen will be displayed.

* Employee: This will auto populated with the person currently
logged on to the system.

* Call: This will auto populate with the call number and description
if the work order is linked to a call.

* Work Order: This will auto populate with the work order number
and description.

* Equipment: This will auto populate with the serial number and
description if a machine is linked to the work order.

* Location: This will auto populate with the location if a functional
location is linked to the work order.

* Status: The final unlabelled text box will contain a description of

the current status of the work e.g. "Work not started".
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= Time Logging Express - BPO: Version 2.1.0.69 - Example Company = a
| Home | Equipmentandlocations Conbact Financeand HR  Inventory  Maimtenance and Projects  Manufaciring  Procurement  Sales  Service  Reportmg  Utiiies  —
Start  End Work Print
Work
P 2| Print
Employee |Abigail Mine -
call -
Work Order |WOD001748 - | |Work Order 1
Equipment
Location Hillcrest
Work not started.
Open Windows ~ | 10 Apr 2019 4

Start Work

¢ Click on Start Work.
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= Time Logging Express - BPO: Version 2.1.0.69 - Example Company = a S

| Home | Equipmentandlocatons Contract FinanceandHR  Inventory MaimtenanceandProjects Manufactiring  Procrement Sales Service  Reporting  Utiiies — &0 X

Start | End Work Print
Work

Process a| Print &

Employee | Abigail Mine A

call -

Work Order | WO0001748 - | |Work Order 1

Equipment

Location Hillcrest

Work not started.

Open Windows = 10 Apr 2019 i

The Time Logging Express screen will close and you will return to the Ticket

Maintain screen.

* A Call Processing message box will pop up informing you that;
* Call No: [ ] has been released.
e Click on Ok.
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i Ticket Maintain - BPO: Version 2,1.0.69 - Example Company = a x
|Hnme | Equipment and Locations  Contract  Finance and MR Inventory  Maimtemance and Projects  Manufacturing  Procurement  Sales  Service  Reportng  Utliies — &

B @ 00 & X
[~ ]
Time Entry  Complete | AddMew  Close Refresh Save Layout  Workspaces
Work: Ticket Ticket T
Process 4 Ticket 4| Current . Format 4
Work Order 1 —
WO Code | w00001748
WO Reference | PRI0000302
Call Processing X —
WO Create Date | 2019/04/12 -
WO Priority |2
Call No: has been released. —_—
o WO Type [pp
] Work Crder ‘ Customer | Project ‘
Ticket Thread O || Work Order Notes 1=}

Enter text tosear

Note Date Time CreateDate | AmendDate

B oo|g e B & P

»
Assigned To: Abigail Milne | Assigned By :Abigail Mine (Created: 2019/04/12) & » _---_

Open Windows = | 10 Apr 2019

* The message box will close.

e To exit the screen, click on Close.
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All Open Tickets

i Ticket Maintain - BPO: Version 2,1.0.69 - Example Company = a x
| Home | Equipmentandlocatons  Contract FimanceandHR  Inventory  MaintenanceandProjects  Manufacturing  Procurement  Sales  Service  Reportng  Utities — & E
= o = =
© 00 &
[~ ]
TimeEntry Complete | AddNew Close Refresh Save Layout  Workspaces
Work Ticket  Ticket ¥
Process Ticket 4| Current Farmat
Work Order 1 —
WO Code | w00001748
WO Reference |PRI0D00302
WO Create Date | 2019/04/12 -
WO Priority |2
WO Type pp
] Wark Order ‘ Customer | Project ‘
Ticket Thread O || work Order Notes o
Enter text to search... - | Fnd || Clear
Note Date Time CreateDate | AmendDate
B oo|g e B & P 7
Assigned To: Abigail Mine | Assigned By :Abigail Mine (Created: 2015/04/12) e k) _---_

Open Windows ~

| 10 Apr 2019 Y

Important Note:

You cannot start work on a new ticket before ending work on the previous

ticket.

1. Although details of the current ticket will be displayed in the Time Log-

ging Express screen,
2. the Start Work button will be greyed out

3. and the work status of the previous ticket will be displayed in the Work

Status text box.

4. If this is the case - take note of the work order number at the bottom of

the screen, close this screen and go and end work on the previous

ticket.

Note : You can Print the Work Order Report from this screen.
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cCOO=
All Open Tickets

4 Time Logging Express - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL - O b

Home | Equipmentand Locations Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reportng  Utlites — & E
o ]
End Work Print a

Employee Eﬁhﬁmiv
Call DCNDOODDS3 ~ | ndr1
Work Order DWO0000133 v | |ndr1 3 o
Equipment
Location Main

Work Started on work order DWODO00083 on the 13 Mar 2019 at 11:42:17.

Open Windows v 13 Mar 2019 él

End Work or Complete Work

If you need to stop the current work, use the End Work process. This will
book your time for the current work. Remember to type in a note regarding

what work was done during this time.
If the work is done, then use the Complete Work process.
End Work

* In the Ticket Maintain screen, click on Time Entry.
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#23

TECHMNOL OGTES A” Open TiCketS

i Ticket Maintain - BPO: Version 2,1.0.69 - Example Company = a x

| Home | Equipmentandlocatons  Contract FinanceandHR  Inventory  MaintenanceandProjects  Manufacturing  Procurement  Sales  Service  Reportng  Utities —

510 ©0 o B =N

Time Entry | Complete | AddNew  Close Refresh Save Layout  Workspaces
Work Ticket  Ticket ¥
Process 2 Ticket .| current . Format 4
Work Order 1 .
WO Code | w00001748
WO Reference |PRI0D00302
WO Create Date | 2019/04/12 -
WO Priority |2
WO Type pp
] Wark Order ‘ Customer | Project ‘
Ticket Thread O || work Order Notes o
Enter text to search... - | Fnd || Clear
Note Date Time CreateDate | AmendDate
B oo|g e B & P

»
Assigned To: Abigail Milne | Assigned By :Abigail Mine (Created: 2019/04/12) & » _---_

Open Windows = | 10 Apr 2019

The Time Logging Express screen will be displayed.

e Click on End Work.
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All Open Tickets

= Time Logging Express - BPO: Version 2.1.0.69 - Example Company = a x
| Home | Equipmentandlocations  Contract  FinanceandHR  Inventory  Maimtenance andProjects  Manufachring  Procrement  Sales  Service  Reportng  Utiiies — &
End Work Print |
o Print . ‘
Employee |Abigai Mine -
call -
Work Order |WOD001748 ~ | |Work Order 1
Equipment
Location Hillcrest
Work Started on work order WO0001748 on the 12 Apr 2019 at 11:37:00.
Open Windows ~ | 10 Apr 2019 4

The Close Open Work screen will be displayed.

Ticket Details:

Employee : This will auto populated with the person currently
logged on to the system.

Call : This will auto populate with the call number and description
if the work order is linked to a call.

Work Order : This will auto populate with the work order number
and description.

Equipment : This will auto populate with the serial number and
description of the equipment item if such an item is linked to the
work order.

Location : This will auto populate with the location if a functional

location is linked to the work order.
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All Open Tickets

i Close Open Work - BPQ: Version 2,1,0.69 - Example Company = a x
| Home | Equipmentandlocations ~Contract FinanceandHR  Inventory Maintenance andProjects Manufacturing  Procurement Sales  Service Reportng  Utiies — & X

0 H

End Work | Save Layout

Format

Employee | Abigail Mine rPrior Work
Proi< or 100 Instalation Project 2
ParentRef WOCode Description Status StatusDesc Rectificatio... | WorkDate
» PRIOOO030Z WOO0D1748 Work Orde... O Oy 1900, 1
Work Order /000 Work Order 1 St i pes Ll

Equipment

Location |Filorest

Work State
() Unresolved Client () Unresolved () Resalved

Rectification Code -

Comments

1 2 ¥
I~ Tech Comment

[~ Rectification Comment

Work Started on work order WOD001743 on the 12 Apr 2019 at 11:37:00.

Open Windows = | 108pr 2019 i

Prior Work, Tech Comments and Rectification Comments

* In this frame you can view prior work done and any Technician or

Rectification comments logged.
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cCOO=
All Open Tickets

i Close Open Work - BPQ: Version 2,1,0.69 - Example Company = a S
| Home | Equipmentandlocations Conbact Financeand HR  Inventory  Maimtenance and Projects  Manufacturing  Procurement  Sales  Service  Reportmg  Utiiies — & X

o =

End Work | Save Layout

Process .| Format
Employee | Abigail Mine [ Prior Work: I
Proi¢ or 10000900 Instalation Project 2
ParentRef WOCode Description Status StatusDesc Rectificatio... | WorkDate
» PRIOOO030Z WOO0D1748 Work Orde... O Oy 1900, 1
Work Order | /00001743 Work Order 1 ork Orde. pen fo1fo
Equipment
Location  Hillorest
[ Work State
() Unresclved Client () Unresolved () Resolved
Rectification Code -
Comments 1 2

”Rechﬁcahon Comment

Work Started on work order WOD001743 on the 12 Apr 2019 at 11:37:00.

Tech Comment

Open Windows = 10 Apr 2019 i

Work State and Resolution Actions

1. In the Work State frame, select one of the 3 listed Work States:
* Unresolved (Client) - once processed, this call will move to

On Hold.
* Unresolved - once processed, this call will move to Pending.

* Resolved - once processed, this call will move to Complete.
2. Click on the drop-down arrow in the Rectification Code field.
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All Open Tickets

i Close Open Work - BPQ: Version 2,1,0.69 - Example Company = a x
| Home | Equipmentandlocations ~Contract FinanceandHR  Inventory Maintenance andProjects Manufacturing  Procurement Sales  Service Reportng  Utiies — & X
EndWork | SaveLayout
Process .| Format
Employee | Abigail Mine rPrior Work
Proj€ o= 1000 Installation Project 2
ParentRef WOCode Description Status StatusDesc Rectificatio... | WorkDate
» PRIOOO030Z WOO0D1748 Work Orde... O Oy 1900, 1
Work Order | /00 Work Order 1 St i pes Ll
Equipment P
Location | Hillrest
Work State
() Unresclved Client () Unresolved Esa\ved |
Rectification Code i i IH
Comments 1 2
I~ Tech Comment
[~ Rectification Comment
Work Started on work order WOD001743 on the 12 Apr 2019 at 11:37:00.
Open Windows ~ | 10 Apr 2019 4

» Select from the Rectification Code drop-down menu, a Reason

Code.

* In this example, Fixed- Fixed machine has been selected.
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TECHMNOL OGTES A” Open TiCketS

- Close Open Work - BPO: Version 2.1.0.69 - Example Company - O ®
- | Home [Emmmtav!dhmboﬂs Contract  FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procrement  Sales  Serviee  Reporting  Ublities — & X
End Work | Save Layout
Process .| Format .
Employee | Abigail Mine [ Prior Work
Proje -1 Installation Project 2
ParentRef  WOCode Description | Status StatusDesc  Rectificatio... WorkDate
wesos i e » |PRI000030Z  WOO001748  Work Orde... O Open 1900/01/01
Equipment
Location | Hilrest
Work State
’7-.] Unresolved Client (03 Unresolved (@ Resolved
Rectification Code -
e ReasonCods #h Description “1 . .
IFIXED Fixed maching ]| =
PO Parts Delvered and nstaled 4 ||t Comment
RC Replaced components
RM Replaced Machine
5M Serviced Machine
IR IT Related
RP Replaced Parts v
x A
~Rectification Comment:
Work Started on work order WO0001743 on the 12 Apr 2019 at 11:37:00. ‘ H
Open Windows = | 10Apr 2019 i

1. Type in any relevant information in the Comments text box - this is

mandatory.
2. Click on End Work.
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i Close Open Work - BPQ: Version 2,1,0.69 - Example Company = a x

| Home | Equpmentandlocations ~Contract FinanceandHR  Inventory Maintenance andProjects Manufacturing  Procurement Sales  Service Reportng  Utiies — & X

Save Layout |

= .| Fomat |

Employee | Abigail Mine rPrior Work
Projé o= 1000000 Installation Project 2
ParentRef WOCode Description Status StatusDesc Rectificatio... | WorkDate
» PRIOOO030Z WOO0D1748 Work Orde... O Oy 1900, 1
Work Order | 1/00001745 Work Order 1 orkrae pen L
Equipment

Location |Filorest

Work State
() Unresclved Client () Unresalved (@ Resalved
Rectification Code  Fixed machine -
Comments | Machine was fixed as per manufacturer instructions. - ,

/ |'Tm:h Comment
(e

|| Rectifcation comment

Work Started on work order WOD001743 on the 12 Apr 2019 at 11:37:00.

Open Windows = | 108pr 2019 i

You now need to decide whether to end the work without assigning any work
to the next person or whether to end the work and assign it to the next per-

son.

End Work Without Assigning to the Next Person

* A Work Process message will pop up asking;
* Do you wish to assign this to the next person?
* Click on No.
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#18
#19
#19

cCOO=
All Open Tickets

i Close Open Work - BPQ: Version 2,1,0.69 - Example Company = a x
| Home | Equipmentandlocations Conbact Financeand HR  Inventory  Maimtenance and Projects  Manufacturing  Procurement  Sales  Service  Reportmg  Utiiies — & X
End Work | Save Layout
rocess .| Format |
Employee | Abigail Mine rPrior Work |
Projé oo 10000 Installation Project 2
ParentRef WOCode Description Status StatusDesc Rectificatio... | WorkDate
» PRIOOO030Z WOO0D1748 Work Orde... O Open 1900, 1
Work Order | 1/00001745 Work Order 1 P L
Equipment

i Hillorest
Location | Hilcres o Do you wish to assign this to the next person?

e

Waork State

() Unresclved Client () Unresalved (@ Resalved |

Rectification Code  Fixed machine -

Comments | Machine was fixed as per menufacturer nstructions. -

I~ Tech Comment

[~ Rectification Comment

Work Started on work order WOD001743 on the 12 Apr 2019 at 11:37:00.

Open Windows ~

| 10 Apr 2012 o

The Close Open Work screen will close.

1. The Time Logging Express screen will re-open.
2. The Start Work button will be active while the End Work button is
greyed out.
3. The work status message will display as Last worked on [ ] ending at [
] (This will be the current date and time.)
Note: The work status message may also display as Work
started on work order [ ] on the [ ], even though the End
Work button was clicked on in the previous step.
4. Close the Time Logging Express screen.
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All Open Tickets

= °—>ITME Logging ExpressIEPO:Versmn 2.1.0.69 - Example Company = a X

Home | Equpmentandlocations Contract Financeand HR  Inventory  Mantenance and Projects  Manufactring  Procurement  Sales  Service  Reportng  Utiiies — & E

9\

Print
Employee | Abigal Mine -
call =
Work Order | WO0001748 - | |Work Order 1
Equipment

Location [Hillrest

Lastworked on the 12 Apr 2019 ending at 11:43:54.

Open Windows = 10 Apr 2019 >

The Ticket Maintain screen will be displayed. Close this screen.
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cCOO=
All Open Tickets

= Ticket Maintain - BPO: Version 2.1.0.68 - Example Company - o ®
Huma‘ Equipment and Locations  Contract  Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement Sales Service Reporting  Utilities — & E

. = =
O © 9 o
[~}
Time Entry Complete | AddNew Close Refresh Save Layout  Workspaces
Work Ticket  Ticket ok
Pracess Ticket 4| Current Format
Waork Order 1
WO Code |woo0017
WO Reference  prI000030
WO Create Date | 2015/04/12 =
WO Priority |2
WO Type DR
Work Order | Customer |M
Ticket Thread O || Work Order Notes [= I §
Enter text to search.., = Find || Clear |
Note Date Time CreateDate | AmendDate
Om|g % & F &

5
Assigned To: Abigail Milne | Assigned By :Abigail Mine (Created: 2019/04/12) L * _---

Open Windows v

The All Open Tickets screen will be displayed. Here you can see that the

work order has been removed from the list.

You can now decide whether or not to print the work order report.
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#22

All Open Tickets

All Open Tickets - BPO: Version 2,1.0.69 - Example Company

¥

. Home
z B HE %
£ &
=)
Edit Savelayout Workspaces SaveFilter |  Refresh Export
-
Process 4 Format 4| Current .| Export .
rag a column header hiere to grolp by that column
| I 2 T T T L e
| WOCode  Description WOType  WOTypeDesc Priority Note | CreateDate  CreateSy AssignedTe Status | Read

[ Count: 146 |
3

10Apr2018

End Work and Assign to the Next Person

* A Work Process message box will pop up asking;
* Do you wish to assign this to the next person?

¢ Click on Yes.
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cCOO=
All Open Tickets

= Clase Open Work - BPO: Version 2.1.0.69 - Example Company - o ®
3 jHWTIEi Equipment and Locations  Contract  Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement Sales  Service Reporting  Utiites — & 20X

Proce: Format
Employee  Abigail Mine rPrior Work
Proj€ pR10000305 Installation Project §
ParentRef WOCode Description Status StatusDesc  Rectificatio... \|
woikeodiar TWeovtros Work Order » PRIOOO0305 WOOODO01756  Work Orde... O Cpen 1
PRI0000305 WOQO001755 ‘Work Orde... O Open
Equipment

Location Kloof

Work State

() Unresolved Client (@ Unresalved ) Resolved

Rectification Code |Reguires Senior Tech

Comments |Reguires senior technician on site.

I~ Tech Comment

Rectification Comment

Work Started on work order WO0001755 on the 12 Apr 2019 at 12:13:45.

Open Windows v | 12 Apr 2019 i

The Project Assignment or Call Assignment screen will be displayed.

* Assigned To : Click on the drop-down arrow and select the per-
son you wish to assign the work order to.
Note: You can assign the work order to yourself, if
required. For example, if you wished to add inform-
ation to the detail below.
* Detail : This will auto populate with the information linked to the
work order but you can edit the text, if required.
* Assignment Date and Time : This will auto populate with the cur-
rent date and time.
e Date : Either type in or click on the drop-down arrow
and use the calendar function to select an alternative

date, if required.
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cCOO=
All Open Tickets

* Time :Either type in or use the arrow indicators to
select an alternative time, if required.
* Assigned By : This will auto populate with the person currently
logged on to the system. You can click on the drop-down arrow

and select an alternative person, if required.

- Project Assignment : Reference No. : PRIOD00305 - BPO: Version 2.1.0.69 - Example Company = O #
EHoma ;. Equipment and Locations  Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing  Procurement Sales  Service Reporting Utlites — & X
> &
=<
Save Back | Savelayout |
Process 4| Format
Assigned To ‘ -

Detail | Installation Project 5

AssignmentDate | 12Apr 2018 v |1Z17:58 3

Assigned By | Abigail Mine -

Functional Location (@ Equipment ()

Ttem |Kloof

Location |Kloof

Create new Work Order [ |

‘Open Work Orders

[0 |wocCode Description
» [ woooo17s5 Work Order 1
[ wooooi7ss Work Order 2

Open Windows ~

| A0 |

You can now decide whether to select an open work order or whether to cre-

ate a new work order.

Select Open Work Order(s)

Go to the Open Work Orders frame and select the relevant work order.

* Important Note: You cannot select the current work order (the

one that you are ending work on). If you do, you will receive an

error message as shown below.
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cCOO=
All Open Tickets

= Project Assignment : Reference No. : PRIJOD0305 - BPO: Version 2.1.0.69 - Example Company - o <
| Home ‘ Eguipment and Locations

Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlitess — & X
=</
Save Back | Savelayout
Pracess 4| Format
Assigned To i Belinda Sharman hd

Detail | Installation Project 5

Assignment Date | 124pr 2013~ |12:17:58 %

Met SglClient Data Provider 14
Assigned By iAhigaiI Milne -
Functional Location @ Equipment D The wark order WOO0001755 has been completed and a
e g - | technician cannot be reassigned. Please assign to a new work
Item  Kloof ordkl:
The transaction ended in the trigger. The batch has been
Location |Kloof e
Create new Work Order [ | oK
Open Work Orders
[E  woCode Description
» W wonooi7ss Work Order 1
[ woooo17s6 Work Order 2
Open Windows v 12 Apr 2019 i

1. Click on the check box(es) in front of the Open Work Order(s) that you
wish to designate to the Assigned To person.
* |n this example, WO0001756 has been selected.

* | have selected to assign it to myself.
2. Click on Save.
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All Open Tickets

Project Assignment : Reference No. : PRIDN00305 - BPO: Version 2.1.0.69 - Example Company

= [m] K
iHumELlﬁj\;uimentanqu@ﬁuns Contract  Finance and HR Invenmr\f Maintenanceandejgds Manufarh.u'i[wg Procurement  Sales  Service Rerporﬁpgﬂ Utlites — & X
g|@

Save | Back | Savelayout
Process 4| Format . ‘
Assigned To ‘ Abigail Mine il

Detail | Installation Project 5

AssignmentDate | 1240 2019 - [12:1m5 3

Assigned By 1 Abigail Milne

-

Functional Location (@

Equipment ()
Item  Kloof
Location |Kloof
Create new Work Order [ |
Open Work Orders
[E  woCode Description
WO0001755 Work Order 1
» WO0001756 Work Order 2

Open Windows v

| 12Apr2019

The Time Logging Express screen will be displayed. Close this screen.
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cCOO=
All Open Tickets

= Time Logging Express - BPO: Version 2,1.0.69 - Example Company - o ®
iHWTIE: Equipment and Locations  Contract  Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement Sales  Service Reporting  Utlities — & E

9 o6 &

Start  End Waork Print
Work

Process 4| Print 4

Employee .Ab\ga\\ Wilne -

Call -

Work Order | WO0001755 ~ | |Work Order 1

Equipment

Location Kloof

Last worked on the 12 Apr 2012 ending at 12:17:00.

Open Windows v | 12 Apr 2019 i

The Ticket Maintain screen will be displayed. Close this screen.
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cCOO=
All Open Tickets

= Ticket Maintain - BPO: Version 2.1.0.68 - Example Company - o ®
|Huma‘ Equipment and Locations  Contract  Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement Sales Service Reporting  Utilities — & E
a5 = 5 =
QO 00 &
[~}
Time Entry Complete | AddNew Close Refresh Save Layout  Workspaces
Work Ticket  Ticket ok
Pracess Ticket 4| Current Format.
Waork Order 1 .
WO Code | w00001755
WO Reference | PRID000305
WO Create Date | 2015/04/12 =
WO Priority |2
WO Type DR
Work Order | Customer |M
Ticket Thread O || Work Order Notes [= I §
Enter text to search... - Find || Clear |
Note Date Time CreateDate | AmendDate
Om|8 % 8 & &

¥
e o i e el e (Gt BT < | N N N N

Open Windows + | 12Apr2019 5

The All Open Tickets screen will be displayed.

1. You will note that Work Order WO0001755 has been removed from
the list.

2. Work Order WO0001756 has now been assigned.
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All Open Tickets

% = All Open Tickets - BPO: Version 2.1.0.69 - Example Company - o <
Home | Eguipmentand Locations Contract Finance and HR  Inventory  Maintenance and ijgds Manufa(turipg Procurement  Sales  Service REporh'pg Utlites — & X
a7 [ (=] = = sy
s & T 9 |
Edit Save Layout Workspaces  Save Filter Refresh Export
-
WOCode Description WOType WOTypeDesc Priority Note CreateDate  CreateBy AssignedTo Staty
% -
WO00001537 1234 NDS MNew Deal Sale 2 1234 2017/08/.. Bianca DuToit Ed Jones N
WO00001546  Machine service required - not... SERV Service 1 Machine service required - not s... 2017/08/.. Bianca DuTeit Chris Haynes N
W00001550 MNew deal rental contract NDR Mew Deal Rental 2 New deal rental contract 2017/08/... Bianca DuToit Bianca Du Toit N
W00001567  Return all from short term con... DR Select Call Type 2 Return all from short term contr... 2017/08/.. Bianca DuToit Ed Jones N
WOO0001587  Service required - remember t... TON Toner Required 2 Service required - remember to.. 2017/09/.. Bianca DuToit Belinda Sharman N
WOO001588  Service required - check on so.. TON Toner Reguired 2 Service required - check on som... 2017/09/.. Bianca DuToit Chris Haynes N
WO0001590  Test Project for WebPortal bac.. DR Select Call Type 2 Test Project for WebPortal back . 2017/09/.. BiancaDuToit Bianca Du Toit N
WO0001591  RSI V1.27.0.0 - Issue - Part Cat... DR Select Call Type 2 RSIV1.27.0.0 - Tssue - Part Cate.. 2017/09/.. BiancaDuToit Belinda Sharman N
W00001596  Idont understand this at all ST Installation 2 Idont understand this at all 2017/10/... Bianca DuTeit Bianca Du Toit N
WO0001600  Test swap out with serialised s... INSP Inspection 2 Test swap out with serialised sto... 2017/10/... Bianca DuToit Chris Haynes N
Site : equi DR Select Call Type 2 Machine Installation 2018/10[... AbigailMilne TheoPeterson N
WO0001626  Test new swap out process on .. INST Installation 3 Testnew swap out process on te.. 2018/01/.. BiancaDuToit BiancaDuToit N
WOo0001568  SP240 New Deal. oR Select Cal Type 2 5P240 New Deal. 2018/05/24  Abigail Mine  Abigail Mine N
WO0001671  Machine faulty, loan unit requ.. REP Repair 2 Machine faulty, loan unit request... 2018/07/.. ChrisHaynes TheoPeterson N
78  Return ine from DR Select Call Type 2 Return all from short term contr... 2018/07/.. Bianca DuToit Bianca Du Toit N
Return from DR Select Call Type 2 Return all from short term contr.. 2018/07/.. Abigail Milne  Theo Peterson N
87 Return from DR Select Call Type 2 Return all from short term contr... 2018/07/.. AbigailMilne TheoPeterson N
WO0001694  TT009 - Daily, Mono 1000 - Call.. SM Scheduled Mai... 2 Scheduled Service 2018/08/.. Abigail Milne  Belinda Sharman N
WO0001746  SP240 Hew Deal. DR select Call Type 2 SP240 New Deal. 2019/04/... Abigail Milne  Belinda Sharman N
W00001751  Installati 1B DR Select Call Type 2 Installation Project 1 2019/04/... Abigail Milne  Belinda Sharman N
WO0001754, Project 4 DR Select Call Type 2 Installation Project 4. 2019/04/.. Abigail Milne  Belinda Sharman N
+| woooo1756  work order 2 DR Select Call Type 2 Installation Project 5 2019/04/... Abigail Milne  Abigail Milne ul-
Count: 147
‘ v
Open Windows v 712 Apr 2019 5

Create New Work Order

In the Call Assignment or Project Assignment screen,

1. Tick the Create new Work Order box if you wish to create a new work
order that you will designate to the selected Assigned To person.
2. Click on Save.
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Project Assignment : Reference No. : PRIJOD0305 - BPO: Version 2.1.0.69 - Example Company - o %
;Huma ‘ Equipment and Locations  Contract  Finance and HR  Inventory Maintenance and Projects  Manufacturing  Procurement Sales  Service Reporting  Utiites — & X
Back | Savelayout
Forma'
Assigned To i Belinda Sharman hd
Detail | Installation Project 5
Assignment Date | 124pr 2018 - [1308:25 3
Assigned By iAhigaiI Milne -
Functional Location (@ Equipment ()
Item  Kloof
Location |Kloof
Create new Work Order
Open Work Orders
[ |woCode Description
3 D WO00001755 Work Order 1
[ wooooi17s6 Work Order 2
Open Windows v | 12 Apr 2019 5

* The Call Assignment or Project Assignment screen will close and

the Time Logging Express screen will be displayed. Close this
screen.

Help v2024.5.0.7/1.0 - Pg 41 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cCOO=
All Open Tickets

= Time Logging Express - BPO: Version 2,1.0.69 - Example Company - o ®
iHWTIE : Eguipment and Locations  Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Remrﬁng Utlites — & E

9 o6 &

Start  End Waork Print
Work

Process 4| Print 4

Employee .Ab\ga\\ Wilne -

Call -

Work Order WO0001758 ~ | |Work Order 2

Equipment

Location Kloof

Last worked on the 12 Apr 2012 ending at 13:08:20.

Open Windows v | 12 Apr 2019 i

* The Ticket Maintain screen will be displayed. Close this screen.
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= Ticket Maintain - BPO: Version 2.1.0.68 - Example Company - o ®
|Huma‘ Equipment and Locations  Contract  Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement Sales Service Reporting  Utilities — & |XI
a5 = 5 =
QO 00 &
[~}
Time Entry Complete | AddNew Close Refresh Save Layout  Workspaces
Work Ticket  Ticket ok
Pracess Ticket 4| Current Format.
Waork Order 2 .
WO Code | wo0001756
WO Reference | PRID000305
WO Create Date | 2015/04/12 =
WO Priority |2
WO Type DR
Work Order | Customer |M
Ticket Thread O || Work Order Notes [= I §
Enter text to search.., = Find || Clear |
Note Date Time CreateDate | AmendDate
Om|8 % 8 & &

¥
e o i e el e (Gt BT < | N N N N

Open Windows + | 12Apr2019 5

The All Open Tickets screen will be displayed.

1. You will note that Work Order WO0001756 has been removed from
the list.

2. A new Work Order WO0001757 has now been created.
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@ = All Open Tickets - BPO: Version 2.1.0,69 - Example Company - u] 4

[Home | Equpment and ocations._ Gonract. d ory Mainten: i Projects : ment Ssles Service Reporting Utlifes — & X
7 B % & %
= =]
Edit Savelayout Workspaces Save Filter Refresh Export
-
Process Farmat 4| Current 4| Export a
' ¥ #
WOCode  + Description WOType  WOTypeDesc | Priority Note | CreateDate | CreateBy | AssignedTo Staty

PRINT WORK ORDER REPORT

* In the All Open Tickets screen, select the ticket you wish to print
the Work Order Report for.

* In this image, DWOO0001668 is selected.
* Click on Edit.

Note 1: You can also do this process once you have started or

ended work in the Time Logging Express screen.

Note 2: If you have not yet started work on the selected work
order, the Work Order Report will be blank.
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All Open Tickets

All Open Tickets - BPO: Version 2.1.0.69 - Example Company - O b4
e i e and Projec R e e e R e s
EE
E= Y
==
Save Layout Workspaces  Save Filter Refresh Export
-
Process 4 Farmat 4| Current 4| Export a
Diraty’s column Header here to group by Hhat colurn ! (
7 T —— .4{..
WOCode | Description WOType  WOTypeDesc | Pricrity Note | CreateDate  Createdy | AssignedTo Staty

The Ticket Maintain screen will be displayed.

* Click on Time Entry.
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Ticket Maintain - BPO: Version 2.1.0.69 - Example Company - O b4

|Home | Equipment and Locations  Contract Financeand HR Inventory  Maintenance and Projects  Manufacturing Proqurement  Sales Service Reporfing Utiites — & X

B 00 & B =B

Time Entry | Complete | Add New Close Refresh Save Layout  Workspaces
Work Ticket Ticket S
Process a Ticket 4| Current ) Format i
5P240 New Deal.
WO Code | w00001663
WO Reference | PRI0000071
WO Create Date | 201s/05/24 -
WO Priority |2
WO Type DR
Work Order | Customer | Project |
Ticket Thread O || Work Order Notes (= §
Enter text to search... - ‘ Find || Clear |
MNote Date Time CreateDate | AmendDate
BHom|B e g s & ¥
ssignec To: Abigai ine | Assned By Abigal Mine (Crested: 2015/05(24) = | |
‘. ’
| 12 Apr 2019 7

Open Windows v

* The Time Logging Express screen will be displayed.
 Click on Print.
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- O X

= Time Logging Express - BPO: Version 2.1.0.69 - Example Company

%;Humaj Equipment and Locations  Contract Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Serviee  Reporting  Utiiies — & X

Employee | Abigai Mine

call -
Work Order |WO0001668 ~ | |5P240 New Deal,
Equipment

Location Main

Work Started on work order WO0001668 on the 15 Apr 2019 at 19:31:15.

| 12 Apr2018 5

Open Windows v

* A Report Generation message box will pop up asking;
* Do you want to print the WO Report for WO [ ]?

e Click on Yes.
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® O =

End Work Print

a4 | Print

= Time Logging Express - BPO: Version 2.1.0.69 - Example Company - u]
| Home | Equipment and Locations Contract Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting Utiltes — & X

X

Employee |fbigail Mine v

call A

Work Order |WO0001668 ~ | |5P240 New Deal,

Equipment

Location Main

Work Started on work order WO0001668 on the 15 Apr 2019 at 19:31:15.

Do you want to print the WO report for WO WO00016687

Open Windows v | 12 Apr 2019

&

The Report Preview screen will be displayed.

1. From here, you can View, Print, Export or Email the Work Order
Report.

2. Close the Report Preview screen when you are done.
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(V) —JBx
I File View Background I -
[ s eBFapEm- & afwm - - - @ Lf-‘]jllml‘_e
Work Order
Example Company
StreetNoand Road Name POBox1234
Area New Town
City Durban
South Africa South Africa
0000 1234
RegNo.: 0000000as24521 Fax No.: 031124545
VATNo.: 0000000 Tel No.: 031123 4567
WO Barcode Customer: Titan Group Tel No. :
LT e oo
Area: Priority: 0
Billable: NO
Shipping Address : call Date : 29 May 2017 00:00:00
Call Ref. : PRID000071
Location: Main
Madel No. ¢
Error Code:
WO Code : WO0001668
Machine Location : WO Desc: SP240NewDeal.
Contract No.: C.0.D Inclusions :
WO Events
Employee Event Date / Time Odometer Comments
Abigail Milne Start Work 15 Apr201%  19:21:16
Technician Name and Comments :
T T T Meterl  Meter2
[PartDescripton | [ [ [[pess ]
[Partox aty x | x| o el |
Commentfromeclient:
ClientComment:
Page 1 of 1 100% (=) { J (O]

COMPLETE WORK

You can use this functionality once your work has been completed, or if you
can no longer continue with the work, for example there is a 'Parts Require-

ment' or you are 'Awaiting Client Confirmation'.

* Select the ticket you wish to complete work for.
e Click on Edit.
* |n this image, DWOO0000242 is selected.
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e All Open Tickets

All Open Tickets - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL

- O bY
Home | EquipmentandLocations Contract Finance andHR  Inventory ~Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reportng  Utiites — o X
= =
1 [
B % o @
Save Layout Workspaces  Save Filter Refresh Export
B
Process 4 Format 4| Current 4| BExport 4
g & colmn he: at ,.;?"_ g
v >
WQCode WOTypeDesc | Priority  Hote CreateDate  CreateBy AssignedTo Status

Count: 44
El

l_lmMarm]s \7@

* The Ticket Maintain screen will be displayed.
* Click on Complete Work.

> Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL — O B
Home | Equipment and Locations  Contract Finance and HR Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reportng  Utiiies — & X
% s i
9|00 G =
=
Time Entry | Complete | AddNew Close Refresh Save Layout Workspaces
Work Ticket Ticket >
Process a Ticket 4| Current 4 Format 4
77033 - Daily Colour 1000 - Generate Project | S —
WO Code | pw00000242 |
WO Reference | PRID000030
f ‘WO Create Date imu,rnjuﬁ -
| W Dainpitas |
|| work Order | customer [ project |
Ticket Thread 8 || work Order Notes (=R
| Enter text to search... VE Find ‘ Clear | Eymea L y >
Note Date Time | CreateDate
DB g & v
Assigned To: udth udzen) | Assigned By 3udth Mudzeng (Created: 2017/11/29) ~| - {1~ I I N
4 3

l_lmMarm]s \7@

The Complete Work - Work Order: [ ] screen will be displayed.
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1. Complete Work Details:

Employee: This will auto populate with the name of

the employee currently logged onto the system.

Call/Project: This will auto populate with the call/-
project number if the work order is linked to a project

or call.

Work Order: This will auto populate with the work

order number.

Resolution Actions: Select one of the 3 resolution
actions
* Resolved - once processed, this call will
move to Complete.
* Unresolved - once processed, this call will
move to Pending.
* Unresolved (Client) - once processed, this
call will move to On Hold.
* Reason Code: Click on the down arrow and select the
reason code.
* Notes: Type in the relevant notes.

2. Click on Save.
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Complete Work - Work Order : DWO0000242 - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL - O bl

'Humal Equipment and Locations  Contract Finance andHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & @ X

Employee | Judith Mudzengi
Call { Project PRI0000030
Work Order DWO0000242
(@ Unresolved Client () Resolved
() Unresolved ‘—o
Reason Code Parts Reguirement £ 4 i
Metes \Waiting for parts to be shipped. *
Open Windows * | | 15Mar 2019 /ill
e A Start Work message box will pop up informing you that;
* Work Order: [ ] Completed.
.
* Click on OK.
- Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL O X
;Homa | Equipment and Locations  Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing  Procurement Sﬁ Service Reportng Utlites =— & X
© ©0 & R’
Time Entry Complete | AddNew Close Refresh Save Layout Workspaces
Work Ticket Ticket | i |
= = Al | =i
[TT033 - Daily Colour 1000 - Generate Project
WO Code | DWOO000242
WO Reference | pRI0000030
| wocreateDate [mijijos -
WA Duinit, ]
Work Order | Customer | Project |
Ticket Thread A o x

o Work Order : DWO0000242 Completed. Date Sine CreateDate
BmiBizE &

Assigned To: Judth Mz | Assigned 8y udth Mudzengs (Created _——-

Open Windows +

| 15Mar 2012

/él
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* The Start Work message box will close.
* Exit this screen.

Ticket Maintain - BPO: Version 2,1.0.69 - TEST ALPHA - JUDITH PC LOCAL

- O *
|Home | Equipment and Locations  Contract  Finance andHR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & X
% E-\ = P ——i i ‘}} @

Time Entry Complete | AddNew Close Refresh Savelayout Workspaces
Work Ticket  Ticket *
Process Ticket 4| Current Format
[TT033 - Daily Colour 1000 - Generate Project
WO Code | DWOD000242
WO Reference | pRI0000030
F WO Create Date 1017,}11;05 -
WA Duinpit,
Work Order | Customer | Project
Ticket Thread a || Work Order Notes (=R &
Enter text to search.. ~| Frd || Clear | 5
MNote
Bm|B# ¢ e &

Date Time CreateDate

¥
+ I I N

Assigned To: Judith Mudzengi | Assigned By :Judith Mudzengi {Created: 2017/11/29)

~

<
Open Windows +

| 15Mar 2018

|

CLOSE TICKET

Once all work has been completed, a ticket thread can be closed.

e Select the ticket you wish to complete work for.

* In this image, DWOO0000170 was selected.
* Click on Edit.
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All Open Tickets - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL

- ] b
Home | Equpmentandlocstions Contract FinanceandHR  Inventory MaintenanceandProjects  Manufaciring Procuwement Sales Service Reporting  Utiities — & X
% ji?
=i}
] B8 &
Save Layout Workspaces Save Filter Refresh Export
-
Format 4| Current 4| Export 4
eader hete to g /"r' o
WOCode :Descriphon :WOTypeDesc | Priority ;Nobe .CreabeDabe }Createﬂy :AsstgnadTo “Slzms
L]

| Count: 40 |
£l

| 15Mar 2019 lél

* The Ticket Maintain screen will be displayed.
* Click on Close Ticket.

- Ticket Maintain - BPO: Version 2.1.0:69 - TEST ALPHA - JUDITH PC LOCAL - m] X
. Home | Equipmentand locstions Contract Financeand HR  Inventory Maintenance and Projects  Manufactring  Procurement  Sales  Service Reporting  Utlities — & %

B @

Time Entry  Complete
Worl

Q0| <

Add New | Close Refresh

® B

Save Layout  Woarkspaces

Ticket Ticket
Process Ticket 4| Current 4 Farmat
[Third Party Procurement | ode ﬁ
Wo G | DWOO000170

‘ WO Reference | pCNOD00DES
r WO CreateDate 2017/10/12  ~|
| WA Doyt |
||| Work order | Customer [ cai |

Ticket Thread @ || Work Order Notes

| Enter text to search... ~ | Find | Clear | B
Date Time
BomiBieE e P

Assigned To: Judith Mudzengi | Assigned By :Judith Mudzengi {Created: 2017/10/24)

~| - || I N A

* A Ticket Thread message will pop up informing you that;
* Ticket Thread closed.
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e Click on Ok.

- ] X

Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL

=
|Home | Equipment andLocations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Seles  Sewvice Reporting  Utliies — 5 X

Time Entry Complete | AddMew Close Refresh Save Layout  Woarkspaces
Wark Ticket Ticket a
Process “ Ticket 4| Current 4 Format “
[Third Party Procurement
WO Code | DWOO000170
WO Reference | nChO00D0GS
°| WO Create Date [2017/10/12 -
WA Duinpit,
Work Order | Customer | Call |
Ticket Thread Ticker Thyead * fotes o =
Enter text to - |
o Ticket Thread closed, Date Fr CreateDate
Om|Bi# & F &#
Assigned To: Judith Mudzengi | Assigned By :Judith Mudzengi (Created: 2017/10) —_—
4 3
Open Windows ~ 15Mar 2019

* The Ticket Thread message box will close.

e Exit the screen.

Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL s
Reporting  Utliies — & E

-
|Hnme| Equipment and Locations  Contract Financeand HR  Inventory —Maintenance and Projects  Manufacturing  Procurement  Sales  Service

2 @ 60 © =
Save Layout Workspaces

Time Entry Complete | AddMew Close Refresh
Work Ticket  Ticket
Process “ Ticket 4| Current 4 Format “
[Third Party Procurement
WO Code | DWOO000170
WO Reference | DCNOO0OD06S
°| WO Create Date [2017/10/12 -
WA Duinpit,
Work Order | Customer | Cal |
Ticket Thread Q || Work Order Notes (=T 3
Enter text to ~| Fnd || Cear | :
Note Date Time CreateDate

Oo|Bi% #& & & %
~| - |« I N .

Assigned To: Judith Mudzengi | Assigned By :Judith Mudzengi {Created: 2017/10/24)

15 Mar 2019

Open Windows ~

The ticket will no longer be displayed in the All Open Tickets screen.
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1. In this example, the filter row has been used to search for the closed

ticket thread but the data grid no longer contains that ticket.

% = All Open Tickets - BPC: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL - = X

.Home Equipment and Locations  Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & 0 X

& (== = =, —_)
S s
7 (=] L
Edit Save Layout Workspaces  Save Filter Refresh Export
-

Process Format Current 4| Export

Applied Filter : Contains{[WOCode], 'DW00000170")

WOCode 7 Des n WOTypeDesc Priarity Mote CreateDate CreateBy AssignedTo Status

?I DWO0000170 I

Count: 0
3
/] Contains([WOCade], 'Dwooooom')l Edit Filter

Open Windows v 15 Mar 2019

Related References

e My Tickets

CAP.001.001

Help v2024.5.0.7/1.0 - Pg 56 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



#4

	Bookmarks
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top


