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Maintenance - Edit Work Request

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

MAINTENANCE

WORK REQUESTS - EDIT A WORK REQUEST

Work requests are instructions for work to be done, which can then be
checked by a technical / service manager and approved or rejected as

required.

Ribbon Access: Maintenance / Projects > Work Requests

° ¥ Instructions - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 — =] x
| Equipment {Locations Contract Finance /HR - Inventory [ Projects Mar i Procurement Sales Service Reporting Utilities

@ [ = "B =Ee] = [~ —
M g O B E & R &
Instructions Tasks Generate | |WorkRequests| | Maintenance | Projects  Standard Work Order  Technician
Tasks Radar Methodology ~ Allocation  Allocation

1. The Work Requests listing screen will be displayed.
2. Select the Site where the work request has been created.
* The example has Durban selected.
3. You can only edit work requests that are in an Open or Completed
Status.
* The example has Open selected.
4. Click on the row of the work request you wish to edit.
5. Click on Edit.

@ Short cut key: Right click to display the All groups menu list. Click on Edit.
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s ..——»mnm-mvmmn-wc__yvm = ]2 x]
[locations  Contract  Finance /HR  Inventory /Projects  Manu Sales  Service Reporting  Utiities - & x
— ” e = 2 \
5| =& GO m & &
Vew | savelayout Worlspaces | Approve Dedne | Export | Py Jﬂ.
Format P Process 4| Export .[WMnt . Current 4 [
WRCode Description WOType Status  Priority  AssigneeNumber  EmployeeNumber RequestDate RequestTime ScheduledsSta
* o e A o = o0 e - o -
WRO000039  Work Request testv2.1.0.5 DR 0 2 MUDODL MUDOO1 22/05/2017 00:00:00 22/05/2017
WRD000040  Work Request v2.1.0.5 DR o 2 MUD0D1L MUDOOL 22/05/2017 10:22:56 22/05/2017
WRD000042  test work request with end date before start date DR 0 2 puTo01 DUTO01 07/06/2017 16:23:00 06/06/2017
WR0000043  Testscheduled start and end dates DR o 2 DUT001 DUTO01 14/06/2017 10:05:30 01/06/2017
WRO000043  To chieck the copier transfer unit DR 0 2 DUToO1 DUTO01 23/11/2017 12:05:28 23/11/2017
WRO000050  Test work request INSP 0 2 DUTO01 DUT001 28/11/2017 09:16:55 28/11/2017
WRO000056 test DR 0 2 PILODL PILOOL 23/04/2020 16:39:27 23/04/2020
Dwmoosooo Rollers need replacing PR 0 3 KES001 SHAOD1 11/11/2021 15:54:01 29/11/2021
Count: 8
‘ v
Open Windows ~ | User:Juandsk | 11/11/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

6. The Edit Work Request screen will be displayed.
7. Make the changes to the work request as required.

work request fields.

Refer to Maintenance - Add Work Request for an explanation of the

8. Click on Save.
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Edit Work Request - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 [(=Jla]lx]

Hm“lmmmlﬂlmm /Projects Man Sales  Service Reporting  Utiities - & x
L 1
o
[— ]
Save | Back | Savelayout Workspaces
Site Durban . Status O -
Description Rollers need replacing . WO Type |Parts Requirement -

Assigned To | Julanda Kessler
Scheduled Start | 29/11/2021

Priority PR Scheduled End | 29/11/2021  ~
Requestor Type (@ Employee © Customer Work Request Ttem
Requestor Belinda Sharman o= Functional Location O Equipment &
RequestDate 11/11/2021  ~  15:5401 2] Ttem |478Amn o+
Billable | | Comments |Order a second spare set of rollers -J
Project Reference PRI0000408 P
Project Description  Maintenance Project - SP400 =
WRCode Note NoteDate  NoteTime  Employeshame Status
£ WR0005000  Take spare set of rollers to customer 11/11/2021  16:11:22 Julanda Kessler [

Open Windows ~

| User:JulandaK | 11/11/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

9. When you receive the message to confirm that;
* Work Request: WR[work request number] saved.

10. Click on OK.
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$ - Edit Work Request - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =JLaJix]
|1‘ Home i [locations  Contract  Finance /HR  Inventory /Projects  Man i Procur Sales  Service  Repor’k - & X
L 3] A
)
I——}
Save  Back Save Layout Workspaces
-
Processing Format [
Site |Durban ¥ Status O ®
Description Rollers need replacing * WO Type | Parts Requirement -
Assigned To  Julanda Kessler | = /
x

Scheduled Start 29/11/2021  ~
Scheduled End  23/11/2021 hd

Priority 35*
Work Request : WR0005000 saved

Requestor Type (© Employee O Customer [ Work Request Item
Requestor Belinda Sharman P = | Location O Equipment &
Request Date 11/11/2021 v | | 15:54:01 *] Item \475-1011 | .—»
Billable || Comments | Order a second spare setof rollers | —
»

=

Project Reference PRI0000408
Project Description Maintenance Project - SP400

NoteDate NoteTime EmployeeName Status

WRCode Note
Julanda Kessler A

» WR0005000 Take spare set of rollers to customer 11/11/2021  16:11:22
« [ NS | SR F N | B

| User:JulandaK = 12/11/2021 @ Version: 2.5.0.4 = Example Company v2.5.0.0 ot

Open Windows ~

You will return to the Work Requests listing screen where you can view the

changes made.

MNU.002.005
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