Instruction Documents

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

MAINTENANCE

INSTRUCTIONS - ADD / EDIT [ DELETE AND
VIEW DIGITAL DOCUMENTS

You can scan in and link documents relating to the task instruction.

Remember that these documents need to be saved on the server in a shared

folder.

Ribbon Access: Maintenance / Projects > Instructions

a = BPO: Version 2.5.0.0 - Example Company v2.5.0.0 = J = J[ x
% Equipment [ Locations Contract Finance /HR Inventory Maintenance / Projects Mmufnm{ing Procurement Sales Service Reporting Utlities
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Instructions| Tasks Generate | WorkRequests | Maintenance | Projects Standard Work Order  Technidan
Tasks ar Methodology ~ Allocation  Allocation

1. The Instructions listing screen will be displayed.
2. Click on the row of the instruction you wish to link a digital document
to.

3. Click on the Documents tile.
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| a | Home t/Locations  Contract mezma Inventory i [Projects  Man i Sales  Service Reporting  Utilities - & x
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Add  Edit Delete Back View | Savelayout Wnrkspaoes Refresh | Export
Links » ‘
er te »p
Insthium InstClass InstClassDesc InstDesc InstText
Functions L3 aBe L: 3 L3 3
= = |V BnmamT  seRv Service Bin Maintenance 1. Open bin 2. take batteries out 3. place new bat.
ocumen
CLEAN SERV Service Clean Machine 1. Open copier front panel
MAINT SERV Service Maintain as required Maintain as required in service manual
MFCPNF1  SCHE Service Checks Paper not feeding service checks for Multi Functional Copiers - Check 1 1. Does the edge actuator move smoothly No. Re-...
Open Windows

| User : JuiandaK | 07/05/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0

ADD A DIGITAL DOCUMENT

4. The Instruction Documents screen will be displayed.
5. From this screen you can view a list of the documents (if any) that are

linked to this instruction.
6. Click on Add.

@ Short cut key: Right click to display the All groups menu list. Click on Add.
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7. The Instruction Document Maintain screen will be displayed.

8. Click on the search button in the File text box to display the Select File
screen.

9. Search for and select the document that you wish to link to this instruc-

tion.

A Important to remember that the document needs to be saved on the server in a

shared folder.

10. Click on Open.
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Save  Back

| &

File Path

Repository Path | C:\ProgrambData\CO3 Technologies'BPO
\SharedDocumentFunctional Locations

File Description $ selectFile 4 %
A ||« Users > JulandaK > Documents > Customers v @ | Search Customers »p
Organize v New folder = M @
I This PC A Neme Date modified Type
== C on NBDB006& E35] 20210112 Customer Invoice 2021/01/08 200 PM  Microsoft Excel W..
= :
I Desktop I3 Customer Sales Agreement 2020/01/1012:06 ..  Microsoft Word D.
|5 Decuments
3 Downloads
B Music
[&] Pictures
B videos
- Local Disk (C:)
== CD Drive (D7) v & I )
File name: | Customer Sales Agreement v | |anfies ¢ v
Open Windows + User : Julandak | 07/05/2021 | Version: 2.5.0.0 | Example Company v2.5.0.0

FILE LOCATION DETAILS

* File: This field is populated with the selected file name.

* File Path: This field is populated with the selected file path.

* Repository Path: This field will populate with to the repository
path set up in the Configurator.

* File Description: Click in the text box and type in a description

for the document.

SAVE THE DOCUMENT LINK

6. When you have finished adding the document details, click on Save.
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‘ v Instruction Document Maintain - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 -8 x
\? Home i /locations  Contract ~ Finance fHR  Inventory i [Projects  Man Sales  Service Reporting  Utilities - & x
Save | Back
r I [
File Customer Sales Agreement.docx r*
File Path  C:\Users\lulandaK\Documents\Customers\Customer Sales Agre *
Repository Path  C:\ProgramData|\CO3 Technologies\8P0
\SharedDocumentFunctional Locations)
File Description ' Sales Agreement]
Open Windows | User : JulandsK | 07/05/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0

7. You will return to the Instruction Documents screen.
8. The details of the document you have linked to the Instruction can now

be viewed.
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Processing P Format 4| Curent 4| View . @S
fidinstID  Document DocDescription
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>| 3 C:¥ 03 \BPO\SharedD ustomer Sales .. Sales Agreement
Open Windows ~ | User : Juandak | 07/05/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0
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EDIT A LINKED DOCUMENT

1. From the Instruction Documents listing screen,

2. Click on the row of the Document you wish to edit.
3. Click on Edit.

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

$ - F —= 2 - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 —J(a][x
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DocDesaription
ol
4 C:\ProgramData\CO3 Technologies\BPO\SharedDocumentinstructions\#\Customer Sales ... Sales Agreement

Open Windows ~ | User : Juandak | 07/05/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0
| T /

4. The Instruction Document Maintain screen will be displayed.

@ Note that the fields for File, File Path and Repository Path have been
greyed out indicating that they cannot be changed.

5. Make the required changes to the File Description.
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SAVE THE CHANGES

6.

Click on Save to save the change or
* Click on Back to return to the Document listing screen

without saving any changes.

$ -
£

— i Maintain - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 =/ x

Home | Equipment/locations  Contract  Finance fHR  Inventory i [Projects M, Sales  Service Reporting  Utiities -

Save

Repository Path C:\ProgramData\CO3 Technologies\BPO

File Description |Sales Contract] * .

Open Windows ~ | User : JuiandaK | 07/05/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0

|®

File Path |C:'ProgramData \CO3 Techr

\SharedDocumentFunctional Locations

DELETE/REMOVE A LINKED FILE

1.

From the Instruction Documents listing screen,

2. Click in the row of the document you wish to delete from the instruc-

tion.
Click on Delete.

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

When you receive the Delete Document message to confirm;
* Are you sure you want to delete this Document?
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5. Click on Yes if you are certain about your selection, or

* Click on No to ignore the request and to leave the document

on the Instruction Documents screen.
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Document DocDescription
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Delete Document / it
k.
Are you sure you want to delete this Document?
o
\o |
Open Windows v | User :JulandaK | 07/05/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0

VIEW A LINKED DOCUMENT

1. From the Instruction Documents listing screen.
2. Click in the row of the document you wish to view.
3. Click on View.

@Short cut key: Right click to display the All groups menu list. Click on View.
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... Document DocDescription
] e o

4 C:\Pre 03 0 tions\#\Customer Sales ... Sales Contract
Open Windows

| User : JuiandaK | 07/05/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0

4. The document will open in the software format that it was created in,
e.g Microsoft Word or Excel.
* The example has the Sales Contract saved as a Microsoft
Word document.
* Make the necessary changes and save the document in
Microsoft Word.
5. Close Word or Excel.
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Customer Sales Agreement - Word

Mailings Review View Help  Q Tell me whatyou want to do
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TECHMNOLOGTES

CO03 Technologies

System and Service Supply Agreement

page 1 0f 37 8482 words__[IX _English (United Kingdom) = B - 1 + 100%
6. You will return to the Instruction Documents screen.
7. Click on Back to return to the Instructions listing screen.
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