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Work Orders - Link Customer Contact

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

PROJECTS

WORK ORDERS - LINK CUSTOMER CONTACT

Use this method if you are linking one (or a few) work orders to a project.

When linking multiple work orders, it will be easier to use the Projects -

Work Orders functionality.

For the purpose of this manual, the Customer Contact has been linked after
the Work Order was created, but can be linked when the Work Order is cre-
ated.

Ribbon Access: Maintenance / Projects > Projects
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. The Projects Listing screen will be displayed.

N

. Select the Site where the project can be located.
* The example has Durban selected.
3. Ensure that the Status has been set to Open.
4. Click on the row of the project you wish to link a customer contact to.
5. Click on Edit.

@ Short cut key: Right click to display the All groups menu list. Click on Edit.
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$ - °__—>Projedl.isﬁmg BPO: Version 2.5.0.4 - Example Company v2.5.0. ™ E3
'j{ | Home ‘ Equipment / Locations Contract Finance / HR Inventory i ce | Projects Manufacturing Procurement Sales Service Reporting Utilities - & X
@ [‘2 %] save Layout B Acoly Project Methodelogy o <2 Employee Time Lg % q"lg]
== Workspaces = 3 Project Time
fod | o= Save Filter ‘ LIRS B Bassh e p?:;; | & Progress Report D:lwthut: 5 My Projects [ St
Maintenance Processing i Analysis a Print 4 Current Reports @
Links 2 || tistng | Herarchy |
Enter te = L
ProjectRef v Description Status  StatusDesc  EndDate  ManagerName  Notify  CustomerCode  CustomerName  Depthame
0 "0 0 e - 0 e e o0 Qe =
PRJ0000412  Install Machines o Open 23/08/2021 David Rowe No HOPOO1 Hope Works (Pt...
PRI0000411  Site Inspectino ] Open 21/08/2021  David Rowe No HOPOO1 Hope Works (Pt..
PRI0000410  New machine installation ] Open 24/08/2021  David Rowe No HOPOD1 Hope Works (Pt.
3\3 PRI0D00408  Maintenance Project - SP400 o Open 29/08/2021  David Rowe No HOPOD1 Hope Works (Pt
PRI0000407  OSU1001 (] Open 31/03/2021 JulandaKessler  No OFF001 Office Supplies ...
PRIDDD0406  B600O4 [¢] Open 31/03/2021  Steven Cooper  No BIGO0OL Big Bargains
PRI0000405 8601010202 o Open 12/02/2021 Wesley Haynes  No PANDO1 Panda Copiers
PRI0000404  TTO41 -Bi-annually, Mono 1000 - Generate Proj... O Open 17/07/2020  Belinda Sharman  No DER001 Derton / Techno...
PRI0000403  TTDO2 - Weekly - Call per WO o Open 06/03/2017 Belinda Sharman  No HOPOD1 Hope Works (Pt...
PRI0000402  test o Open 22/05/2020 BiancaDuToit  No DER001 Derton / Techno...
PRJ0000401  Implementation BPO2 o Open 20/01/2019  Bianca Du Toit Yes
PRJ0O000400  Testing BPO2 (] Open 18/01/2019  Bianca Du Toit No
PRI0000399  Developmemnt BPO2 o Open 16/01/2019 BiancaDuToit  Yes
PRI0000398  Design BPO2 o Open 14/01/2019 BiancaDuToit  Yes
PRJ00D0337  Specification BPO2 o Open 12/01/2019  Bianca Du Toit Yes
PRI00D0396  TestBPO2 o] Open 20/01/2019  Bianca Du Toit Yes
PRI0000395 ~ BPO v2.2.0.1Test Cyde o Open 08/02/2019 BiancaDuToit  No
PRI000334 1234 - Test cirt request create pr [ Open 14/08/2018 BiancaDuToit  No HOPOO1 Hope Works (Pt.
PRID000393  NDS Project o] Open 30/07/2018  Bianca Du Toit No HOPOO1 Hope Works (Pt...
B PRI0000392  credit validation check o Open 30/07/2018 BiancaDuToit  No OFF001 Office Supples .. i
4 — - = = S — »
| User:luandaK = 24/08/2021 | Version:2.5.0.4 = Example Company v2.5.0.0

6. The Edit project : [project ref number] screen will be displayed.

7. Click on the Linked Work Orders tab to display the Linked Work
Orders panel.

8. Click in the row of the work order you wish to link a customer contact

to.
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$ - e_—pzmmjed:m-mvmuu-hmmnmm (= J(a](x]
| 767 | Home { Equipment /Locations ~ Contract  Finance /HR  Inventory i /Projects  Manufacturing  Procurement  Sales  Service  Reporing  Utilities - & X
| =
X
=] ~
Save Back | Savelayout Workspaces o
= Format ,—/,
Linked Work Orders L s

| Identification : WOCode Desipton  SiteName ~ WOType Status  StatusDesar.. Priority WorkPriority

Description | Maintenance Project - SP400 IB WO00006130  Site Inspect... Durban INSP 0 Open 2 1.00

WOD006132 New Machin... Durban NDS (] Open 2 1.00

Project Reference PRI0000408
Project Type | Continuous N
Parent Project Details :

Description

Project Reference [

©ea euoRppY || sipio wom pann | | &

Customer |Hope Works (Pty) Ltd 2

Schedule :
Status  Open
Start Date | 28/07/2021 v

End Date | 29/08/2021 -
Project Manager David Rowe
Notifiable [

| User:luandaK | 24/08/2021 | Version:2.5.0.4 = Example Company v2.5.0.0

9. Use the scroll bar at the bottom of the Linked Work Orders panel to

scroll until you can see the Contact Name field.

10. Click in the Contact Name field of the selected work order row to dis-
play an ellipsis button.

11. Click on this button to display the Select a contact for this work order
link screen.

12. Click on the row of the contact you wish to link to this work order.

13. Click on OK.
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$ - Edit project : PRI0000408 - 570: Version 2.5.0.4 - Example Company v2.5.0.0 =B ])ix
| é | Home \ Equipment / Locations Contract Finance / HR Inventory  Maintenance / Projects Manufacturing Procurement  Sales Service Reporting  Utilities - & X
Save Back | Savelayout Workspaces R
- | .
p Format | R o
Links 2 [ Linked Work Orders N = |[e
=3
Er £ | Identification : . Priority WorkPriority ... RequestorT... |RequestDate RequestTime Invoiceable \ContactName ') 4 |&
Description | Maintenance Project - SP400 Aa 2 .00 22 30/07/2021  11:55:45 No H
Functions =
2 100 .. 2 12/08/2021  11:56:21 No Q
2
&
Work Orders )
Project aZl Select a contact for this work order link = J[a ] x ! =
. >
[ . z
=
' g
Parent P . z
, o
. 2
' &
Project 7% )
ParentContactName ContactType ContactTypeDesc ContactFirsthame Contaci '
Notes Schedule {f | o o o0 o0 e ~ !
s Standard Contact larry king .
] Simon Richardson  ACCOUNTS Accounts Contact Mandy Jeff !
iment History s Standard Contact Mary Jack '
- Primary Con
Projes '
METER Meter User Sammy Hop '
Progress Chart MNGT Management Stewart Hoo ™ !
q 3
‘ — »

| User: JulandaK | 24/08/2021 | Version: 2.5.0.4 = Example Company v2.5.0.0 Y

14. You can now view the selected contact in the Contact Name field.
15. Click on Save.

$ - Edit project : PRI0000408 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (=JaJCx
| @ | Home | Equpment/Locaons Contract Finance /R Inventory i JProjects  Mar i Seles  Service  Reporting  Utlties - & x
HOo & &8
save | Back | Savelayout Workspaces
1 [~
[ ' Linked Work Orders =
£ | 1dentification : .. Priority WorkPriority .. | RequestorT... RequestDate RequestTime Invoiceable | Cont

5

&

. Description [Mantenance Project - 5P400 | 7| 2 100 22 30/07/2021 115545  No Mandy Jefferson b
unctions 2
2 100 .. 2 12/08/2021 1L56:21  No o

a

&

Work Orders @

Project Reference PR10000408 o

z

Project Type | Continuous Mk §

Parent Project Details : ES

o

2

4

Description |
Project Reference |

Customer | Hope Works (Pty) Ltd el

Schedule :
Status | Open
StartDate |28/07/2021  ~
EndDate 25/08/2021  ~
Project Manager DavidRowe  v|*
Notifiable [ |

‘ —_——————————— > »

| User: JuandaK | 24/08/2021 | Version:2.5.0.4 | Example Companyv2.5.0.0
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16. When you received the Project message to confirm;

* The project: [project ref number] has been saved.
17. Click on OK.

Functions

Work Orders

Open Windows ~

Project Reference PRI0000403
Project Type | Continuous
Parent Project Details :

No

$ - Edit project : PRID00040S - BP0 Version 2.5.0.4 - Example Company v2.5.0.0 el
| § il Home‘ Equipment / Locations Contract Finance / HR Inventory | Projects Sales Service Reporting Utilities - & X
1] AR (i
He
(ol
Save  Back | Savelayout Workspaces
— |
Process |
Links [ | Linked Work Orders ®
Enter b £ Identification : Invoiceable  ContactName Address1 Address2 Address3 Address4 Cor
Description |Mantenance Project -sp400 | | » | No Mandy Jefferson  Plot91leafRoad  Leafhills Pink Town Durban South Me:

€3Q[EUORIPPY | | S18pi0 oM payan | | &

Description |
Project Reference
Customer | Hope Workg

Schedule :

Status | Open

Project 4—@ X

.
0 The project : PRIGO0040B has been saved.

oO—[=1]

Start Date | 25/07/2021

End Date |25/08/2021

Project Manager David Rowe
Notifiable [
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