cCOO=
Work Orders - Third Party Service Request

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

SERVICE

WORK ORDERS - THIRD PARTY SERVICE
REQUEST

You will need to raise a service request when a supplier is providing a service

for work order that needs to be done.

From the service request, you can start a Non-Stock Procurement cycle, i.e.

Raise a Purchase Order to the Supplier or Dealer, Non-Stock Goods Received

Note and Supplier Invoice.

The list of services available for selection, or that can be requested, are set up

in Services.

Ribbon Access: Service > Work Orders

$ - =JoJ(x
e Equipment / Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utiities

a % '&l @ Qﬂ @ ﬁ @ IT_il % WP i My Work Orders g
Se

5 Work Management | [=] My Tickets
TechMap Scheduling CurrentTech Technidans Availsbiity ~SiteExceptions | Calls CalRequests |Work Orders| Service My Work
Activity Exceptions Requests (9 Time Review [ All Open Tickets

1. The Work Order Listing screen will be displayed.
2. Select the Site where the work needs to be done.
* The example has Durban selected.
3. Set the Status to Open.
4. Click on the row of the work order you wish to add a contractor or
third party service request for.
5. Click on the Third Party Services tile.
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$ - e———bmm*rm-mwm-wmvuu (= J(=ajix]
|7§ | Home | Equpment/locations  Contract  Finance /HR  Inventory ’ /Projects  Mar Sales  Service  Reportng  Utiities. - & %
QUXE QG ~ T @% [
3 = Workspaces
Add  Edt Delete Vew | Close Complete Reinstats | | Print  Export Reports
¥ Save Fiter -
Maintair @ Process a Format i Print eport: D
WOCode WOType CallReference  Desaription Capitalise  CallDesc RequestDa... » Priority Invoiceable ProjectRef  Proje|
v e o e o o o = = ol ol ol
D WO0006259 REP CNODOS303  Post Contract machine repair No Drum replacement req...  16/02/2022 2 Yes ‘
WO0006258 SERV ~ CNOO0S303  Drumrepiacement required No Drum replacement req... 31/01/2022 2 No
B WO00006256 ™MP CNO005302 New machine implementation. Installation ... No New machine implemen... 24/01/2022 1 No
[ WO00006257 NDS CND005274 PROJ4060R002 No PROJ4060R002 19/01/2022 2 No
E WO00006253 PR CNO005301 Replace part - current faulty No Replace part - current .. 18/01/2022 3 No
@ wo000s252 REP CNO005300 Printer displaying error code No Printer displaying error... 18/01/2022 3 No
[E WO00006251 ms CNO005299 Paper keeps on jamming in machine No Paper keeps on jammin... 18/01/2022 3 No
& WwO0006250 REP CN0005298 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 PRID0041S S
l WO0006248 M WS - Weekly Service No 23/11/2021 2 No PRID0DO420 S«
| WO0006247 M BathBinMaint - Bathroom Bin Maintenance  No 23f11/2021 2 No PRID0041S S
WO0006246 sM BathBinMaint - Bathroom Bin Maintenance  No 23f13/2021 2 No PRI0004I8 S
WO0006245 sM WS - Weekly Service No 23/11/2021 2 No PRIDD00417 S
WO0006243 M WS - Weekly Service No 16/11/2021 2 No PRI0000413  PF
WO000s242 SERV 1MMS - 1 Month Machine Service No 16/11/2021 2 No PRI0000413 Pt
WO0006241  SM WS - Weekly Service No 16/11/2021 2 No PRIDDO0413 P
WO0006240 sM WS - Weekly Service No 16/11/2021 2 No PRI000041S St
WO00008238 PR Test PQ Source Type Work Order No 14/11/2021 5 No
WO000623% PR Rollers need replacing No 11/11/2021 3 No PRID0D0408 M
WO0006237 M WS - Weekly Service No 09/11/2021 2 No .
»
| User :Julandak | 28/02/2022 | Version: 2.5.0.7 | Example Company v2.5.0.7

6. The Service Requests for WO Code [WO number] screen will be dis-
played.

ADD THIRD PARTY SERVICE

7. Any external service providers that have already been logged against
the work order, will display in the data grid.
8. Click on Add.

@ Short cut key: Right click to display the Process menu list. Click on Add.
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9 - » Service for WO Code. - BPO: Version 2.5.0.7 - Example Company v2.5.0.7 (=J(B)(x]

@ | rome | Equpment/locatons  Contact  Finance /MR Inventory JProjects  » i Sdes  Service  Reportng  Utiities - & x
r 1 p S =S
QIEXO R B F M . 9 ®
Add Delete  Back | Save Layout Wuri?ecs Requisition  Bilable Refresh | Export

Maintenance @ Format a Process - Current 4| Print D

WOCode WODescription SourceRef SourceDesc CustomerCode CustomerName DeptCode DeptName SourceType

v o0 0 0 0 o e = | 0 0
o

| User : JuandaK | 28/02/2022 | Version : 2.5.0.7 | Example Companyv2.5.0.7

‘
Open Windows +

9. "The Third Party Services screen will be displayed." on page 2

For a detailed handling of this topic refer to Service Requests - Add

Service Request
10. When you have finished adding the third party services request inform-

ation, click on Save.
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$ - °_—>mimhmm-mvmun.7-bnmphcﬂ-p-yvm7 = (o[ x
f,@,,mme | Equpment /Locaions  Contract  Finance /MR Inventory /Projects 1 Pr Sales  Service  Reporting  Utiites - & x
save | Back

Process

Work Order WO00006259

Service INST ladid
Description Installation Fee *
Quantity 100 3 *
Price 1,200.00 *

Assigned To JeffRivers
Required Date |03/03/2022  ~
gillable v/

Comment  New printer scheduled for 03/03/2022. Instalation is required for the - |
same day.|

Open Windows +

| User : JuandaK | 28/02/2022 | Version : 2.5.0.7 | Example Company v2.5.0.7

11. You will return to the updated Service Requests for WO Code screen.
12. The Service Processing message will display informing you that;

* Service Request on WO: [WO number] complete.
13. Click on OK.

14. Click on Back to return to the Work Order Listing screen.
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ny v2.5.0.7

® - — Service for WO Code PO: Version 2.5.0.7 le Co v
| e | Home | Equpment/Locaions  Contract  Finance /HR  Inventory  Mantenance /Projects  Manufacturing  Procrement  Sales  Service  Reporting  Utiities & X
[=] e~ A
O 2 X6 ® g r_ O
Add  Edt Delete | Back || Savelayout Workspaces | Requisiton Gilable Refresh | Export
F 4| Print &
WOCode WODescription SourceRef SourceDesc CustomerCode Customerhame DeptCode DeptName SourceType
v o e ol o L3 ol e o o
» Post C chine rep... Drum replacement required  HOP0O1 Hope Works (Pty) Ltd

Service Processing 4—@ X

0 Service Request O#WO : WO0006259 complete.

oO——[x]

Open Windows + | User : JuandaK | 28/02/2022 | Version : 2.5.0.7 | Example Company v2.5.0.7

EDIT THIRD PARTY SERVICE

1. From the Service Request for WO Code [WO number] screen,
2. Click on the row of the work order you wish to edit.

C/J9 Note that a service request can only be edited in the Requisition Required

Process Status.

3. Click on Edit.

@ Short cut key: Right click to display the Process menu list. Click on Edit.
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$ - Service Requests for WO Code WO0006259 - BPO: Version 2.5.0.7 - Example Company v2.5.0.7
| @ | Home | Equpment/locatons  Conwact  Finance /HR

—J(B]x]
Inventory

| Projects

Mar Sales  Service  Reporting  Utiites - & x
Et P g
@ * @ E = prors . @ L
Add | Edt |Delete Back | Savelayout Workspaces | Requisiton Gilable Refresh | Export
Aaintenan Format - Process Current 4| Print 23

WOCode WODescription SourceRef  SourceDesc CustomerCode | CustomerName DeptCode DeptiName SourceType ProcessStatus WorkCode
v e O 0 aflc e e o Al e 0
] Post € bn HOPDDL Hope Works (Pty) Ltd

Aservice request
be

inthe R
Required

»

| User : JuandaK | 28/02/2022 | Version : 2.5.0.7 | Example Company v2.5.0.7

4. When you

receive the Service Request message to confirm;

* Are you sure you want to edit this service [service code]
on WO [WO number]?

5. Click on Yes.

. » Service Requests for WO Code WO0006259 - HP0: Version 2.5.0.7 - bxample Company v2.5.0.7 (B ) (6]
|£‘ Home ‘ Equipment / Locations Contract Finance / HR Inventory / Projects Sales Service: Reporting Utiites - & X
s P
@ D} * @ E = P - @ L8
Add Edt Delete Back Save Layout Workspaces | Requision Bilable Refresh | Export
Maintenance Format Process Current 4| Print . a
WOCode WODescription SourceRef | SourceDesc CustomerCode = CustomerName DeptCode DeptiName SourceType ProcessStatus WorkCode
v e o o W e Al o o Qe o e
» Post C Dru HOPOO1 Hope Works (Pty) Ltd RequisitonRequired  INST
Service Request 4—6
Lo
Are you sure you want to edit this service INST on WO WO00062597
06— =] ~ |
{ >
Open Windows ~ | User : JuandaK | 28/02/2022 | Version : 2.5.0.7 | Example Company v2.5.0.7

Help v2024.5.0.7/1.0 - Pg 6 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cCOO=
Work Orders - Third Party Service Request

6. The Third Party Services screen will be displayed.
7. Make the necessary changes to the third party service.
8. Click on Save.

‘ id Third Party Services - BPO: Version 2.5.0.7 - Example Company v2.5.0.7 L= L0 L X
I_ﬁ_r_! Home | Equipment/Locations  Contract  Finance /HR  Inventory | Projects. i Sales Service  Reporting  Utilities - & x
Save | Back

Process

Work Order W00006259

Service INST Pl
Description | Installation Fee *
Quantity 100 3 *

Price 1,200.00] *
Assigned To JeffRivers
Required Date [03/03/2022  ~
Billable ¥/
Comment | Instalation requied for new printer to be installed.]

Open Windows ~ | User: JulandaK | 28/02/2022 | Version : 2.5.0.7 | Example Company v2.5.0.7 7

9. You will return to the Service Requests for WO Code screen.
10. When you receive the Service Processing message to confirm that;
* Service Request on WO: [WO code] complete.
11. Click on OK.
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$ - Service Requests for WO Code WO0006259 - #F0- Version 2.5.0.7 - Example Company v2.5.0.7 (= -N[
7@ | Home ‘ Equipment / Locations Contract  Finance /HR  Inventory /Projects i Pr Sales Service  Reporting  Utiities - & x
& = = - =
OXO0 B E =F M . &%
[~i—=] -, Durban -
Add  Edit Delete Back | Savelayout Workspaces | Requisiton Gilable Refresh | Export
Maintenance Format 4 Current 4| Print 23
WOCode WODescription SourceRef SourceDesc CustomerCode Customerhame DeptCode DeptName SourceType
v e [l 3 [l 3 3 afdc 3 o 3
» Post: Drum replacement required  HOP0D1 Hope Works (Pty) Ltd
Service Processing <¢——————B) X
o Service Request on‘WO : WO0006259 complete.
‘ >
Open Windows + | User : JuandaK | 28/02/2022 | Version : 2.5.0.7 | Example Companyv2.5.0.7

12. The service request screen has been updated with the required changes
you have made.

13. Click on Back to return to the Work Order Listing screen.

$ - Service WO Code BPO: Version 2.5.0.7 - Example Company v2.5.0.7 —lla | x
| E Home Equipment / Locations Contract Finance / HR. Inventory 1 | Projects. i Sales  Service Reporting Utiities - & x
& = = ~ =1
OLXO X E &M . &%
[Pi~=] -, Durban -
Add  Edit Delete | Back | Savelayout Workspaces | Requisiion Bilable Refresh | Export
Maintenance FN- Process Al Current 4| Print i
WOCode WODescription SourceRef SourceDesc CustomerCode CustomerName DeptCode Depthame SourceType
v o Il W o A W A W Il 3
» Post Drum replacement required  HOP0O1 Hope Works (Pty) Ltd
‘ >
Open Windows ~ | User: JuandaK | 28/02/2022 | Version : 2.5.0.7 | Example Company v2.5.0.7
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DELETE THIRD PARTY SERVICE

1. From the Service Requests for WO Code [WO code] screen,
2. Click on the row of the third party service request you wish to delete.

E/T Note that a service request can only be deleted in the Requisition Required
Process Status.

3. Click on Delete.

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

$ - Service Requests for WO Code WO0006259 - BPO: Version 2.5.0.7 - Example Company v2.5.0.7 (= Jaj[x
| 76 Home | Equipment/Locaions  Contract  Finance /HR  Inventory [Projects 1 Pr Sales  Service  Reportng  Utiities - & x
3 / == = | =
[=] e~ -
© 2| X0 = B P9 W
Add  Edt |Delete | Back | Savelayout Workspaces | Requisition Bilable Refresh | Export
4| Print &
WOCode WODescription SourceRef SourceDesc CustomerCode Customerhame DeptCode DeptName SourceType
v o i o | ol 0 o o
WODD06259  Post Contract machine rep... CNO0D5303 Drum replacement required  HOP0O1 Hope Works (Pty) Ltd
m WO0006259  Post Contract machine rep... CNO005303 Drum replacement required  HOP0O1 Hope Works (Pty) Ltd

N

Open Windows +

| User : JuandaK | 28/02/2022 | Version : 2.5.0.7 | Example Company v2.5.0.7
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4. When you receive the Service Requests message to confirm;
* Are you sure you want to remove this service
[service code] on WO [WO number]?
5. Click on Yes.

N Service Requests for WO Code WO0006259 - HPO: Version 2.5.0.7 le Co: ny v2.5.0.7

7@ ‘{Hﬁme ‘ Equipment /Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utilities

Service Requests 4—°

L .
0 Are you sure you want to remove this service PRI on WO WO00062597

0——[ =] ™

e p= = | ARy, Y
=] = P
O 22X = Sl Y
Add  Edt Delete Back | Savelayout Workspaces | Requision Gilable Refresh | Export
Format 4 Process 4 Current a| Print 4
WOCode WODescription SourceRef SourceDesc CustomerCode CustomerName DeptCode DeptName SourceType
v e e e L3 L3 a0c A0 W o
WO0006259  Post Contract machine rep... CN0005303 Drum replacement required  HOP0O1 Hope Works (Pty) Ltd
»  WOOD06259 Post Contract machine rep... CNOOD5303 Drum replacement required  HOP0O1 Hope Works (Pty) Ltd

Open Windows ~

| User : JulandaK | 28/02/2022 | Version: 2.5.0.7 | Example Company v2.5.0.7

6. The service request status have been updated to C (Closed).
7. You will no longer be able to Edit or Delete the service request.
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$ - Service for WO Code - ion 2.5.0.7 - Example Company v2.5.0.7 = (B J(x
§ Home = Equipment/Locations  Contract  Finance /HR  Inventory i JProjects i Sales  Service  Reporing  Utities - & X
- - - - - —
O2x0 R B F M & @
f - =l proram . W]
Add Edt Delete| Back | Savelayout Workspaces | Requisiton Bilable Refresh | Export
Maintenance 4 Format 4 Process 4 Current 4| Print A
signedTo AssignedToEmpiNo AssignedToName Quantity EstimatedPrice TotalCost ActualCost Bilable Comments  Status
v e e = = A e e
22 ESB7654 JeffRivers i 1,200.00 1,200.00 0.00 Yes Installation .. I
» 511 KES00L Julanda Kessler 1 350.00 350.00 0.00 Yes |c
“ »
Open Windows ~ | User : Julandak | 28/02/2022 | Version:2.5.0.7 | Example Company v2.5.0.7

EXPORT

1. From the Service Requests for WO Code [WO number] screen,
2. Click on Export.

$ - Service Requests for WO Code WO0006259 - BPO: Version 2.5.0.7 - Example Company v2.5.0.7 [ = Jla x|
Home

g Equipment / Locations Contract Finance / HR. Inventory " |/ Projects. i Sales Service Reporting Utiities - & X
© 2 X € B Fr___— & |"—'
ﬁ? > X0 R = l‘u — "o o

Edt Delete  Back | Savelayout Workspaces | Requisiton Bilable Refresh
Maintenance P Format P Process Current a| Print 4 ad
WOCode WODescription SourceRef SourceDesc CustomerCode CustomerName DeptCode  Depthame SourceType
v e Il e e L3 A e e [l
WO0006259  Post Contract machine rep... CNO005303 Drum replacement requred  HOP0O1 Hope Works (Pty) Ltd
b chi Drum replacement requied  HOPOO1 Hope Works (Pty) Ltd

5
Open Windows ~ | User ; JulandaK | 28/02/2022 | Version : 2.5.0.7 | Example Company v2.5.0.7
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3. The list of service requests for the work order will be exported to an
Excel Spreadsheet.

4. Edit and Save the document in Excel as required.

5. Close the spread sheet to return to BPO.

[o]
IR

- %

PaE % - Conditional Formatas Cell | & Delete = O~ re mae

- ¥ Formatting ~ Table ~ Styles - | D%l Format - @ ~ Filter ~ Select ~

Clipboard ™ Font ~ Alignment 15 Number 15 Styles. Cells Editing A
Al - & WOCode & -

A B € D E F G H [+]

1 [wocCode |- |WoODescription - |SourceRef - |SourceDesc - |customerCode [~ |CustomerName |~ |DeptCode - |DeptName - |SourceTy

2 'WO00006259 |Post Contract machine rd CNOO05303 Drum replacement requir{HOPOO1 Hope Works (Pty) Ltd

3 [WO00006259 _[Post Contract machine rd CN0005303 Drum replacement requir{ HOPOO1 Hope Works (Pty) Ltd
4

5

6

7

8

9
10
11
12
13
14
15
16
17
18 L
19 )
B Sheet ® < D]
Ready (% Accessibility: Good to go B 0 ——3——+ 100%

Related Topics

» Service Requisition

MNU.072.011
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