TECHMNOLOGSTES

Work Orders - Delete Work Order

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

SERVICE
WORK ORDERS - DELETE WORK ORDER
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1. The Work Order Listing screen will display.
2. Select the Site where the work order was raised.

* The example has Durban selected.

3. Set the Status to Open.

* You can only delete a work order when it is in an Open

status.

@ If you are not sure of the site or status of the work order you require, use the Find

WO feature to search for it.

4. Click on the row of the work order that you wish to remove.

5. Click on Delete.

@ Short cut key: Right click to display the All groups menu list. Click on Delete.
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i 2l Twocode WOType CalReference  Description Capitaise | CallDesc RequestDa... v Priority Invoiceable | ProjectRef
v e e e e ol - = = o o -
WO0006259 REP CNO0D5303  Post Contract machine repair No Drum replacement req... 16/02/2022 2 Yes )
WO0006258 SERV CNO005303 Drum replacement required No Drum replacement req...  31/01/2022 2 No
B W00006256 ™MP CN0005302 New machine implementation. Installation ... No New machine implemen... 24/01/2022 1 No
B W00006257 NDS CN0005274 PROJ4060R002 No PROJ4060R002 19/01/2022 2 No
WO0006255 REP (CNDD05300 Repair required for Error Code No Printer displaying error... 19/01/2022 2 No
E W00006253 PR CN0005301 Replace part - current faulty No Replace part - current ... 18/01/2022 3 No
} E W00006252 REP CNO005300 Printer displaying error code No Printer displaying error... 18/01/2022 3 No
B WO0006251 ms CN0005299 Paper keeps on jamming in machine No Paper keeps on jammin... 18/01/2022 3 No
E WO0006250 REP CNO005298 Paper not feeding through rollers No Paper not feeding thro...  14/12/2021 3 No
WO0006249 SM BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI0000419
WO0006248 5M WS - Weekly Service No 23/11/2021 2 No PRI0000420
WO0006247 SM BathBinMaint - Bathroom Bin Maintenance  No 23f11/2021 2 No PRI0000418
WO0006246 SM BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRID000418
WO0006245 5M WS - Weekly Service No 23/11/2021 2 No PRI0000417
WO0006243 SM WS - Weekly Service No 16/11/2021 2 No PRI0000413
WO00006242 SERV 1MMS - 1 Month Machine Service No 16/11/2021 2 No PRI0000413
WO0006241 sM WS - Weekly Service No 16/11/2021 2 No PRIDDOD413
WO0006240 SM WS - Weekly Service No 16/11/2021 2 No PRI0000416
WO0006238 PR Test PQ Source Type Work Order No 14/11/2021 5 No
WO0006239 PR Rollers need replacing No 11/11/2021 3 No PRI0D00408 _
— = = = »
| User: Juandak | 18/02/2022 | Version:2.5.0.7 | Example Company v2.5.0.7 /

6. When you receive the Input Validation message to confirm;
* Are you sure you want to delete this work order, no.
[work order number]? Answer 'Yes' to delete the work
order.
7. Click on Yes.
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WOCode WOType CalReference  Description Capitaise | CallDesc RequestDa... v Priority Invoiceable | ProjectRef
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WO0006259 REP CNOD05303  Post Contract machine repair No Drum replacement req...  16/02/2022 2 Yes )
WO0006258 SERV CNO005303 Drum replacement required No Drum replacement req...  31/01/2022 2 No
B W00006256 ™MP CN0005302 New machine implementation. Installation ... No New machine implemen... 24/01/2022 1 No
B W00006257 NDS CN0005274 PROJ4060R002 No PROJ4060R002 19/01/2022 2 No
3 WO0006255 REP (CNDD05300 Repair required for Error Code No Printer displaying error... 19/01/2022 2 No
E W00006253 PR CNO005301 ol i = t . 18/01/2022 3 No
B WO0006252  REP cnooog Input Validation 4—0 18/01/2022 3 No
E WO00006251 ms CNOOOY B : 18/01/2022 3 No
) woooos2s0.  |REP. | G005 Are you sure you wa‘n'uo delete this work order, no, WO00062557 jL¥12/202L S|
WO0006249 SM Answer 'Yes' to delete the work order. 23/11/2021 2 No PRI0000419
WO0006248 5M 23/11/2021 2 No PRI0000420
WO0006247 SM 23f11/2021 2 No PRI0000418
WO0006246 SM °_> No 23/11/2021 2 No PRI0000418
WO0006245 5M VS = WEERIY SErvice ™D 23/11/2021 2 Ne PRJ0000417
WO0006243 SM WS - Weekly Service No 16/11/2021 2 No PRI0000413
WO0006242  SERV 1MMS - 1 Month Machine Service No 16/11/2021 2 Ne PRI0000413
WOO0006241 sM WS - Weekly Service No 16112021 2 No PRI0000413
WO0006240 SM WS - Weekly Service No 16/11/2021 2 No PRI0000416
00006238 PR Test PQ Source Type Work Order No 14/11/2021 5 No
WO0006239 PR Rollers need replacing No 11/11/2021 3 No PRID000408 _
« »
Capture screenshot. | User:Julandak | 18/02/2022 | Version: 2.5.0.7 | Example Company v2.5.0.7 Z

8. To view the work order you have removed, change the Status to
Deleted.
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