Work Orders - Expenses

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

SERVICE

WORK ORDERS - EXPENSES

Confirm with your supervisor as to whether you will log your expenses, or

whether the call centre administration will do this.

a Expenses will be updated automatically for clients using Tech Connect.

Ribbon Access: Service > Work Orders

@ - —Jalx
e Equipment / Locations Contract Finance [HR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utiities

a t:‘ & gﬁ, Qﬂ @ 2 @ I-.:‘ %‘)‘f & WP & My Work Orders 3

&4 Work Management | [Z] My Tickets
TechMap Scheduing CurrentTech Technidans Avalabiity SieExceptions | Calls  Cal Requests |Work Orders| Service ) My Work
Activit ceptions Requests £ Time Review I["] All Open Tickets

Ticketing 4| Ope A s

[

. The Work Order Listing screen will be displayed.
2. Select the Site where the work order was assigned.
* The example has Durban selected.
3. Set the Status to Open.
4. Click on the row of the work order you wish to add an expense claim
to.

5. Click on the Expenses tile.
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@ E} x EJ 0 Q P [ save Layout =
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21 wocode WOType  CalReference  Desaription Capitalise  CallDesc RequestDate  Priority Invoiceable ProjectRef | Proje
v o o0 o 0 W o = = e o e
WO0006238 PR Test PQ Source Type Work Order No 14/11/2021 5 No
WO0006239 PR Rolers need replacing No 11/11/2021 3 No PRI0O00408 M.
WO0006240 M WS - Weekly Service No 16/11/2021 2 No PRI0000416  Se
WO00006241 M WS - Weekly Service No 16/11/2021 2 No PRI0000413  PF
WO0DD6242  SERV 1MMS - 1 Month Machine Service No 16/11/2021 2 No PRI0000413  PF
p— WO0006243 M Ws -Weekly Service No 16/11/2021 2 No PRI0000413  PF
WO0006245 M W - Weekly Service No 23/11/2021 2 No PRI0000417  Sc
WO0006246 SM BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI0000418  S¢
WO0006247 M BathBinMaint - Bathroom Bin Maintenance ~ No 23/11/2021 2 No PRIDOOD4IS  S¢
WO0006248 M WS - Weekly Service No 23/11/2021 2 No PRI0000420  Sc
WO0006299 M BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI000041S  S¢
Bl WO0006250  REP CNO00S298  Paper not feeding through rollers No Paper not feeding thro... 14/12/2021 3 No
WOoo0D6251  ITS CNO0DS5299  Paper keeps on jamming in machine No Paper keeps on jammin... 18/01/2022 3 No
Bl WO0006252  REP CNOODS5300  Printer displaying error code No Printer displaying error... 18/01/2022 3 No
PR CNO0DS5301  Replace part - current faulty No Replace part - current ... 18/01/2022 3 No
B W00006256 P (CN0005302 New machine implementation. Instalation .. No New machine implemen. . 24/01/2022 1 No
WO0D06257  NDS  CNDOOS274  PROJ4060R002 No PROJ40SOR002 19/01/2022 2 No
WO0006258 ~ SERV  CNOOOS303  Drum replacement required No Drum replacement req...  31/01/2022 2 No
WO0006259  REP CNODDS303  Post Contract machine repair No Drum replacement req...  16/02/2022 2 Yes
Doa D‘w REP CNOODS304  Loan unit required while main unit is being .. No Loan unit required whil... 15/03/2022 3 No =
|, ,
Open Windows ~ | User : JulandaK | 22/03/2022 | Version': 2.5.0.8 | Example Company v2.5.0.8

6. The Expense Claims for WO Code [work order code] screen will be dis-

played.

ADD EXPENSE CLAIM

7. Click on Add.
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Open Windows ~ | User : Julandak | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.08

8. The Expense Entry screen will be displayed.

Work Order: The work order number selected will auto pop-
ulate the field.

Employee: The employee logging the expense entry will dis-
play in this field. Click on the search button to select the
employee who incurred the expense.

Expense Date: The current date will display. Click on the
down arrow to select the date the expense was incurred,
using the calendar function.

Type: Click on the down arrow to select the Expense type.

==

=
=i

= Refer to Basic Static Data to add or edit an expense type.

Detailed Description: Type in the description or reason for
the expenses.
Source Reference: Type in the reference or proof for the

expense, e.g. receipt information, if available.
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* Source Available: Click to select the check box;, if doc-
umentation, e.g receipt, for the expense, if available.

* Expense Amount: Click to type in or use the arrow indic-
ators to select the rand value for the expense.

* Billable: Click to select the check box if the expense is bil-
lable. Leave unselected, if the expense is not billable.

9. When you have finished adding the expense claim details, click on Save.
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Sales Service Reporting Utlities

Work Order | W00006260
Employee | Joseph Timber - =
Expense Date | 18/03/2022  ~

Type Tol v|*

Detailed Description | Marianhill Ridge, Toll to and from Customer Offices

Source Reference Toll Receipt
Source Available i/
Expense Amount 75

Billable! ¥/

Open Windows ~

| User ; Julandak | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 4

10. You will return to the Expense Claims for WO Code screen.
11. When you receive the Expense Processing message to confirm that;

* Expense Claim on WO: [work order code] complete.
12. Click on OK.
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$ - @———»zxps-uchinu!wwocwewomszso-am:wmunn.na Example Company v2.5.0.8 =JaJx
[ E | Home | Equpment/lLocatons  Contract  Fimance [HR  Inventory i [Projects  Manufa Procrement  Sales  Service  Reportng  Utiities - & %
1)
OLXO0 X o B
Add  Edit Delete Back | Savelayout Workspaces | Refresh | Export
Processing Format 4| Curr 4| Print 4 2
FullName: ExpenseDate ExpenseType ExpenseTypeDesc Description ‘Amount SourceDocRef SourceDocAvailable Billable Status
v = o0 W0 e = e e i e
» JosephTim.. 18/03/2022 TOLL Tol Marianhil Ridge, Toll to and fro... 27.00 Toll Receipt Yes Yes A
Expense Processing 4—@ X

i ,
0 Expense Claim on WO : WO0006260 complete.

O— =]

Open Windows ~

13
| User ; Julandak | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.08

13. The Expense Claim can be viewed in the Expense Claims for WO Code
screen.

$ -

Expense Claims for WO Code WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (== JCx]
@ | rome | Equpment/locatons  Contract  Finance [HR  Inventory [Projects Man i
U X0 @

i Sales  Service  Reporting  Utliles = — & X
B2 o ™

Add  Edit Delete Back | Savelayout Workspaces | Refresh | Export
Processing Format 4| Curr... .| Print 4 @
FullName ExpenseDate ExpenseType ExpenseTypeDesc Description Amount SourceDocRef SourceDocAvailable Billable Status
¥ o oc ol e = e lc e e
» JosephTim.. 18/03/2022 TOLL Toll Marianhil Ridge, Toll to and fro... 27.00 Toll Receipt Yes Yes A

Open Windows ¥

»

| User: Julandak | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8
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EDIT EXPENSE CLAIM

1. From the Expense Claims for WO Code [work order code] screen,
2. Click on the row of the expense claim you wish to edit.

3. Click on Edit.

$ - F—»mmwmmmmw-mmm—mwm (=JLe]ix]
| e “ Home Equipment / Locations Contract Finance /HR Inventory Sales Service Reporting Utlities. - & X
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8 |
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FulName  ExpenseDate ExpenseType ExpenseTypeDesc Amount SourceDocRef SourceDocAvaiable Bilable Status
v o = Qe st = e e 1 e
DJGSEWTIH - 18/03/2022 TOLL Toll Marianhil Ridge, Toll to and fro.. 27.00 Tol Receipt Yes Yes A
Open Windows + | User : Jandak | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

4. When you receive the Expenses message to confirm;
* Are you sure you want to edit this expense for
[employee name] on Work Order [work order code]?

5. Click on Yes.
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. v Expense Claims for WO Code WO0006260 - 7°0: Version 2.5.0.6 - Example Company v2.5.0.8 l=JlB x|
\7§ | Home | Equpment/lLocations  Contract  Fimance [HR  Inventory i [Projects  Manufacturing  Procrement  Sales  Service  Reporting  Utiities - & %
3 1)
O X0 X &
Add Edit Delete Back Savelayout Workspaces | Refresh | Export
Processing d Format 4| Curr ‘ Print 4 2
FullName: ExpenseDate ExpenseType ExpenseTypeDesc Description ‘Amount SourceDocRef SourceDocAvailable Billable Status
v o0 o0 W e e i e
» JosephTim.. 18/03/2022 TOLL Toll Marianhill Ridge, Toll to and fro.. 27.00 Toll Receipt Yes Yes A
Expenses <—°
Are you sure you want to edit this expense for Joseph Timber on WO
'WO000626027
o— No
4 »
Open Windows ~ | User ; Julandak | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.08

6. The Expense Entry screen will be displayed.

7. Make the required changes to the Expense entry
8. Click on Save.

Expense Entry - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 =8 x
Equipment /Locations  Contract  Finance [HR Inventory |Projects  Manufacturi Sales  Service  Reporting  Utlities - & x
Back
ocess a @
Work Order 00006260
foseph Tmber -]
Expense Date | 18/03/2022 -

Type Tol v

Detailed Description | Marianhil Ridge, Toll to and from Customer Offices

Source Reference Toll Receipt
Source Available i/

Expense Amount

Billable /!

Open Windows ¥

| User : Julandak | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 o

Help v2024.5.0.7/1.0 - Pg 7 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Work Orders - Expenses

9. You will return to the Expense Claims for WO Code screen.
10. An Expense Processing message will display informing you that;

* Expense Claim on WO: [work order code] complete.

11. Click on OK.

$ - Expense Claims for WO Code WO0006260 - | — =
@ | Home | Eaupment/locatins  Conract  Finance [HR  Inventory  Mantenance /Projects  Manufacturing  Procrement  Sales  Service  Reporting Utiities - & x
Cro Al o X -
f 4 =
02X ® & T
Add  Edt Delete Back | Savelayout Workspaces | Refresh | Export
14 |
QD
FulName  ExpenseDate ExpenseType ExpenseTypeDesc Desaription Amount SourceDocRef SourceDocAvaiable Billable Status
e e e = e o0 e o
27.00 Toll Receipt Yes Yes A

v e =
» JosephTim.. 18/03/2022

Toll Marianhil Ridge, Toll to and fro..

Bxpense Processing 4——————L) X

o Expense Claim on o wowosaso complete.

O—[ =]

| User: Julandak | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 43

“
| Open Windows =

12. The updated details can be viewed in the Expense Claims for WO

Code screen.
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$ - Expense Claims for WO Code WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (= (e j(x]
| e | Home ‘ Eqpmtfl.nam Contract  Finance [HR  Inventory [Projects  Manu Pr Sales  Service  Reportng  Utiities - & x
I ] g i
O = &
Add Edit Delete Back | Savelayout Worl l@aces Refresh | Export ‘
Processing | Format Jf cur. | print | Y
FullName: ExpenseDate ExpenseType ExpenseTypeDesc Description ‘Amount SourceDocRef SourceDocAvailable Billable Status
v o = 3 e o e L e L3
» JosephTim.. 18/03/2022 TOLL Toll Marianhil Ridge, Toll to and fro.. 27.00 Toll Receipt Yes Yes A
Open Windows v | User ; Julandak | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 4

DELETE AN EXPENSE CLAIM

1. From the Expense Claims for WO Code [work order code] screen,

2. Click on the row of the expense claim you wish to delete.
3. Click on Delete.

@ Note that you can only remove an expense with an A - Active status.
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| Home | Equpment/lLocatons  Contract  Finance [HR  Inventory [Projects  Manufacturi Sales  Service  Reportng  Utiities - & x
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Add  Edit |Delete | Back | Savelayout Workspaces | Refresh | Export

Processing a Format 4| Curr “ Print 4 2

FullName ExpenseDate ExpenseType ExpenseTypeDesc Description Amount SourceDocRef SourceDocAvaiable Bilable Status
v o = o e s = W c e W0

JosephTimber  18/03/2022 TOLL Toll Marianhill Ridge, Toll to and fro, 27.00 Toll Receipt Yes Yes A
meethlmer 22032022 oN Overnight Night: Over night stay as installation t 750.00 Invoice Yes Yes A

e

4 b

Open Windows v | User : Julandak | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 4

4. When you receive the Expenses message to confirm;
* Are you sure you want to remove this expense for
[employee name] on Work Order [work order code]?
5. Click on Yes.

$ - Expense Claims for WO Code WO0006260 - 5P0: Version 2.5.0.8 - Example Company v2.5.0.8 C=Jalmxl
| @ [ tome | Equpment/locatons  Conract  Fnance [HR  Inventory i IProjects  Manufa Sdles  Service  Reporng  Utilies - & x
=
I [
OuXO ®| & %
Add Edit Delete Back | Savelayout Workspaces | Refresh | Export
Processing 4 Format 4| Curr 4‘ Print 4 L
FullName: ExpenseDate ExpenseType ExpenseTypeDesc Description Amount SourceDocRef SourceDocAvailable Billable Status.
v o = wflc Qe oflc = oe Qe e Qe
Joseph Timber 18/03/2022 TOLL Toll Marianhill Ridge, Toll to and fro... 27.00 Toll Receipt Yes Yes A
» Joseph Timber 22/03/2022 ON Overnight Night Over night stay as installation t.. 750.00 Invoice Yes Yes A
Time Bookings 4—“
Are you sure you want to remove this expense for Joseph Timber on
‘WO WO00006260?
00— [+ »
“ »
Open Windows ~ | User : Julandak | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 A
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6. The Status of the deleted expense will change to | - Inactive.

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

e - Expense Claims for WO Code WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [ —Jla | x
| & | Home | Equpment /Locatons  Contract  Finance /MR Inventory | Projects . Sales  Service  Reporting  Uiities - & x
- ] 3 . -
=
O X0 R & %
Add  Edit Delete | Back | Savelayout Workspaces | Refresh | Export
Processing 4 et of Cur... 4| Print 4 i
FullName: ExpenseDate ExpenseType ExpenseTypeDesc Description ‘Amount SourceDocRef SourceDocAvailable Billable Status
v o = o o0 e = Al o o o
» JosephTim.. 18/03/2022 TOLL Toll Marianhil Ridge, Toll to and fro... 27.00 Toll Receipt Yes Yes A
Joseph Tim...  22/03/2022 ON Overnight Night Over night stay as installation t... 750.00 Invoice Yes Yes D
“ »
Open Windows v | User : Julandak | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 4

Related Topics

Basic Static Data

MNU.072.017
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