C O3
Work Orders - Work in Progress (WIP)

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

SERVICE

WORK ORDERS - WORK IN PROGRESS

The Work in Progress (WIP) screen displays:

e Parts that have been issued or
* Third Party Services that have been received

but have not yet been invoiced.

If these items are non billable, the work order, call or project will not have

been closed yet.

Ribbon Access: Service > Work Orders
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1. The Work Orders Listing screen will be displayed.
2. Select the Site where the work order was issued.
e The example has Durban selected.
3. Ensure that the Status has been set to Open.
4. Click on the row of the work order you wish to view the Work in Pro-
gress for.
5. Click on the Work In Progress tile.
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Work Orders - Work in Progress (WIP)

$ - o__pmomrm-mvmuu-wmmvm =8 x|
Iil Home " /locations  Contract  Finance /HR  Inventory i J Projects L Sales  Service  Reporting  Utiities - & x
) [;} x \% @ G [ Save Layout lg Tfa Durban [~ d—e “"_1'
— | 2 woriepaces ; i Fndwo
Add  Edt Delete View | Cose Complete Renstate ‘ T Print  Export ‘ —r=n Reports ‘
Maintair P Process Format P Print Al “'”\e eports | ad
Links a
Enter text to search... p
WOCode v WOType CalReference  Description Capitalise | CallDesc RequestDate  Priority Invoiceable | ProjectRef
E WOD006260 REP CNO00S304 Loan unit required while main unitisbeing ... No Loan unit required whil... 15/03/2022 3 No ‘
e | WO000625% REP CNODOS303  Post Contract machine repair No Drum replacement req...  16/02/2022 2 Yes
I WO0006258 SERV  CNOOOS303  Drum replacement required No Drum replacementreq... 31/01/2022 2 No
I WO0006257  NDS CNODD5274  PROJ4DSOR002 No PROJ40G0RD02 19/01/2022 2 No
B WOD006256 ™ CNO005302 New machine implementation. Installation ... No New machine implemen... 24/01/2022 1 No
WO0006253 PR CNODO5301  Replace part - current fauity No Replace part - current ... 18/01/2022 3 No
Bl WO0006252  REP CNOOS300  Printer displaying error code No Printer displaying error... 18/01/2022 3 No
WO0006251 s CNOD0S299  Paper keeps on jamming in machine No Paper keeps on jammin... 18/01/2022 3 No
[l WO0006250 REP CNO005298 Paper not feeding through rollers No Paper not feeding thro... 14/12/2021 3 No
WO0006245 sM BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI000D:
WO0006248 sM WS - Weekly Service No 23f11/2021 2 No PRI000O:
WO0006247  SM BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRIO00D:
WOD006246 SM BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI000O
WO0006245 SM WS - Weekly Service No 23/11/2021 2 No PRI0D0D-
WO0006243 SM WS - Weekly Service No 16/11/2021 2 No PRJ000O:
WO0006242  SERV 1MMS - 1 Month Machine Service No 16/11/2021 2 No PRIOD0D:
WO0006241  SM Ws - Weekly Service No 16/11/2021 2 No PRI0000:
WO0006240 SM WS - Weekly Service No 16/11/2021 2 No PRI0D0D-
I WO000623% PR Rollers need replacing No 11/11/2021 3 No PRJ000O0:
Processing 1 WO0006238 PR Test PQ Source Type Work Order No 14/11/2021 5 No
I WO0006237  SM WS -Weekly Service No 09/11/2021 2 No
| User:JulandaK | 28/03/2022 | Version:2.5.0.8 | Example Companyv2.5.0.8

6. The Work in Progress for WO Code [work order code] screen will be
displayed.

* The screen displays both stock or internal assets that have
been issued, as well as Third Party Services that have been
received

* If the items/services are billable - they have not been
invoiced.

* If the items are non-billable, the linked work order, call or
project has not yet been closed.

7. The Doc No column displays the, Work in Progress reference number
for a part with a Sl prefix to the number.

* A service Work in Progress will display as SERVICE.
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Work Orders - Work in Progress (WIP)

WIP PROCESSING

8. From this screen, you can:

* Do a Return Request for an item or service,
* |nvoice a work order, or

* |nvoice Call.

@9 The Invoice Project button has been greyed out indicating

that a Project cannot be Invoiced from this screen.

$ - e # Work in Progress for WO Code WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (— (= ](x]
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e ol ol 3 - = [l ¢ o b
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BatchNo Quantity  UnitCost  Bilable  WOCode WODesc

IWN 2020998  Staple Unit &r2143 1000 3,500.000 No L

Open Windows ~

| User : JulandaK | 28/03/2022 | Version: 2,5.0.8 | Example Company v2.5.0.8

RETURN REQUEST

1. From the Work in Progress for [work order code] screen,
2. Click on the row of the Service or Part you wish to return.

3. Click on the Return button.

@ Short cut key: Right click to display the Process menu list. Click on Return.
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Work Orders - Work in Progress (WIP)
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Docho EvenfDate  SowceType  ltemType  ItemCode  ItemDesc Batchilo Quanfity  UnitCost  Bleble |WOCode  WODesc
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4.

| User:JuandaK | 28/03/2022 | Version:2.5.0.8 | Example Companyv2.5.0.8

"The Add new Return Request screen will be displayed. " on page 2

$ - Add new Return Request - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 = J(o](x
E Home | /locations  Contract  Finance /HR  Inventory J Projects L Sales  Service  Reporting  Utiities - &® x
Save  Back Save Layout
Process Format o
e
Work Order | WO0006260 -]
Reference |
Requestor  Julanda Kessler -
RequestDate 23/03/2022  ~
Assigned To | Julanda Kessler - ﬂ
PartCode PariDesc BatchSerialNo Quantity Reason ApplyToRequestltem
? " e = W0
» 2020-398 Staple Unit dr2143 1.000 O
« »
Open Windows ~ | User:Julandak | 28/03/2022 | Version:2.5.0.8 | Example Companyv2.5.0.8
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Work Orders - Work in Progress (WIP)

INVOICE WORK ORDER

1. From the Work in Progress for WO Code [work order code] screen,
2. Click on the row of the Service or Part you wish to Invoice.
3. Click on Invoice WO.

@ Short cut key: Right click to display the Process menu list. Click on Invoice WO.
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Open Windows ~

| User:JulandeK | 28/03/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 .

4. The Add new Customer Invoice screen will be displayed.

+ —]
é Refer to Work in Progress - Invoice Work Orders for details on how to com-

plete the Customer Invoice screen.
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‘ ¥ Add new Customer Invoice - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 =JlB | x
| g ‘ Home ‘ i /locations  Contract  Finance /HR  Inventory i | Projects. i Sales  Service  Reporting  Utiities - & x
Save Back Delete | Savelayout
Item
Maintain 4 Format . i
Customer Name  Office Supplies Unlimited p|= Reference = | Billing address
Contact Name P* Status New £
Commercial Type Class Commercial v|* Date & Time  28/03/2022 v | 14:25:10 et
Salesman | Julanda Kessler v Shipping address
Billing Customer  Office Supplies Unlimited R Billing Contact P 2
Invoice Currency South African Rand - Exchange Rate 13
Tax Rate 15.00 - 15 | Suppress Line Detail on Print Addresses | Related References
SuppressOnPrint  ItemType ItemCode  ItemDescripion  InvoicelineDescripton | WarehouseName  BatchSerialNo  Quantity  UnitCost  Markup  Discount | UnitSelingPrice  BaseCcyPrice
v a = Wl ol e o o = = = = = =
v (| Expenses TOLL Mariarhil Ridge,... Marianhill Ridge, Tol to 1000 27000  15.000 0.000 31,050 31,050,
O Expenses ON Over night stay ... Over night stay as inst... 1000 750.000  15.000 0.000 862.500 862.500
O Expenses TOLL Mariarhil Ridge, ... Marianhill Ridge, Tol to. L000  27.000  15.000 0.000 31.050 31,050
O Expenses TOLL Mariarhil Ridge, .. Marianhill Ridge, Tol to. 1000  27.000  15.000 0.000 31.050 31,050
O Warranty 12MsW 12 Month Suppli... 12 Month Supplier War... 1.000 0.000 15.000 0.000 0.000 0.000
s B seewme — I . _—
‘« »
Comment Sub Total 955.65
VAT 143.35
Grand Total 1,099.00
Open Windows ~ | User:JulandaK | 28/03/2022 | Version:2.5.0.8 | Example Companyv2.5.0.8

INVOICE CALL

1. From the Work in Progress for WO Code [work order code] screen,
2. Click on the row of the Service or Part that you wish to invoice.
3. Click on Invoice Call.

@ Short cut key: Right click to display the Process menu list. Click on Invoice Call.
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$ - e——bwmhmhmmm-mmm-uwm =J(o](x
/locations  Contract  Finance /HR  Inventory i /Projects i Sdes  Service Reporting Utiliies - & x
Back Save Layout Workspaces | Refresh | Export
-
Processing - Format 4| Curr 4| Print . @
DocNo EventDate  SourceType  ItemType ItemCode  [temDesc BatchNo Quantity  UnitCost Bilable WOCode  WODesc
v o = e o e o s = = s s e
D 15/03/2022 IWN 2020998 Staple Unit dr2143 1000 3,500.000 No WO0006260 L while
X ) »
Open Windows ~ | User:Julandak | 28/03/2022 | Version:2.5.0.8 = Example Company v2.5.0.8 -

4. "Invoice Header" on page 2

$ - HmMmmmmM-wmm [=J(a](x]
@ | ome | Equoment/Locatons  Conwact  Fiance /MR Inventory  Ma /Projects i Sdles  Service Reporting Utiities - & x

Save Back Delete & Save Layout
Item

Maintain 4 Format . i
Customer Name Office Supplies Unlimited p|= Reference * | Billing address
Contact Name  Angie Smith pl* Status New PO Box 9632 2 R
Forest Hills ~
Commercial Type Class Commercial -|* Date & Time | 28/03/2022 v 1427:06 o
Salesman | Julanda Kessler - = Slwpn:a:l—ress
Billing Customer |Office Supplies Unlimited £ = Billing Contact B= | [Erancriuh Ave a -
Tnvoice Currency South African Rand - Exchange Rate 1 5]
Tax Rate 15.00 - 15 || Suppress Line Detail on Print Addresses | Related References
SuppressOnPrint  ItemType ItemCode  ItemDesaription  InvoicelineDescription  WarehouseName  BatchSerialMo  Quantity  UnitCost Markup  Discount | UnitSelingPrice  BaseCoyPrice
v = W o e W o0 = = = = = =
» 0O Expenses TOLL Marianhill Ridge, .. Marianhil Ridge, Tol to 1000 27.000  15.000 0.000 31.050 31,050
O Expenses ON Over night stay ... Over night stay as inst... 1000 750.000  15.000 0.000 862.500 862.500
O Expenses ToL Marianhil Ridge, .. Marianhil Ridge, Tol to 1000  27.000  15.000 0.000 31050 31.050
| Expenses TOLL Marianhil Ridge, .. Marianhil Ridge, Toll to.. 1000 27.000  15.000 0.000 31.050 31.050
)] Warranty 12M5W 12 Month Suppli.. 12 Month Supplier War ... 1.000 0,000 15000 0.000 0.000 0.000
©E e — [ B —

“ >

Comment Sub Total 955.65

VAT 143.35
Grand Total 1,095.00

Open Windows ~ | User:Julandak | 28/03/2022 | Version:2.5.0.8 | Example Companyv2.5.0.8
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