o=
My Tickets

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

SERVICE

MY TICKETS

BPO_Ticketing is an application that gives the user the ability to both view
and work on Calls and/or Projects where they are the owner (responsible per-
son) for the Call or Project’s underlying work order. The user can also create

ticket assignments to pass the work on to the next responsible person.

Ribbon Access: Service > My Tickets

= BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL — m] bs
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The My Tickets screen will be displayed.

1. Alist of tickets specific to the user logged on to the system can be

viewed.
2. You can view all tickets that you have created and assigned to another

person.
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3. You can also view all the tickets that other people have assigned to
you.
4. However, this list will only show these tickets if they are still in the

New Status.

% hd My Tickets - BPO: Version 2.1.0.69 - Example Company = (m] X
 Home |BEsermertedi o st B Eshirget B e el ORUS vy Mt wid Pl B Haa R oy oot B Sl e Reporin e B e
T g =S = = ™
z @ R %S %
Edit Complete | Savelayout Workspaces Save Filter Refresh Export
Work -
Format Current i Export
CalReference  WOCade -+  Description Priority  Mote CreateDate CreateBy AssignedTo Status |Read | CustomerCode Cué
¥
» | PCNOOOD026  PWODDDDOGA 3MS - 3 Month Service 2 Scheduled Service 2018/08/07 * Abigail Milne  Bianca Du Toit N Ho  SAMODL =
PCNO0O0O27 ~ PWOOOOD084 TT003 - Monthly - Call p... 2 Service /08/07 | Abigail Milne  Belinda Sharman | |n No  SAMOO1
PRID000283 : Site i i 2 Machine Installation ~ 201B/10/29  Abigail Milne  Theo Peterson N Ho  HOPOOL
PRIODODO71  WOOOD1668  SP240 New Deal. 2 SP240 New Deal. 2018/05/24 Abigail Milne Abigail Mine N Yes  TIAODL i
C 87 Return machine from co... 2 Return all from short ... 2018/07/24  Abigail Milne Theo Peterson n No  HOPOOD1
CNODDOS82  WO0001694  TT009 - Daily, Mono 100... 2 Service 07  Abigail Milne  Belinda Sharman | n No  HOPOOL
PRIODO0O071  WOOD001746  SP240 Hew Deal. 2 SP240 New Deal. 2019/04/12 | Theo Peterson  Abigailtiiine || n Ho  TIAOOL i
PRI0000301 WOO0001751 Installation Project 1 2 Installation Project1  2019/04/12 4 Abigail Milne  Belinda Sharman | N Ho  HOPOOL
PRI0000304 WOO0001754 Installation Project 4 2 Installation Project4  2019/04/12 [ Abigail Milne  Belinda Sharman | Ho  HOPOO1
PRIOOD0305 WOO0001757 Installation Project 5 2 Installation Project 5  2019/04/12 Abigail Milne Belinda Sharman | N No HOPOO1
Count: 10
| »
Open Windows + 21May 2019 4

This screen also lists:

=

the Call or Project Reference number.

the Work Order Code and Description

3. the work order Priority (1 = Most Important, 5 = Least
Important)
any Notes linked to the work order

5. the Create Date of each work order

whether the ticket has been Read: [Yes] or not: [No]
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% b4 My Tickets - BPO: Version 2.1.0.69 - Example Company = (m] X
| rome. [iEtpmentaifotasons T et e O tovieiony Mesedeto i Rrakeots entitach eng | RYRciement e S Reparing Dt 0
a7 = = = - - e
z @ = % S
Edit,, Complete | Save Layout Workspaces Save Filter g Refresh Export @
Work -
Q:-—, | at %aﬂ 4| Export @
Yot vopfieot iy N/ v
| CalReference  WOCode -+ | Description Priority  Mote CreateDate CreateBy AssignedTo \ Status  Read ICusbomerCode Cug|
¥
» PCHODODO26 PWOOO0D064 3MS - 3 Month Service 2 Scheduled Service 2018/08/07  Abigail Milne Bianca Du Toit Ho  SAMOD1 Sa
PCNOO00027 PWOOODD084 TT003 - Monthly - Call p... 2 Service /08/07  Abigail Milne  Belinda Sharman N No  SAMOO1 Saif
PR 2 016 Site i 2 Machine Installation  2018/10/29  Abigail Milne “Theo Peterson ] No  HOPOOT Hol
PRI0O0O071  WODOO1668  SP240New Deal. 2 $P240 New Deal, 2018/05/24 Abigail Milne Abigail Mine N Yes  TIAOOL Tita)
C 87  Return ine from co... 2 Return all from short... 2018/07/24  Abigail Milne Theo Peterson n No  HOPOO1 Hol
CNOOOOS82  WOO0001694  TT009 - Daily, Mono 100... 2 Sche Service Abigail Milne Belinda Sharman N o  HOPOO1 Hoj
PRIOO00301 WOO001751 Installation Project 1 2 Installation Project1  2019/04/12  Abigail Milne  Belinda Sharman N He  HOPOO1 Hol
PRIO00D304 WOO0001754  Installation Project 4 2 Installation Project 4 2019/04/12 Abigail Milne Belinda Sharman N Ho HOPOD1 Hol|
PRIDOD0305 WO0001757  Installation Project 5 2 Installation Project’5  2019/04/12  Abigail Milne  Belinda Sharman N No  HOPOO1 Hoj
Count: 10
1 5
Open Windows ~ | [21May2018 | 7

10.

the Elapsed Hours.

the Customer Code and Customer Name number.
the number of Days that the ticket has been Unattended
the number of Days that the ticket has remained Open
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% b4 My Tickets - BPO: Version 2.1.0.69 - Example Company = (m] X
W [ ome | cquprentondiocatons  Convoct Framcesnd R Inventory VantenanceandProjects Morufactng  Proasement  Soes Sevee Reportrg Utktes — 8 X
v | = == = = (-
z @ = % S
Edit Complete | Savelayout Workspaces Save Filter Refresh Export @ @ @
Work -
Process | Format ,‘ Current 4| Export . ﬂ
¥ \ \J A Y
dority  Note CreateDate CreateBy AssignedTo Status | Read | CustomerCode  CustomerName DaysUnattended DaysOpen  ElapsedHours I
¥
» 2 Scheduled Service 2018/08/07  Abigail Milne Bianca Du Toit N Ne  SAMOOL Samanthas Diner 289 289 10321.12
2 Scheduled Service /081 Abigail Milne  Belinda Sharman N Ne  SAMOOL Samanthas Diner 289 289 496612
2 Machine Installation ~ 2018/10/29  Abigail Milne  Theo Peterson n No  HOPOO1 Hope Works 206 561 0.00
2 5P240 New Deal, Wi805/24  Abigslvine  Abigai Mine N ves  TmAGOL Titan Group. £ £ 0.00
2 Returnall from short.. 2018/07/24  Abigaill Milne  Theo Peterson n No  HOPOOL Hope Works 303 303 1954.58
2 duled Service 8/ Abigail Milne  Belinda Sharman N No  HOPOO1 Hope Works 289 289 1865.18
2 5P240 New Deal. '2019/04/12  TheoPeterson  Abigail Milne " Ho  TIAOOL Titan Group 2 a1 0.00
2 Installation Project 1 'zmsjlum- Abigail Milne Belinda Sharman N No HOPOO1 Hope Works 41 41 0.00
2 Installation Project4  2019/04/12  Abigail Milne Belinda Sharman N No  HOPOO1 Hope Works 41 41 0.00
2 Installation Project 5  2015/04/12  Abigail Milne  Belinda Sharman N Ne  HOPOOL Hope Works a1 41 0.00
Count: 10
1 3
Open Windows | | 21May 2019 i

IMPORTANT NOTES

OWNERSHIP

For a ticket to be displayed in this list, the user should take ownership of the
call in BPO by:

Either
i. Selecting the call in the call screen and clicking on My Call
Or
ii. The Call Centre person can Assign you to be the responsible

person in the Call Listing screen.

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

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

TICKET COLOUR

3. Red : Ticket has been assigned to you and is for your attention.

4. Blue : Ticket that you have assigned to another employee

L3 My Tickets - BPO: Version 2.1.0.69 - Example Company = | x
Home | EquipmentandLocations Contract FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utlites — & X
V| ? P == = —_ py
EE g il
z @ 8 % @ ®
Edit Complete | Savelayout Workspaces Save Filter Refresh Export
Work he
Fa 4| Export 5
4Fm
Priority  Note CreateDate CreateBy AssignedTo ‘“"“F ) Status |Read  CustomerCode #/Customeriame DaysUnattended DaysCpen  ElapsedHours
. o
2 vice /08/07 Abigail Milne Bianca Du Toit N No. Samanthas Diner 289 289 103219
2 Service / for Abigail Milne Belinda Sharman L} No 1 Samanthas Diner 289 289 4 966.1)
2 Machine Installation  2018/10/29  Abigail Milne Theo Peterson N No 1 Hope Works 206 561 0.q
2 SP240 New Deal, 2018/05/24 Abigail Mine Abigail Mine N Yes # TIAD01 Titan Group 54 364 0
2 Return all from short .. 2018/07/24 Abigail Milne Theo Peterson ] o HOPOO1 Hope Works 303 303 1954.4
2 vice 0807 Abigail Milne Belinda Sharman M o HOPOO1 Hope Works 289 289 1865.1
| 2 SP240 New Deal. 2019/04/12  TheoPeterson  Abigail Milne g N No  TIAOD1L Titan Group 41 41
2 Installation Project 1 2019/04/12  Abigail Milne Belinda Sharman N No HOPOO1 Hope Works a1 41
» 2 Installation Project 4 2019/04/12 Abigail Milne Belinda Sharman N No POO1 Hope Works 41 41 0.
I 2 Installation Project5  2019/04/12 Aﬁgﬂﬁynﬁﬂasﬁamm N No Hﬂﬁ\ﬂlme Works 41 41
/ '.(g.,-
Wy
Count: 10
“ »
Open Windows ~ .21 May 2012 4

VIEW A TICKET

1. Select a ticket.
2. The colour of the ticket will change to a grey.

Either

3. Right click on the selected row to display a Process menu.
4. Click on Edit - Edit Ticket.
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hd My Tickets - BPO: Version 2,1,0.69 - Example Company — m] x
Home | Equipmentandlocations Contract FinanceandHR  Inventory Maintenance and Projects  Manufachuring  Procurement Sales  Service  Reporting  Utiites — & X

L & == - e
2 @ 8 T O @
Edit CcAmplite Save Layout Worisvpaces Save Filter Refresh Export
Priority | Mote CreateDate CreateBy AssignedTo Status Read CustomerCode CustomerMame DaysUnattended DaysOpen  ElapsedHours
L4
2 Service /o8 Abigail Milne Bianca Du Toit N No SAMO01 Samanthas Diner 289 289 103213
2 Scheduled Service 2018/08/07  Abigail Milne Belinda Sharman N Ne  SAMOOL Samanthas Diner 289 289 4966.1
2 Machine Installation  2018/10/29  Abigail Milne Theo Peterson N No  HOPOO1 Hope Works 206 561 o
-2 SP240 New Deal. 2018/05/24 Ahigail Milne Abigail Milne: N Yes  TIADO1 Titan Group 364 364 0.
2 Return all from short.. 2018/07/24  Abigail Milne  Theo Peterson n No  HOPOO1 Hope Works 303 303 1954.9
2 Service /08/07  Abigail Milne Belinda Sharman N No  HOPOOL Hope Works 289 289 1865.3
2 SP; . /04/12  Theo Abigail Milne N No  TIADOL Titan Group 41 a1 (X
2 Project 1 /04/12  Abigail Milne Belinda Sharman N No  HOPOOL Hope Works 41 a1 0.4
I} 2 Abigail Milne Belinda Sharman N No HOPOO1 Hope Works b . 41 41 IL"
2 i ] P s HMilne Belinda Sharman L} No HOPOO1 Hope Works a1 41 o4
/ | - Edit
- % Edit Ticket "-—-—.@ f
@ lete 4 -
ﬁ ggr’;:)ll;be Wark
(9‘ i
Count: 10
4 b
Open Windows + 21May 2019 //,

Or
5. double click on the ticket row.
Or

6. Ensure that the correct row is selected.
7. Click on Edit.
* |n this image, DCNOOOQQ85 has been selected.
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7 My Tickets - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL = ] *
Home | Equipment and Locations  Contract Financeand MR Inventory  Maintenance and Projects  Manufachuing  Procurement  Sales  Service Reporting  Utites — & %

B %

& | W

Refresh Export

J| Curent 4| Export .

The Ticket Maintain screen will be displayed.

1. The Work Order Description can be viewed in the top left frame of
this screen.
2. The Work Order Details (Code, Reference, Create Date, Priority and

Type) can be viewed in the top right frame of this screen.

Help v2024.5.0.7/1.0 - Pg 7 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



o=
My Tickets

= Ticket Maintain - BPO: Version 2.1.0.69 - Example Company - ] -
iHome \ Equipment and Locations  Contract  Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiites — & X
e = - =
© 00 ©
[——]
Time Entry Complete | AddMew Close Refresh | Sawelayout Workspaces
Work Ticket  Ticket ¥
Process 4 Ticket Curren i Format 4
Installation Project 4 - [
WO Code 00001754
WO Reference  pRID000Z04
WO Create Date | 2015/04/12 -
WO Priority |2
WO Type o
Work Order | customer | Project |
Ticket Thread B || Work Order Notes o
Enter text to search.. | Find | Cear |
Note Date Time CreateDate | AmendDate

Do B @ § |2 & 5
4 ! | | |

Assigned To: Belinda Sharman | Assigned By :Abigail Milne
{Created: 2019/04/12)

Installation Project 4

Open Windows ¥ | | 21May 2019 7

1. Click on the Customer tab.
2. If this work order is linked to a customer, the Customer Details (Name,

Contact, Contact No, Contact Email) can be viewed.
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= Ticket Maintain - BPO: Version 2.1.0.69 - Example Company - ] -
!Home i i andlocations  Contract FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reportng  Utlites — & @ X
— e = - =
o @ ©O0 & { A
Time Entry Complete | AddMew Close Refresh Save Layout Workspaces
Work Ticket  Ticket ¥
Process 4 Ticket 4| Current Format
Installation Project 4
‘WO Customer Hope Works (Pty) Ltd
0—-, Customer Contact Jane, Alrich,
Contact No. 031123 45671
Contact Email  standard@noemail. coza
Work Order | ik Iije:t ‘
Ticket Thread & | Work order totes 4 o 2
Enter text to search.. v/| Fnd || cear |
Note Date Time CreateDate | AmendDate
Boo B g B &

¥
g | | | |

Assigned To: Belinda Sharman | Assigned By :Abigail Milne
{Created: 2019/04/12)

maialaﬁnpmpdq

Open Windows ¥ | | 21May 2019 4

1. Click on the Project (or Call ) tab.
2. If this work order is linked to a Project (as in this example) or a Call,

the Project (or Call) Details (Reference No, Description) can be viewed
here.
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%imme\ Equipment and Locations  Contract  Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiites — & X

Ticket Maintain - BPO: Version 2.1.0.69 - Example Company - O W

Time Entry  Complate
Work

Process

@ 00 © =/

Ticket Ticket

Ticket

(=]
— |

Refresh Savelayout Workspaces

4| Curent o Format

Installation Project 4

Project Refe PRI0000304

& >

Project Description Installation Project 4

Ticket Thread

Wark Order | Customer I Project I‘—\o
O || Work Order Notes UL

Do B # 8|2

Assigned To: Belinda Sharman | Assigned By :Abigail Milne
{Created: 2019/04/12)

v/| Fnd || cear |
Note

TInstallation Project 4

Date Time CreateDate  AmendDate

¥
g | | | |

Open Windows ¥

| 21May 2019 i

THE TICKET THREAD FRAME

1. Use the Search field to search for any ticket in the ticket

thread.

* Type in the text box and click on Find.

* To clear the search, click on Clear.

2. The Customization toolbar contains icons which will adjust

the view layout of the ticket thread For example, you can

view the thread in One row, Multiple Columns or Carousel

Mode.

* If you hover any icon, the icon description

will pop up.
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= Ticket Maintain - BPO: Version 2.1.0.69 - Example Company - O X
IHome i Equipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reportng  Utlites — & X
- e - = o
9 © 0 &
Time Entry Complete | AddMew Close Refresh Save layout Workspaces
Work Ticket  Ticket %
Pracess 4 Ticket 4| Current Format
Installation Project 4
Project Reference PRIO00D304
Project Description | Instalation Project 4
Work Order | Customer ‘ Project
Ticket Thread i o || work order Notes oz

R

| Enter text to search..

o e | cer |

Note Date Time CreateDate  AmendDate

f 4
|D oo B (g0 B & & | v
||<—‘\° y [ 1 |

Assigned To: Belinda Sharman | Assigned By :Abigail Mine

(Created: 2019/04/12)

{nslalaﬁmhvpd-s

Open Windows ~

| 21May 2018 v

All tickets linked to the selected work order are displayed in
this frame.
The tickets are in inverse chronological order. The most

recently created ticket will be at the top of the list.
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s 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  Utlitess — & 0 0X
2 0 60 © X
Time Entry Complete | AddMew Close Refresh Save Layout Workspaces
Work Ticket  Ticket he
Process Ticket 4| Current Format
TT021 - Yearly Mono 1000 - Call per WO
WO Code | Dw00000241
WO Reference | DCNOOOOOSS
| WO Create Date [2017/11/06 -
i WO Priority |2
WO Type M
T
Work Order | Customer | cal |
Ticket Thread 8 || Work Order Notes (= 2
Enter text to search. . v | Fnd || Qear |
Note Date Time CreateDate
Be|Be B g o P u
Assigned To: Belinda Sharmane | Assigned By :Judith Mudzengi (Created: 2013/03/18) A = || v call dient before you go 18Mar 2019 11:54:40 2019/03/18
]y ==
'
G and service the machine on 21/03/2019 ‘

Assigned To: Judith Mudzengi | Assigned By +Judith Mudzengi (Created: 2017/11/06) 4——""’-’

Open Windows

| | 18Mar 2019

1. Assignment Details: In this frame, you can see the assignor,

assignee and the date the ticket was created.

Comments : You can also view the ticket comments relating
to the work order.

2.

¥ Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL - ] x
|HDmE | Equipment and Locations  Contract Financeand HR  Inwventory  Maintenance and Projects  Manufachuring  Procurement  Sales  Service  Reporting  Utiities — & X
@ = o = 4 \_e} @ =
Time Entry Complete | AddMew Close Refresh Save Layout Workspaces
Work Ticket  Ticket 2
Process Ticket 4| Current 4 Format
[TT021 - Yearly Mono 1000 - Call per WO
WO Code  LWOOO00241
WO Reference | DCNODDO0SS
.| WO Create Date 201?le06 -
WO Priority |2
WO Type [y
Work Order | Customer | cal |
Ticket Thread O || Work Order Notes o 2
~| Fnd || Clear |
Note Date Time CreateDate
N & v
Assigned To: Belinda Sharmane | Assigned By :Judith Mudzengi (Created: 2019/03/18) A = || » Call dient before you go 18Mar 2019 11:5440 2019/03/18
+ I
5o and service the machine on 2103/2015 <
Assigned To: Judith Mudzengi | Assigned By +Judith Mudzengi (Created: 2017/11/06
|
K v
Open Windows ~ | | 18Mar 2019 4
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THE WORK ORDER NOTES FRAME

* Here you can view the work order notes with the date and time

they were created.

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

iHnmel Equipment and Locations  Contract  Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utliies — & 0 X

B @ © 0 &
Time Entry Complete | AddMew Close | Refresh | Sawelayout Workspaces |
Wark Ticket Ticket a

Pracess Ticket 4| Eurrent J| Farmat

[TT021 - Yearly Mono 1000 - Call per WO
WO Code  DWOOD00241
WO Reference |pChOD0D0SS

WO Create Date | 2017/11/06 ot

WO Priority |2
WO Type [gy

‘ Work Order | Customer I Call |

Ticket Thread O | Work Order Notes o B
Enter text to search, . ~|| Fnd || Clear |
Note Date Time CreateDate
DomiBie 8 & P y
Assigned To: Belinda Sharmane | Assigned By :Judith Mudzengi (Created: 2019/03/18) A = || v call dientbefore you go 18Mar 2019 1L:5%40 2019/03/18
#*
Ga and service the machine on 21/03/2019
Assigned To; Judith Mudzengi | Assigned By ;Judith Mudzengi (Created: 2017/11/08)
_ b |
Open Windows ~ | 18Mar 2019 g

ASSIGN A TICKET

* Select the ticket that you wish to assign to another person.
* Click on Edit
* In this image, DCNO0OQOQ0O029 is selected.
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My Tickets - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL

- ] b
Home | Equpmentand Locatons  Contract Financeand HR Inventory  Maintenance and Projects  Manufaciuring Procurement  Sales  Service  Reporting  Utliies — & X
=)
@ B B % © =
Complete | Savelayout Workspaces Save Filter Refresh Export
Work b
Process 4 Format 4| Current 4| Export 4

CalReference ‘ \WOCode | Description

| 18Mar 2019

* 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 - m] x
] Home | EquipmentandLocations Contract FinanceandHR  Inventory Maintenance and Projects  Manufaciuring  Procwrement Sales Service Reportng  Utlites — & X

B 0|00 & B =

Time Entry Complete | Add Mew | Close Refresh Save Layout Workspaces
Work Ticket Ticket r

Process 4 Ticket a| Current 4 Format
ITT002 - Weekly - Call per WO

4

WO Code | pw00000064
WO Reference |DCNOD00023

.| WO Create Date | 2017/06/14 gl
| owoereny
WO Type :SM—|
Work Order | Customer | cal |
O || Wark Order Notes

Ticket Thread

| Enter text to search... || Fd Clear

- IT";;E:
BmBe#e 0L v
At o Yo e | Absimed By i ideon et TOIR (0N A=l
Aesigned To: Judith Wadzen) | Assigned By 1.t Mudzengi (Created: 2017/07/12) »
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1. The Add New Ticket pop up screen will appear.
2. Assigned by: This will auto-populate with the name of the user cur-

rently logged onto the system.
3. Assigned To: Click on the drop-down arrow and select from the list, the

person you wish to assign the ticket to.

4. Note: Type in notes or instructions you wish to relay to the person you
are assigning the ticket to.

5. Click on Save.

s 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  Utlitess — & 0 0X
S e =5 = ==
9 00 <
Time Entry Complete | AddMew Close Refresh Save Layout Workspaces
Work Ticket  Ticket re
Process Ticket 4| current | B8 Add Wew Ticket o~ ) g ]
ITT002 - Weekly - Call per WO =
| rome 2 bwoosonoss
i A s |
= @ ICNOO0D0 23
Save Badk 20]7;’06]’14 -
q———o e
Processing a 2
| =
0 I igned By | Judith Mudzengi mer | Call |
et ‘ > igned To  |Belinda Sharmane e =
—‘70 3 Note |Procure parts needed for the scheduled
Enter-text to search.. PR
Date Time CreateDate
BB g NP
Assigned To: Judith Mudzengi | Assigned By : Judith Mud3 |
3
Open Windows ~ | 18Mar 2019 2

The Add New Ticket screen and Ticket Maintain screen will close
and you will return to the My Tickets screen.

* The ticket that you assigned will no longer be displayed in the list.
* A new ticket has been created and displayed with status N - New.
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= My Tickets - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL — m]
[Fome | Equpment and Locatons  Contact Financeand =R inventory  MantenanceandProcs Maufachuing Proasement Sdes Seice Reporing Uties — X
B % e
=)
@+ @ & §E8 &
Edit Complete = Savelayout \Workspaces Save Filter Refresh Export
Work b
Process 4 Format 4| Current 4| Export 4
Drag a column header here to group by that column /[/
 Status 4

CalReference  WOCode | Description Priority Note

-
u

ADD WORK ORDER NOTES

* Select the ticket you wish to add work order notes to.
* Click on Edit.
* In this image, DCNO0OQO0Q40 was selected.
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My Tickets

= My Tickets - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL — m] b4
Home | Equprentandlocatons Conbiact FinanceandHR  Invenlory  Mantenance andProjects  Manufacluring Procurement Sales Sevie Reporting Utlites — & X
B % e
=)
© & HH &
Edit [ Complete = Savelayout \Workspaces Save Filter Refresh Export
Work b
Process Format 4| Current 4| Export 4

The Ticket Maintain screen will be displayed.

* Type in a relevant note in the Note column.

e All the other fields in this frame will auto populate.

* Click on Enter on the keyboard, type in the next note if required.
You can add multiple notes.

* When you are done typing in the notes, click on Close to exit the

screen.
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s Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL - m] *

|Hume| Equipment and Locations - Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & E

B @ 00 & H

Time Entry Complete | AddMew Close Refresh Save Layout Workspaces
Work Ticket  Ticket he
Process Ticket 4| Current 4 Format

TT002 - Weekly - Call per WO = o
WO Code | pwooOD008S
WO Reference |nCNOD0DO4D
| WO Create Date (20170714 v
i woPphority 2 |
WO Type gy

T
Work Order | Customer | cal |

Ticket Thread 8 || Work Order Notes oz
Enter text to search.. v | Fnd || Clear |
Note Date Time
Bem|Be B g oL x
Assigned To: Judith Mudzengi | Assigned By :Judith Mudzengi (Created: 2019/03/13) Al Heeded as2p 13 Mar 2019 14:00:29
+| Mo technicians available, outsource this job 18 Mar 2019 13:53:45
Assigned To: Judith Mudzeng | Assigned By :Judith Mudzengi (Created: 2015/03/13) ~
Open Windows 18 Mar 2019

TIME BOOKING

* The system will log your time as you work based on you Starting
and Ending work.
* Select the ticket you want to book time for.
* Click on Edit
* In this image, DWOO0000266 was selected.
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My Tickets - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL

- ] b
Home | Equipmentandlocations Contract FinanceandHR  Inventory Maintenance and Projects  Manufacturing  Procwrement Sales Service Reportng  Utlites — & X
=)
@ B B % © =
Complete | Savelayout Workspaces Save Filter Refresh Export
Work b
Process 4 Format 4| Current 4| Export 4
Drag a column header here to group

.

WOCode  Description | Status CreateDate o

| BMar 2019 i

The Ticket Maintain screen will be displayed.

e Click on Time Entry.

Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL - ] >
Home | Equpment and Locations  Contract  Financeand MR Inventory  Maintenance and Projects  Manufachuring  Procurement  Sales Service Reporting  Utittes — & %
==
© 0 G ==
— ]
AddMew  Close Refresh Save Layout  Woarkspaces
Ticket Ticket a
Process Ticket 4| Current 4 Format
Project Assignment Test 1
WO Code | nwo0000265
WO Reference | PRJD00DO3S
. ‘WO Create Date !2{)17,!11]@ vi
WO Priority i1 |
WO Type [pp
1
Work Order | Customer | Project [
Ticket Thread O || Work Order Notes =H ¥
| Enter text to search... ~ | Find Clear i )7{;% .
| Note Date | Time | CreateDate
BmiBiw # 2 P v
Assigned To: Judith Mudzengi | Assigned By :Judith Mudzengi (Created: 2017/11/29) A F |
4 b

| 18Mar 2019 [

The Time Logging Express screen will be displayed.
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1. Employee : This will auto populate with the person currently
logged on to the system.

e 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.

e Equipment : This will auto populate with the serial
number and descriptionif a machine is linked to the
work order.

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

2. Status: The final field in this frame will contain a brief

description of the status of the work e.g. 'Work not started'.

4 Time Logging Express - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL — O
|Home | Equipment andLocstions Contract FinanceandHR  Inventory  Maintenanceand Projects  Manufactiring  Procurement  Sales Servie Reporting  Usiites — & X
o o &
Start . End Work Print
Work
Employee Iﬁﬁ:h Mudzengi -
call i
Work Order DWOO0000256 ~ |Project Assignment Test 1 ~‘&=&@
Equipment
Location Main
Work not started. 1] %
Open Windows ~ 18 Mar 2019 A

¢ Click on Start Work.
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= Time Logging Express - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL - m] X
Home | Equipmentand Locations  Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlitess — & 0 0X
e P
Start | End Work Print

Work

Employee Iﬂ:h Mudzengi -
call -
Work Order DWO0000268 + | |Project Assignment Test 1
Equipment

Location Main

Work not started.

Open Windows | | 18 Mar 2019 A

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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s Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL — m] *
[ |Hume | Equipment and Locations - Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlitess — & 0 0X
Time Entry Complete | AddMew Close Refresh Save Layout Workspaces
Work Ticket  Ticket he

Process 4 Ticket 4| Current 4 Format a

Project Assignment Test 1

WO Code | pwOOO00256

WO Reference | pR1000003S

| WO Create Date [2017/11/29 -
i WO Priority 2
Call Processing x WO Type op
Work Order [ Customer | Project ‘
Ticket Thread o Call Mo : has been released. es o 1
Enter text to search.. - i
Date Time CreateDate
Bea|Biw B g &
Assigned To: Judith Mudzengi | Assigned By :Judith Mudzengi (Created: 2017/11/29) A 3
l 3
Open Windows | 18 Mar 2019 i
. .
* The Call Processing message will close.
. . . .
* Exit the Ticket Maintain screen.
s Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL — m] *
77| Home | Equipment and Locations - Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & E

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

Process 4 Ticket 4| Current 4 Format a

Project Assignment Test 1 e

WO Code | pwOOO00256
WO Reference | pR1000003S
| WO Create Date [2017/11/29 -
Tl —
WOType [pp

T
Work Order | Customer | Project ‘

Ticket Thread 8 || Work Order Notes (= 3
Enter text to search.. v | Fnd || Clear |
Note Date Time CreateDate
BmiB e B & & ¥
Assigned To: Judith Mudzengi | Assigned By :Judith Mudzengi (Created: 2017/11/29) A 3
l 3
Open Windows 18 Mar 2019 i
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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, the Start Work button will be Inactive (grey).

2. The work status of the previous ticket will be displayed.

3. Take note of the work order number, close this screen and follow the

process to end work on the previous ticket.

- Time Logging Express - BPC: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL - O *

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

o &

EndWork | Print |
T
ess a| Pint 4

Employee ERﬂ Mudzengi -

Call DCMOO00091 * | Work Management - Call test 2

Work Order | DWODD00251 * | | Work Management - Call test 2

Equipment

Location  Hope Works Gillits 1

Work Started on work ord; D\'VDDDDOZGG%H the 18 Mar 2019 at 14:20:38.| <

/

Open Windows v | 18Mar 2019 A
=

END WORK

If you need to stop the current work, use this End Work option. 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.

¢ Click on End Work.
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= Time Logging Express - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL - m] X
Home | Equipmentand Locations  Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlitess — & 0%
L7 4
Start | End Work Print
Employee Iﬂ:h Mudzengi -
call -
Work Order DWO0000268 + | |Project Assignment Test 1
Equipment
Location Main
Work Started on work order DWQ0000266 on the 18 Mar 2019 at 14:20:38,

Open Windows | | 18 Mar 2019 A

The Close Open Work screen will be displayed.

TICKET DETAILS:

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

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

* 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.

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

functional location is linked to the work order.
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= Close Open Work - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL - m] X
Home | Equipmentand Locations  Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlitess — & 0%
End Work | Save Layout
Process I Format ‘
Employee  Judith Mudzengi Prior Waork:
Proje Project Assignment Test 1
ParentRef WoCode Description Status StatusDesc
» PRIOD0OO0D35 DWOOOO0D256 Project Assi tTest1 O 0
Wi T Project Assignment Test 1 it i
Equipment
“ v
jon |
Location Mz r Tech Comment 1
1 Work State
() Unresolved Client () Unresalved () Resolved
Rectification Code -
Comments
[ Rectification Comment
Work Started on work order DWOOD00266 on the 18 Mar 2019 at 14:20:38,

Open Windows | | 18 Mar 2019

PRIOR WORK

* This section shows you prior work done and the comments logged

against this work.

% ¥ Close Open Work - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL — O X

:Home Equipment and Locations  Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utliies — & 020X

End Work | Save Layout

Employee | Judith Mudzengi -Prior Wark
Proje Project Assignment Test 1
ParentRef WOCode Description Status StatusDesc
» PRIO0O0035 DWOOOOD266 Project A: tTestl O 0
Work Order |01/C Project Assignment Test 1 roject Assignment Tes' pen
Equipment

o= *

i L

Lacation:fe  Tech Comment
[ Work State
() Unresolved Client () Resolved
Rectification Code -

Comments

[ Rectification Comment:

Work Started on work order DWOOD00266 on the 18 Mar 2013 at 14:20:38,

Open Windows | 18Mar 2019
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WORK STATE AND RESOLUTION ACTIONS

1. 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 down arrow in the Rectification Code field and select
from the drop-down menu, the appropriate Rectification Code, e.g.
'Replaced Components', 'Parts Delivered and Installed’, 'Fixed Machine'
etc.
3. Type in a relevant Comment(s).

4. Click on End Work.

% ¥ Close Open Work - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL = [m]

EHcme Equipmentand Locations  Contract  Finance and HR  Inventory  Maintenance and Projects  Manufactiring  Procurement  Sales  Service  Reporting  Utliies — & 00X

QO &

End Work | Save Layout
-

Process .| F i
Employee | Judith Mudzengi - Prior Work-
Praje PRI0000035 Project Assignment Test 1
ParentRef WOCode Description Status StatusDesc
= » PRI0000035 DwWOOD000266 Project AssignmentTestl O Open
Work Order | DV/00000255 Project Assignment Test 1

Equipment ﬁ
4 = *

Location | Main "

~ Tech Comment

[ Work State Y
(3 Unresolved Client i) Unresolved (@ Resolved |
Rectification Code  Parts Delivered and Installed E ‘ &

Comments |Work done, dient happy with the work E
T ~Rectification Comment

Nork Started on work order DWODD00266 on the 18 Mar 2019 at 14:20:38,

Open Windows ~ 18 Mar 2019 o

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.
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END WORK WITHOUT ASSIGNING TO THE NEXT PERSON

* A Work Process message will be displayed asking you;
* Do you wish to assign this to the next person?
* Click on No.

¥ Close Open Work - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL — O X
|Home | Equipment andLocstions Contract FinanceandHR  Inventory  Maintenanceand Projects  Manufactiring  Procurement  Sales Servie Reporting  Utiites — & X
e @
End Work Save Layout

Employee  Judith Mudzengi - Prior Work
Praj¢ PR 10000035 Project Assignment Test 1
ParentRef WOCode Description Status StatusDesc
» PRIODOO0D35 DWOOOO0D266 Project Assi tTesti O 0
Work Order |DV/00000255 Project Assignment Test 1 G i i S 5]
Equipment

Location |Main e Do you wish to assign this to the next person?

Work State
() Unresolved Client () Unresolved L “

Rectification Code |Parts Delivered and Installed = H

Comments | Work dane, cient happy with the work

Rectification Comment

Work Started on work order DWO0000266 on the 18 Mar 2013 at 14:20:38.

Open Windows ~ 18 Mar 2019 i

* The Close Open Work Screen will close.
* The Time Logging Express Screen will be displayed.

1. Note 1: In this example, the End Work button is now inactive (greyed
out). However, sometimes the Start Work button will be greyed out
while the End Work button is not.

2. Note 2: In this example, the work status description notes that work
was ended. However, sometimes the work status message will display
as Work started on work order [ ] on the [ ] - even if work has been

ended.
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o Time Logging Express - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL - =] X
Home | Equipmentand Locations  Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlitess — & 00X
. =
© 0| &
Start  End Work | Print
Work T
Employee Iﬁ;:h Mudzengi -
call -
Work Order DWO0000256 + | |Project Assignment Test 1
Equipment

Location Main

Last worked on the 18 Mar 2019 ending at 14:51:38,
=,
N
~

Open Windows 18 Mar 2019 7

END WORK AND ASSIGN TO THE NEXT PERSON

In the Close Open Work screen.

* A Work Process message will be displayed;
* Do you wish to assign this to the next person?
e Click on Yes.
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= Close Open Work - BPO: Version 2.1.0.68 - Example Company = O bt

1Homei Equipment and Locations  Contract Finance and HR.  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales Service Reporting Utlites — & X

o @

Save Layout

4| Format .
Employee | Abigail Mine  Prior Work
Proje 5P240 Mew Deal.
ParentRef WOCode Description Status StatusDesc  Rectificatio. |
Workoier P20 e Deal. b PRIODOOD71 WOOOO1745 SP240New... O Open
PRJIOOOOO71  WOOD01868  SP240 New... O Open
PRIOOOOO71  WOO001593 ContractCl... O Open
Equipment PRIDOOOO71 WOO0001313 Retestissu... O Open
PRIOOOOO71  WOOOOD286 WS -Weekl... O Open
_ - PRIOOOOO71  WOOOOO206 SP240-2-... O Open
Location | Mzin
PRIODOOO71 WOOODOO206 S5P240-2-... O Dpen
i PRIOOOOD7L  WOOODO205  5P240-1-.. M Completed  Parts on
) Unresolved Client ® Unresolved © Resolved | PRIOODO07L WODOODZ0S SP240-1-.. M Completed  Parts on
BRI WONNONTING 07401 - M Fomelatad  Darfenn
Rectification Code  Parts Requirement - | || ¥
Tech Comment
Comments Awaiting spedfic parts delivery M]
o Do you wish to assign this to the next person?
- [ o W
Work Started on work order WO0001668 on the 15 Apr 2019 at 19:31:16.
Open Windows * | 28 May 2012 %

The Project (or Call) Assignment screen will be displayed.

* Assigned To: Click on the drop-down arrow in this
field.
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% = Project Assignment : Reference No. : PRIODD0OT - BPO: Version 2.1.0.69 - Example Company = O bt

1Homei Equipment and Locations  Contract Finance and HR.  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales Service Reporting Utlites — & X

10 ®|

Back Save Layout
Process Format
Assigned To ‘ B

Detail | 5P240 Mew Deal.

=

Assignment Date ‘ 30 May 2019 - |12:10:33 -

Assigned By ‘ Abigail Milne -

Functional Location (@ Equipment ()

Ttem |Main

Location | Msin

Create new Work Order ||

‘Open Work Orders
[0 | wocCode Description
3 = W00001593 Contract Closure - CO0000003 =
a W00000205 SP240-1 - Machine Installations |
= W00000206 SP240-2 - Network setup - tested... ™
Open Windows * | 28 May 2012 %

1. The Name menu will be displayed.
2. Select from this list, the person you wish to assign this to.
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My Tickets
hd Project Assignment : Reference No. : PRIDDO0OTT - BPO: Version 2.1.0.69 - Example Company - m] X
|Home i Equipment and Locations  Contract Finance and HR  Inventory Maintemance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utiites — & X

> M
30 &
Save Back Sawve Layout

Process a ! Format 4 l

/P

Assigned To

Detail

Assignment Date

d By

=/

D  Name

1 Bianca Du Toit

7 Carolina Lourens
3 Chris Haynes

21 Jade Rivers

23 Joel James

24 Abigail Mine
2 Belinda Sharman

N
Te

Item

Location

Open Work Orders

Open Windows ~

x
Functional Location @ Equipment ()
Main
| Main
Create new Work Order ||
WOCaode Description

W00001593
\WO00000205
W00000206

g0

Contract Closure - CO0D000009
SP240-1 - Machine Installations
SP240-2 - Network setup - test

] T

| 29May 2019 4

e Detail: This will auto populate but you can edit the

text, if required.

* Assignment Date: This will auto populate with the cur-

rent date and time.

Date: You can either type in or click on the
drop-down arrow and use the calendar
function to select an alternative date, if
required.

Time: You can either type in or use the dir-
ectional arrows to select an alternative

time, if required.

* Assigned By: This will auto populate with the person

currently logged on to the system but you can click on

the drop-down arrow and select an alternative person,

if required.

Help v2024.5.0.7/1.0 - Pg 31 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



o=
My Tickets

* Functional Location or Equipment: This will populate
depending on whether the call, project or work order
selected, is linked to a location or a machine.

* Item and Location: This will populate depending on
whether the call, project or work order selected, is

linked to a location or a machine.

% = Project Assignment : Reference No. : PRIODD0OTT - BPO: Version 2.1.0.69 - Example Company — O >

iHumei Equipment and Locations  Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & X

HO =

Save Back | Savelayout |

Process «| Format

Assigned To i Belinda Sharman b

Detail | 5P240 Hew Deal.

AssignmentDate‘SUMay Wi v [12:10:33 5

Assigned By 1 Abigail Milne -

Functional Location © Equipment ()

Item |Main

Location | Main

Create new Work Order [ |
Open Work Orders
[m] WOCode Description
[ =] WO0001593 Contract Closure - CO0000003 =
O WO0000205 SP240-1 - Machine Installations
] WO0000206 SP240-2 - Network setup - tested... ™
Open Windows | | 29May 2019 7

You now need to decide whether to create a new work order or whether to

select an existing open work order.

CREATE NEW WORK ORDER

1. Tick the Create new Work Order check box to create a
new work order that you will assign to the selected person.
2. Click on Save.
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= Project Assignment : Reference No. : PRIODD0OT - BPO: Version 2.1.0.69 - Example Company = O bt
| Home . Equipment and Locations  Contract Finance and HR.  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales Service Reporting Utlites — & X
> @
| @
Save | Back Save Layout

I, | Format e ‘

Assigned To i Belinda Sharman hd

Detail | SP240 New Deal,

Assignment Date | 30 May 2019 > | 13:48:38 :

Assigned By 1 Abigail Milne -

Functional Location (@ Equipment ()

Ttem |Main

Location | Msin

Create new Work Order *‘i—g

‘Open Work Orders
[0 | wocCode Description
= WO0001568 SP240 New Deal. =
= WO0001746 SP240 New Deal.
Open Windows * | 28 May 2012 %

You will return to the Time Logging Express screen.

1. The Start Work button will be greyed out while the End
Work button is not.
2. The work status message may display as Work started on

work order [ ] on the [ ], even if work was ended.
3. Exit the screen.
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¥ Jime Logging Express - BPO: Version 2.1.0.69 - Bample Company = 6] X
' Home . Equipment and Locations  Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & E

Employee | Abigail Mine

call -

Work Order | WOD001668 + | |5P240 New Deal.

Equipment

Location  Main

Work Started on work order WO00016568 on the 30 May 2019 at 13:46:43.

Open Windows * | 28 May 2012

You will return to the Ticket Maintain screen.

¢ Exit this screen.
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- Ticket Maintain - BPC: Version 2.1.0.69 - Example Company — O s
Home | Equipment and Locations  Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales Service Reporting  Utliies — & E

= 2 = —
q
© 00 © B BB
Time Entry Complete | AddNew Close Refresh Save Layout Workspaces
Wark Ticket  Ticket =
Process 4 Ticket 4| Current d Format ]
SP240 New Deal.
WO Code | Q0001668
WO Reference |prI0000071
WO Create Date | 2018/05/24 -
= WO Priority |2
WO Type DR
Work Order | Customer | Project ‘
Ticket Thread 0 || work Order Hotes o 4
Enter text to search... x Find || Clear |
Note Date Time CreateDate | AmendDate
Ooo|gl# 8 & &

¥
Assigned To: Abigail Mine | Assigned By :Abigail Milne (Created: 2018/05/24) o * _---

Open Windows * | 28 May 2012

You will return to the My Tickets screen.

* Here you can view the new work order.
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= Wy Tickets - BPO: Version 2.1.0.69 - Example Company = O bt
Home | Equipmentand Locations Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing  Procurement Sales Service Reporting Utlites — & X
P | e (I - Ty ey
5 =1 i) i< ]
Edit Complete | Sawelayout Workspaces Sawve Filter Refresh Export
Work b
Format 4| Current .| Export
CalReference  WOCaode Description Priority Note CreateDate CreateBy AssignedTo
¥
» PRIDO00283 WOO0001604 Site Inspection required 2 HMachine Installation 2018/10/29 Abigail Milne Theo Peterson
C 87  Return ine from co... 2 Return all from sho.. 2018/07/24 Abigail Milne Theo Peterson
PCNOO00D026  PWOOD00D64 3MS - 3 Month Service 2 Service [8/08/07 Abigail Milne Bianca Du Toit
PC 7 TT003 - y - Call p... 2 Service [OB/OT Abigail Milne Belinda Sharman
CHODO0582 Wo0001694 TT009 - Daily, Mono 100... 2 Scheduled Service 2018/08/07 Abigail Milne Belinda Sharman
PRIDO00071  WOO001746  SP240 New Deal. 2 SP240 Hew Deal. 2019/04/12  Theo Peterson  Abigail Milne
PRI0O0O00301 WOO0001751 Installation Project 1 2 Installation Project1 2019/04/12 Abigail Milne Belinda Sharman
PRIDO0D0O304 WOD001754 Installation Project 4 2 Installation Project 4 2019/04/12 Abigail Hilne Belinda Sharman
PRIOO00305 WOD001757 Installation Project 5 2 Installation Project 5 2019/04/12 Abigail Milne Belinda Sharman
IPR]IHIII]TI Woo0001771 SP240 New Deal. 2 SP240 New Deal. 2019/05/30 Abigail Milne Belinda Sharman
Count: 10
‘. »
Open Windows * 22 May 2013 %

SELECT EXISTING OPEN WORK ORDER

Instead of creating a new work order for the person you wished
to assign the work order to, you could select an existing open

work order to assign.

* Note: You cannot choose a work order that was pre-

viously assigned to someone.

* |n the Close Open Work screen, select Yes in the Work Process

message box.
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= Close Open Work - BPO: Version 2.1.0.68 - Example Company = O bt
iHome | Equipment and Locations  Contract Finance and HR.  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales Service Reporting Utlites — & X

Er Save Layout
Process Format
Employee | Abigail Mine  Prior Work ‘
Proje SP240 New Deal.
ParentRef WOCode Description Status StatusDesc  Rectificatio. |
Workoier P20 e Deal. b PRIODOOD71 WOOOO1771 SP240New... O Open
PRJOOOOO71  WOODO1746  SP240 New... O Open
PRIOODOO71  WOODO1568  SP240 New... M Completed Awaiting
Equipment PRIDOOOO71  WOO0D16568 SP240 New... M Completed Awaiting
PRIOODOO71  WOOOO1568 SP240 New... M Completed Awaiting
_ - PRIOOOOO71  WOOODO1568  SP240 New... M Completed Awaiting
Location | Mzin
PRJIOD00O71 WOOD001568  5P240 New... M Completed Awaiting
-~ Wark State 01668 SP240 New... M Completed Awaiting
() Unresolved Client (@ Unresolved 001568  SP240New... M Completed  Awaiting
NAHAER D740 New M Comelatad | Swsitinn
Rectification Code Parts Requirement Do you wish to assign this to the next person? ———————————— 3
Comments Awaiting spedific parts delivery.
- ‘ o
Rectification Comment
Work Started on work order WOO0001668 on the 30 May 2019 at 13:46:43.
Open Windows * | 28 May 2012 %

The Project or Call Assighment screen will be displayed.

1. Click on the check box in front of the open work order that you wish
to assign on to the assignee.
2. Click on Save.
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L3 Project Assignment : Reference No. : PRIDD00OTT - BPO: Version 2.1.0.69 - Example Company = 6] X
‘Home: Equipment and Locations  Contract Finance and HR.  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales Service Reporting Utlites — & X
> W
4| @
Save | Back Save Layout |
-Q-._,\@

Assigned To Bianca Du Toit hd
il | SP240 Mew Deal.

=

ignment Date | 30 May 2019 > | 15:10:20

igned By 1Ab\ga|| Milne -

Functional Location (@ Equipment ()

Ttem |Main

Lodgtion | Msin

\ | -

Create new Work Order | |
‘Open Work Orders
WOCode Description

=
N[O  wooooises 5P240 New Deal. B
s WODD01746  SP240 New Deal,
[ WO0001771  5P240New Deal. b
Open Windows * | 28 May 2012 %

The Project or Call Assignment screen will close and you will return to the

Time Logging Express screen.

1. You will note that the Start Work button is 'inactive' (greyed out) but
the End Work button is 'active'.

2. The Work Status text box may display "Work started....."

3. Exit the screen.
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= Time Logging Express - BPO: Version 2.1.0.69 - Example Company = O bt

Home | Equipment and Locations Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlies — & E

End Work Print
T—

Process 4| Print
Employee | Abigail Mine -
call -
Work Orderl WO001746 - |'T§F;2_4'a_New Deal.
Equipment

Location  Main

Work Started on work order WO00016568 on the 30 May 2019 at 13:46:43.

Open Windows * | 28 May 2012 %

You will return to the Ticket Maintain screen.

¢ Exit this screen.
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@ 7

Ticket Maintain - BPO: Version 2.1.0.69 - Example Company

6] X
Home| Equipment and Locations  Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & E
— 2 = —
q
° 0 00 @ B
Time Entry Complete | AddNew Close Refresh Save Layout Workspaces
Wark Ticket  Ticket =
Process 4 Ticket 4| Current d Format ]
SP240 New Deal.
WO Code | Q0001746
WO Reference |prI0000071
WO Create Date | 2015/04/12 -
= WO Priority |2
WO Type DR
Work Order | Customer | Project ‘
Ticket Thread Waork Order Notes o a
Enter text to search... x Find || Clear |
Note Date Time CreateDate | AmendDate
Bomi8# & & &

Assigned To: Abigail Milne | Assigned By :Theo Peterson (Created: 2019/04/12)

~

¥
+ I N

Open Windows *

| 28 May 2019

You will return to the My Tickets screen.

* Her you can view the open work order that has been assigned on.
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= Wy Tickets - BPO: Version 2.1.0.69 - Example Company = O bt
Hame Equipment and Locations  Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing  Procurement Sales Service Reporting Utlites — & X
V. ! = = (=] - =9 e [
5 i< ]
==
@ X 6 | O 1B
Edit Complete | Sawelayout Workspaces Sawve Filter Refresh Export
Work b
Format Export
CalReference  WOCaode Description Priority  Mote CreateDate CreateBy AssignedTo Status  Read CustomerCor
¥
» PRIDO00283 WOO0001604 Site Inspection required 2 Machine Installation 2018/10/29 Abigail Milne Theo Peterson N No HOPOO1
C 87  Return from co... 2 Return all from sho... 2018/07/24  Abigail Milne Theo Peterson N No HOPOD1
PCNO000026  PWOOO00064  3MS - 3 Month Service 2 Scheduled Service ~ 2018/08/07  Abigail Milne BiancaDuToit M No SAMO001
PCHO0O00027 TT003 - y - Call p... 2 Scheduled Service 2018/08/07 Abigail Milne Belinda Sharman M Ho SAMO01
CHOD00582 WOO0001694  TT0O09 - Daily, Mono 100... 2 Scheduled Service 2018/08/07 Abigail Milne Belinda Sharman N No HOPOD1
I PRIDO00O71  WOO001746 5P240 New Deal. 2 SP240 New Deal. 2019/05/30 Abigail Milne Bianca Du Toit L Ho TIADO1
PRI0O000301 WOO001751 Installation Project 1 2 Installation Project1 2019/04/12 ll'mallﬁl! Belinda Sharman N No HOPOO1
PRID000304 WO0001754  Installation Project 4 2 TInstallation Project 4 2019/04/12  Abigail Milne Belinda Sharman N No HOPOO1
PRIDD00305 WO0001757  Installation Project 5 2 Installation Project 5 2019/04/12  Abigail Milne Belinda Sharman N No HOPOO1
PRIDO0OO71 WOO001771  SP240 New Deal 2 5SP240 New Deal. 2019/05/30  Abigail Milne Theo Peterson N o TIA0O1
Count: 10
‘. »
Open Windows * | 28 May 2012 %

VIEW UPDATED TICKET THREAD

* Select the ticket that you have just re-assigned.

e Click on Edit .
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My Tickets - BPO: Version 2.1.0.69 - Example Company — O s
dLocations Confract FinanceandHR Inventory Maintenance and Projects  Manufacturing  Procurement  Sales Service Reporting  Utliles — & X
o B8 %
E= &
==
Sawe Layout Workspaces Sawe Filter Refresh Export
-
Faormat 4| Current 4| Export a
it hieader hiare to group by that colu
o . ‘ . % f #
| CallReference | WOCode | Description Priority | Note CreateDate | CreateBy | AssignedTo
¥

HHTEHH
:

The Ticket Maintain screen will be displayed.

* In the Ticket Thread frame, you can see that there are now 2 tick-

ets in the thread, the one assigned to yourself and the one you
have assigned on to another person.

¢ Exit the screen.
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- Ticket Maintain - BPC: Version 2.1.0.69 - Example Company — O *

‘Homel Equipment and Locations  Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & E
— e = — |
B
=
© 00 & [’
Time Entry Complete | AddNew Close Refresh Save Layout Workspaces
Wark Ticket  Ticket =
Process i Ticket 4| Current Format
SP240 New Deal.
WO Code | Q0001746
WO Reference |prI0000071
WO Create Date | 2015/04/12 -
= WO Priority |2
WO Type DR
Work Order | Customer | Praject
Ticket Thread O || Work Order Notes a
Enter text to search... ~ | Fnd || Clear |
Note Date Time CreateDate | AmendDate
Bool3e $# &# 5
Assigned To: Bianca Du Toit | Assigned By :Abigall Mine (Created: 2019/05/30) V\"\ fud _---
-
" —e
-
Assigned To: Abigail Milne | Assigned By :Theo Peterson (Created: 2019/04/12) ‘/:’
l 5
Open Windows * | 28 May 2012 %

PRINT WORK ORDER REPORT

* Select the ticket you wish to print a work order report for.
* Click on Edit.

* In this image, DWOO0O000067 was selected.

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

work without first exiting the Time Logging Express screen first.
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My Tickets - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL
Equpmentand Locations  Contract Financeand HR  Inventory  Maitenanc and Projects

- ] b

Complete | Savelayout Workspaces Save Filter Refresh Export
Work b
Process 4 Format 4| Current 4| Export 4
Drag a column header b to group by th amn f
E . e
WOCode  Description Priority Note

The Ticket Maintain screen will be displayed.
Click on Time Entry.

Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL
=]
© 00 & | &8

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

- ] b

Process 4 Ticket a| Current
ITT002 - Weekly - Call per WO

4 Farmat a

WO Code | pW00000067
WO Reference | DCNDDDO032

| WO Create Date | 2017/05/14 -
| woprority P ]
WO Type |SM—|
Work Order | Customer | cal |
O || Wark order Notes

Ticket Thread

| Enter text to search...

olumn header here 1o arey

v fnd || cer |

BomiBie e g P
Assigned To: Judith Mudzeng! | Assigned By :Judith Mudzengi (Created: 2019/03/18) 2

A

PesgEtior e s fanomtall Jssone e G M Mdterson (et N N )

A~
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* The Time Logging Express screen will be displayed.

e Click on Print.

3

i

<@

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

%

Home | Equipmentand Locations Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & X
End Work Print
Employee Iﬂ:h Mudzengi -
Call DCNO00DO32 ~ | |TT002 - Weekly - Call per WOCall created as ]
draft, because there is no email address for
the technician.

Work Order DWODD00057 v | |TT002 - Weeldy - Call per WO

Equipment 14256154

5P2020 Alternate Copier

Location

Open Windows

Work Started on work order DWO0000067 on the 18 Mar 2019 at 14:57:02.

18 Mar 2019

* A Report Generation message will be displayed asking you;
* Do you want to print the WO Report for WO [ ]?

e Click on Yes.

CO3 Technologies (Pty) Ltd © Company Confidential
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% 4 Time Logging Express - BPO: Version 2.1.0.60 - TEST ALPHA - JUDITH PC LOCAL - m]

Home | Eguipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utiliies

Q0 &

End Work Print

Employee Jud\th Mut‘j‘zengl -
call |DCNO0DOD32 ~ | | TT002 - Weekly - Call per WOCall created as
draft, because there is no email address for
the technician.
Work Order DWWO0000057 v | [TT002 - Weeldy - Call per WO

Equipment 14256154

Do you want to print the WO report for WO DWOO00000677

Location

No

Work Started on work order DWO0000057 on the 18]

Open Windows 18 Mar 2019

* The Work Order Report will be displayed.
* You can save, print or email this report.

¢ Click on Close to exit this screen.

File View Background

L) O 0|8 B- & & & [om - &)« o BB = -

Work Order

TESTALPHA -JUDITHPCLOCAL

StreetNo and Road Name Postbox No

Area Area

City City

South Africa South Africa

aaoo oooo

RegMo.: 0000000 Fax No.: 0000000000

WATMo.: 0000000 Tel No.: 000 000 0000
iWDBarcude Customer: Consolidated Tel No. :
OO e ey 2
A e, g Porer- 2

Billable: no

iShippingAddress:  1ststreet Call Date : 14 Jun 2017 08:00
| Town Call Ref.: DCNODDO032
_ Serial No. : 14256154
Model Nao. SP2020ALT
Error Code:
i 0000 WO Code:  DWOOOOO0E7
{Machine Location: Hillcrest WO Desc: TT002 - Weekly - Call per WO
{ContractNo. : C.0.D Inclusions :
| Stock Requested
| Part Code Part Description Quantity
2020-147YA 5P2020 Yellow Toner Alternate 1.00000

| 2020-147Ma 5P2020 Magenta Toner Alternate 1.00000
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COMPLETE WORK

* You can use this functionality once your work has been com-
pleted, or if you can no longer continue with the work if, for
example, you are waiting for a Parts Requirement or you are
awaiting client confirmation.

* Select the ticket you want to complete work for.

* Click on Edit.

* In this image, DWOO0000260 was selected.

My Tickets - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL - ]

*

EE
2z &
[
Edit | Complete = Savelayout Workspaces Save Filter Refresh Expart
Work i
Process Format 4| Current 4| Export 4
Drag a column header here to group by that column

 wocode

i

Work Management - Call test 1

* The Ticket Maintain screen will be displayed.
* Click on Complete Work.
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s Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL — m] *
. |Hume | Equipment and Locations - Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & 0 0X
S e I = ==
9 100 <

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

Process 4 Ticket

4| curent Format

Vork Management - Testing1
WO Code | pwoO000250

WO Reference |pCNO00D0SO

| WO Create Date | 2017/11/24 -

WO Priority |3
WO Type [gmpy

T
Work Order | Customer CaH|

Ticket Thread 8 || Work Order Notes (= 3

Enter-text to search..

~ |

Note Date Time CreateDate

BmiBl® i g &

L/
Assigned To: Judith Mudzengi | Assigned By :Judith Mudzengi (Created: 2017/11/25) A * _—_

Open Windows ~ | 18Mar 2019 2

* The Complete Work screen will be displayed.

* 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.
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¢ Reason Code: Click on the down arrow and select the
reason code.
* Notes: Type in the relevant notes.

¢ Click on Save.

s Complete Work - Wark Order: DWOO000260 - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL - ] x

| Home | Equipment andLocations  Contract Financeand HR  Inventory Maintenance and Projects  Manufactiring Procurement Sales Service Reporting  Utites — & %

Employee Judith Mudzengi

Call { Project | DCNOOD00SQ

Work Order | DWO0000260

() Unresolved Client @) Resolved

() Unresolved

Reason Code | Serviced Machine - [*

Notes | Machine serviced *

Open Windows ~ | 18Mar 2019 i

* A Start Work message will be displayed telling you;
* Work Order: [ ] Completed.
* Click on Ok.
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s Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL — m] *
[ |Hume | Equipment and Locations - Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlitess — & 0 0X
Time Entry Complete | AddMew Close Refresh Save Layout Workspaces
Work Ticket  Ticket he

Process 4 Ticket 4| Current 4 Format a

Vork Management - Testing1
WO Code | pwoO000250

WO Reference |pCNO00D0SO

| WO Create Date [2017/11/24 -
i WO Priority |3
WO Type
Start Work X R
fk Order | Customer | call |
Ticket Thread oz
‘Work Order : DWO0000260 Completed.
Enter text to search..
CreateDate
BB e &
Assigned To: Judith Mudzengi | Assigned By :Judith Mudzengi (Created: 2017/11/25) Al
l 3
Open Windows 18 Mar 2019 i

* The Start Work message will be closed.
* Click on Close to exit this screen.

s Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL — m] *
[ |Hume | Equipment and Locations - Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — &

Time Entry Complete | AddMew Close Refresh Save Layout Workspaces
-

Work Ticket  Ticket

Process 4 Ticket 4| Current 4 Format a

Vork Management - Testing1
WO Code | pwoO000250

WO Reference |pCNO00D0SO
| WO Create Date [2017/11/24 -
T E—
WO Type [sepy

T
Work Order | Customer | cal |

Enter text to search.. v | Fnd || Clear |
Note Date Time CreateDate
Bem|Be B g & 5

Assigned To: Judith Mudzengi | Assigned By :Judith Mudzengi (Created: 2017/11/25) A * _—_

Ticket Thread 8 || Work Order Notes (= 3

Open Windows 18 Mar 2019 i
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CLOSE TICKET

* Once all work has been done and completed, a ticket thread can
be closed.
e Select the ticket you want to complete work for.

* Click on Edit.
* In this image, DWOO0000240 was selected.

My Tickets - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL — m] b4
P | Home | Equpmentandlocatons Contract Financeand HR  Iwentory MaintenanceandProjects  Manufacluring Procrement Sales Service Reporting Uties — & X
= % i
[
© & HH &
Edit [ Complete = Savelayout \Workspaces Save Filter Refresh Export
Work b
Format 4| Current 4| Export 4

Process 4
Drag a column headsr hefe to group by that column
T ; /d P

DWO0000240  TTO13 - Weekly Colour 1000 - Call per WO

-~

* The Ticket Maintain screen will be displayed.
* Click on Close Ticket.
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s Ticket Maintain - BPO: Version 2.1.0.69 - TEST ALPHA - JUDITH PC LOCAL - m] *

|Hume| Equipment and Locations  Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlitess — & 0 0X

Time Entry Complete | Add Mew | Close Refresh Save Layout Workspaces
Work Ticket | Ticket he

Process 4 Ticket a| current 4 Format a

TT013 - Weekly Colour 1000 - Call per WO
WO Code | LwOO0D0240

WO Reference |pcnoD000S4
| WO Create Date |2017/11/06 -
Tl —
WO Type [oy

T
Work Order | Customer | cal |

Ticket Thread 2 || Work Order Notes CIE
Enter text to search.. v | Fnd || Clear |

Note Date Time CreateDate
BB e &

L/
Assigned To: Judith Mudzengi | Assigned By :Judith Mudzengi (Created: 2017/11/06) A * _—_

Open Windows 18 Mar 2019 i

* The Ticket Thread message will be displayed telling you;
* Ticket Thread closed.
* Click on Ok.

! Ticket Maintain - BPO: Version 2,1.0.69 - TEST ALPHA - JUDITH PC LOCAL — O *

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

Time Entry Complete | AddMew Close Refresh Save Layout Warkspaces
Work Ticket  Ticket T

Process i Ticket | corent 4 Format .

[TT013 - Weekly Colour 1000 - Call per WO
WO Code | DW0OO000240

WO Reference | nCNOO0O0S4

| wocreate Date [zizjijes <
i Wo Prhority 2 |
Ticket Thread % WO Type [oy
Workorder | Customer | cal |
Ticket Thread o Ticket Thread closed. jork Order Notes (=1 §
Enter text to st

Date Time CreateDate

BomiBe S &

Assiged To: Judith Mudzeng | Assigned By :Judith Mudzengi (Created: 2017/11/06) « I R

Open Windows v 18 Mar 2019 2
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* The Ticket Thread message will closed.

e To exit this screen, click on Close.

= Ticket Maintain - BPO: 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 — &
Time Entry Complete | AddMew Close Refresh Save Layout  Workspaces
Work Ticket  Ticket ¥
Process ’ Ticket a| Current 4 Format
[TT013 - Weekly Colour 1000 - Call per WO
WO Code | DWO0000240
WO Reference | nCNOOOO0S4
| Wo Create Date [2017/11/06 -
WO Priority |2
WO Type 5M
T
Work Order | Customer | cal |
Ticket Thread O || Work Order Notes o R
Enter text to search.. v Fnd || Cear : ;
Nate Date Time CreateDate
BB B e &7 ¥
Assigned To: Judth Mudzengi | Assigned By : .cith Mudzengl Created: 2017/11/08) ~| - |1 I N
l 3
Open Windows 18 Mar 2019 i

Related References

¢ All Open Tickets

CAP.001.002
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