Link an Instruction

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

MAINTENANCE

TASKS - LINK AN INSTRUCTION TO A TASK

It is important to note that least one Instruction must be linked to a Task.

Instructions are 'Work Instructions' to the person performing the required

work.

Ribbon Access: Maintenance / Projects > Tasks

$ - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 = J(a [ x
@ Equipment / Locations Contract  Finance /HR Inventory Maintenance / Projects Manufacturing Procurement  Sales Service Reporting Utilities
L 7 (S " [EoFN — ) —— %
O (ME 0 5% E s | L

Instructions | Tasks | Generate | WorkRequests | Maintenance | Projects  Standard ~ Work Order Technician
Tasks Radar Methodology ~ Allocation  Allocation

1. The Tasks list screen will be displayed.
2. Click on the row of the task you wish to link an instruction to.
3. Click on Edit.

@Short cut key: Right click to display the Process menu list. Click on Edit.
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TECHNOLOGTIES Link an Instruction

s - Tasks - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 = (@ x
@ | tome | Equpment/Locaons  Contract  Finance/MR  Tnventory  Mai [Projects ; Ses  Sevie  Reporting  Utiltes - & x
= 1 = ==
Q22X E = &
Acd Delete View | Savelayout Workspaces | Refresh | Export
| Mainter jv\ﬂ Format 4 Curent | Export . [
Links n
St 2 tum TsDesc  TaskClass | TeskClessD. | WOType | WOTypeDesc Prioiy | InServiceTask | SngleWO | WiOPersso. .| WOPerlnstr. | EmployeeN.. | CreateProject CreateCal
3 v [ 0 o o e - o 0 B [ o ol -
- TT057 Daily, Mono SRV Service M Scheduled .. 2 Yes No Yes No SHAOO1 No No
TT058 Weekly, Mo SRV Service M Scheduled .. 2 Yes No Yes No DUTDO1 No No
2 ) Weeldy, Col.. SRV Sevke  SM Scheduled .. 2 ves No ves Mo SHAODL Mo Mo
TT060 Weekly, Mo... SRV Service £ Scheduled ... 2 Yes No Yes No SHADOL No No
TT061 Monthly, M. SRV Service sM Scheduled .. 2 Yes No Yes No SHADOL No No
TT062 ‘Monthly, C. SRV Service sM Scheduled .. 2 Yes No Yes No DUTOO01 No No
& TT063 Monthly, M. SRY Sevce  SM Scheduled . 2 Yes No Yes No SHAOL Mo No
TT064 Bi-annually, SRV Service sM Scheduled .. 2 Yes No Yes No DUTOOL No No
TT065 Bi-annually, .. SRV Service SM Scheduled . 2 Yes No Yes No DUTOOL No No
TToes Bannualy, . SRV Senice  SM Scheduled . 2 ves No Yes No ouToL Mo No
TTo67 fearly, Mon... SRV Senice  SM Scheduled . 2 Yes No Yes No SHAOL Mo No
TT068 Yearly, Colo... SRV Service M Scheduled .. 2 Yes No Yes No SHA0OL No No
TT069 Yearly, Mon. SRV Service M Scheduled .. 2 Yes No Yes No DUTDO1 No No
) 20ally -Cal.. SRY Sevke  SM Scheduled . 2 ves No ves No SHAOL Mo Yes
o7t 2Weeky -.. SRV Sevke  SM Scheduled ... 2 Yes No Yes No SHAOL Mo Yes
TT072 2Monthly - SRV Service sM Scheduled .. 2 Yes No Yes No DUT001 No Yes
TT073 2Yearly-C.. SRV Service sM Scheduled .. 2 Yes No Yes No DUTOO1 No Yes
1001 Daly -Call. SRV Sevce  sM Scheduled . 2 ves No Yes No MO0 Mo Yes
TESTOO1  TestTask SRV Seve ISP Inspecton 2 Yes No Yes No sHA00L  Yes No
E] TTO6MCS 6MonthMa.. SRV Service SCH Scheduled . 2 Yes No Yes No SHADOL No Yes
T042 Bi-annually, .. SRV Service SM Scheduled . 2 Yes No Yes No MUD001 Yes No
Open Viindons ~ | User: Jandak | 17/05/2021 | Version : 25.0.0 | Example Company v2.5.0.0

4. The Edit Task screen will be displayed.

LINK AN INSTRUCTION

5. In the Instructions panel, right click on a row in the data grid to display
the Process drop-down menu.
6. Click on Instruction - Add new instruction.
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TECHMNOLOGSTES

Link an Instruction

® - ——p Edit Task - 2.5.0.0 - Example C: v25.00 —J(=])Cx
| @ | tome | Equpment/locatins  Contract  Finance /MR Tnventory P S e e - @ x
L ] A
H &
Save Back | Savelayout Workspaces |
Proces y 4
Task Number - Priority | 2 & BOM Details g
e — e BOMCode  Descripton |BOMType | BOMTypeD.. Status -
Task Description & Month Machine Clean and S¢ *  Duration (hrs) |3 . t - -
» B Ma Machine ser... TASK Mantenanc... A E
Pesn e i~ own Tme ) ' - - B
Work Order Type Scheduled Maintenance  + * Task Type Duplicate v|* 3
sevice v+ CreateProject Applies to all sub
Task Class |Service ‘on generation D ‘components j
In Service Task V!
One Time Task [ Create Call v
1s overhaul []
5:"'“'"‘. l""' Interval from Actual v * (O single Work Order
Long Interval (oo '« © Work Order per Association
Methodology ® N
© Work Order per Instruction Internal Labour Resource a
Craft CraftName  Crew Time Status
» TECH Technidan 1 100 A
* | E—
Schedule Definition a ||
| .| ScheduleType | ScheduleTy... ServiceEvery | Units UnitsDesc MeterDefcode MeterDeDesc Ma
yos . T Time 100 2yy Somud 0
Instruct o
Sl ¢ Condition 50,000.00 Copies Copiesmade 2 Colour Colour Meter "‘m";:'""‘ = efTent =~ =
sthium stDesc o crity tatus
-l  E— I N |
dd new instruction
x Delete
1 3 Delete instructon

Open Windows

| User: Juandak | 17/05/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0

7. The Select an Instruction screen will display.
i. Click on the row of the instruction you wish to link to this task.

ii. Click on OK.

® - Edit Task - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 (=JaJmx
| @ | fome | Equpment/locaons  Contract  Finance /MR Inventory [P Sdes  Sevie  Reporing  Utiities - & x
o R
E =}
Save Back | Savelayout Workspaces |
Proces: . Format 4 [
Task Number TTOSMCS - BOM Oetalls X £
e — e BOMCode  Desripton | BOMType  BOMTypeD... Status g
Task Description 6 Month Machine Cleanand S¢ *  Duration (hrs) |3 * i : I
» B Mo Machine ser_.. TASK Maintenanc... A =
Pemn gt s~ Do T ) ' Cham Qi
Work Order Type Scheduled Maintenance  ~ * Task Type Duplicate - ' K
sevie 4]+ (Create Project Applies to all sub
Josk G | e ongeneration components
In Service Task V!
One Time Task [ Create Call v
1s overhaul []
Short Interval Inter|
Methodology -Fsdectannm<—‘ — (=[x
Long Interval 'y 1 o l |
Methodology
B |[| Internal Labour Resource *
[ craft CraftName  Crew Time Status
[ TEcH Technidan 1 1.00 A
*
Schedule Definition 2 i
| .. ScheduleType Sch¢| | Insthium Instlass | InstClassDesc InstDesc | InstText
DEE Tme| v ¢ " e s s
o3 c c o Instructions o
: on| BINMAINT  SERV Service BinMainten... 1. Open bir 1
Insthum InstDesc | InstText Priority Status
| | ECLEAN E=1 Service CleanMachi... PostService Clean of Machine ffics An
MAINT SERV Service Maintain as ... Maintain as required in service manual 1
MFCPNF1 SCHE Service Che... Paper notf.. 1.Does the edge actuator move smoothly No. Re-a... 1
‘

| User: Juandak | 17/05/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0
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Link an Instruction

Instructions Details

8. The Instruction Number, Instruction Description, Instruction Text,

Priority and Status text fields will populate with the instruction inform-
ation selected.

* Priority: Click in the text box to type in an alternative priorityl
level for the instruction, if required.

9. Continue adding instructions to this task, as required.

$ - Edit Task - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 —J(o
@ | fome | Equpment/locstons  Contiact  Finance/HR  Imventory [ Projects s Sdles  Service  Reporting  Utities - & x
¢ =]
Mo =z
[
Save Back | Savelayout Workspaces |
ol
Task Number | TT0SMCS B Priority | 2 3 * BOM Oetalls ? e
BOMCode  Descripton  BOMType  BOMTypeD... Status =
Task Description & Month Machine Clean and S¢ *  Duration (hrs) 3 * z
» Bl MaL Machine ser... TASK Maintenanc... A =
- 2
| poron oot Oren T s - S |
‘ Work Order Type Scheduled Maintenance v * Task Type Dupicate v £l
Task Class | Service ~)s CreateProject [ Applies to all sub
| on generation components
In Service Task V!
One Time Task [ Create Call v
1s Overhaul [
|
Short Interval e [
‘ o Interval from Actual ) Single Work Order
© Work Order per Associatior
| '-’jl':g‘""’"' Interval Enforced Ss | E W e " "
‘ thodology ©) Work Order per Instruction Internal Labour Resource a
Craft CraftName | Crew Time Status
| » TECH Technidan 1 1.00 A
» | E— [E—
Schedule Definition 2
. ScheduleType | ScheduleTy... | ServiceEvery | Units UnitsDesc MeterDefCode MeterDefDesc all ~ - .
y|93| T Time. 1.00 2yy Bi-annual (] =
o
Bl c Condition 50,000.00 Copies Copiesmade 2 Colour Colour Meter -
tatus
-l == | I | E— | E— T
2 A
o— T | [E—
I
Open Windows v

| User: JulandaK | 17/05/2021 | Version:2.5.0.0 | Example Company v2.5.0.0 /ﬂ

REMOVE AN INSTRUCTION

1. From the Instructions frame,

2. Right Click in the row of the Instruction you wish to remove from the
Task, to display the Process Menu.

3. Click on Delete - Delete instruction.

11 = most important and 5 = least important
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TECHMNOLOGSTES

Link an Instruction

$ - Edit Task - BPO; Version 2.5.0.0 - Example Company v2.5.0.0 -Jajx
gﬁ\ Home | Equipment/Locaons  Contract  Finance /HR  Inventory [ Projects i Ssles  Service  Reporting  Uities - &8 x
L) A
4 ©
Save Back | Savelayout Workspaces
-
@
Task Number TTOSMCS * Priority 25+ BOM Details n g
———— e BOMCode Desaription  BOMType. BOMTypeD... Status g
Task Description 6 Month Machine Clean and S¢ *  Duration (hrs) 3 = = -
» B McL Machine ser_.. TASK Maintenanc... A Iz
i v* . i g
e — O Tome O - W
Work Order Type Scheduled Maintenance v * Task Type Dupicate v £l
+ = Create Project Applies to all sub
TN ies o on generation D ‘components o
In Service Task V!
One Time Task [] Create Call v
1s overhaul [
o ey Interval from Actal v * (O single Work Order
Long Interval (oo o <ls (© Work Order per Association
Methodology 0 i
© Work Order per Instruction Internal Labour Resource [
| craft CraftName | Crew Time Status
» | TECH Technician 1 100 A
. /O
Schedule Definition 2
.. ScheduleType ScheduleTy... ServiceEvery  Units UnitsDesc MeterDefCode MeterDefDesc Ma:
e Time 1.00 2yy Bi-annual o
Instructions [
53l c Condition 50,000.00 Copies Copiesmade 2 Colour Colour Meter ey = ron
sthium tDesc e
. I
om  — —| m— = T
» MAINT Maintain as ... Maintain as "
>
*
Soa oy .
‘Add new instruction
‘ » | Delete |
B oicte nstructon|
Open Windows | User: Juiandak | 17/05/2021 | Version : 2.5.0.0 | Yo

4. When you receive the Delete Instruction message to confirm;
* Are you sure you want to delete this instruction [instruc-
tion number]?
5. Click on Yes if you are certain about your selection, or
* Click on No to ignore the request and to leave the Instruc-
tion linked to the Task.

® - Edit Task - BPO: Version 2.5,0.0 - Example Company v2.5.0.0 C=JCadax
\if Home | Equipment/locations  Contract  Finance /HR  Inventory | Projects Sales  Service  Reporting  Utiities - & x
L u] A
4 ©
Swe  Back | Savelayout Workspaces |
Prox Form, o
Task Number TTOSMCS - Priority 2 3]+ BOM Details 0 E
— e BOMCode  Descripton  BOMType  BOMTypeD.. Status E
Task Description 6 Month Machine Clean and Se *  Duration (hrs) |3 = ‘ - 1z
» B MaL Machine ser_.. TASK Maintenanc... A Iz
[ Fi
P R ible  Belinda Shar ~ * DownTime (hrs) 3 - _ 8
oo Resonsle s S ime e Gl I
Work Order Type Scheduled Maintenance ~ + * Task Type Duplicate -|* kS
L+ Create Project Applies to all sub
Task Class |Service ‘on generation D ‘components a
In Service Task i/
One Time Task [ Create Call v
1s overhaul []
5;:"“"“. I"'" Interval from Actual v * (O single Work Order
Long Interval oo e | @Work Delete instruction 4—‘
Methodology ) Work L
C - Internal Labour Resource 2
Areyou sure you want toGelete this instruction MAINT? e (CraNme N Crem =g Slak
» TECH Technidan 1 100 A
—* | E— B
Schedule Definition . I| 2 |
. ScheduleType | ScheduleTy...  ServiceEvery | Units UnitsDesc MeterDefCode MeterDefDesc Ma
DECI Time 100 2y Si-annual 0
Instructions. [
93 ../C Condition 50,000.00 Copies Copies made 2 Colour Colour Meter === = = = = ‘
Sthum tDesc C ority tus
- I
od | E— ] T s = |
» MAINT Maintain as ... Maintain as 2A
* IS — [E—
‘ — » ‘

Open Windows | User: JulandakK | 17/05/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0 4
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TECHMNOLOGSTES

Link an Instruction

SAVE THE LINKED INSTRUCTIONS

6. When you have finished linking the instruction details, click on Save.

$ - Edit Task - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 —Joj(x
| @ | vome | cqupment/Locatons  Contract  Finance[HR Inventory [Projects o Sdles  Service  Reporting  Utities - & x
P
Ho J|
[
Save | Back | Savelayout Workspaces |
Processing 2
Task Number | TTOSMCS B priority | 2 3 * BOM Detalls 2 (e
BOMCode  Descripton | BOMType  BOMTypeD.. Status =
Task Description & Month Machine Clean and Se *  Duration (hrs) 3 - H
» Bl MaL Machine ser... TASK Maintenanc... A =
Person Responsible Beinda Sharman ¥ * DownTime (hrs) 3 - _—_ g
Work Order Type Scheduled Maintenance v * Task Type Dupicate v £l
L'+ Create Project Applies to all sub
FaskClass |Sorae ongeneration components
In Service Task V!
One Time Task [ Create Call v
1s Overhaul [
Short Interval = [0
ethatcto) | Interval from Actual O Single Worl Order
© work Order Association
"";'gl"lm' Interval Enforced - \, B e 3 "
thodalagy ) Work Order per Instruction Internal Labour Resource a
Craft CraftName | Crew Time Status
» TECH Technidan 1 1.00 A
| = *
schedule Definition 2
.. SheduleType ScheduleTy.. | ServiceEvery | Units UnitsDesc MeterDefCode MeterDefDesc Ma
ye3 LT Time 100 2y Bi-annual 0 =
Instructions. o
Bl c Condition 50,000.00 Copies Copiesmade 2 Colour Colour Meter e s o
sthum stDesc ext
h —
s [E— I | . e et
* | ]

Open Windows v

| User: JulandaK | 17/05/2021 | Version :2.5.0.0 | Example Company v2.5.0.0 ﬂ

7. You will return to the Tasks list screen.

8. When you receive the Tasks message to confirm that;

* The Task: [task number] has been saved.

9. Click on OK.
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TEcHNoLosTES Link an Instruction

$ - Tasks - BPO: Version 2.5.0.0 - Bxample Company vZ.5.0.0 (=)E)E)
| @ | Home | Equpment/locaons  Contract  Finance /MR Inventory - [P Sdes  Service  Reportng  Utiities - & x
- 2 oy =N
© X = & T
Savelayout Workspaces | Refresh Export
Format . 4| Export . o
TaskNum  TaskDesc  TaskClass  TaskClassD.. WOType  WOTypeDesc Priority InServiceTask SingleWO ~ WOPerAsso.. WOPerlnstr.. EmployeeN. CreateProject CreateCal
il 0 e L3 L e = o e e L3 o e [
TT055 Daily, Mono. SRV Service sM Scheduled .. 2 Yes No Yes No DUTO01 No No
TT056 Daily, Colou... SRV Service sM Scheduled .. 2 Yes No Yes No DUT00L No No
TT057 Daiy, Mono... SRV Service sM Scheduled ... 2 Yes No Yes No SHADOL No No
TT058 Weekly, Mo... SRV Service sM Scheduled ... 2 Yes No Yes No DUT0OL No No
TT0S9 Weekdy, Col... SRV Service sm Scheduled . 2 Yes No Yes No SHADOL No o
TT060 Weekdy, Mo.. SRV Service M Scheduled . 2 Yes No Yes No SHADOL Mo No
TT061 Monthly, M... SRV 2 Yes No Yes No SHADOL No No
TT062 ‘Monthly, C... SRV 2 Yes No Yes No DUT00L No No
TT063 Monthly, M... SRV 2 Yes No Yes No SHADOL No No
TT064 Biannually, .. SRV 2 Yes No Yes No DUT00L No No
TT065 Bi-annually, .. SRV 2 Yes No Yes No DUT00L No No
TT066 Bi-annually, .. SRV 2 Yes No Yes No DUT0OL No No
TT067 Yearly, Mon... SRV 2 Yes No Yes No SHADOL No No
TT068 Yearly, Colo... SRV 2 Yes No Yes No SHADOL No No
TTo69 Yearly, Mon... SRY Service sM Scheduled ... 2 Yes No Yes No DUT0OL No No
T 2Daily -Cal... SRV Service sM Scheduled . 2 Yes No Yes No SHADOL No Yes
71 2Weekdy -... SRV Service M Scheduled . 2 Yes No Yes No SHADOL No Yes
072 2Monthly - .. SRV Service sMm Scheduled . 2 Yes No Yes No DUTO0L No Yes
073 2Yearly-C.. SRV Service sMm Scheduled . 2 Yes No Yes No DUT0OL No Yes
T001 Daly -Call.. SRV Service M Scheduled .. 2 Yes No Yes No MUD00L No Yes
TESTO01  TestTask SRV Service INSP Inspection 2 Yes No Yes No SHADOL Yes No
» TTOSMCS  6MonthMa.. SRV Service ScH Scheduled . 2 Yes No Yes No SHADOL No Yes N
‘ »
Open Windows ~ | User: JuiandsK | 17/05/2021 | Version : 2.5.0.0 | Example Companyv2.5.0.0
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