Work Orders - Documents

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

SERVICE

WORK ORDERS - DOCUMENTS

The Documents tile allows you to link, view or delete digital documents to

the work order. These documents need to be saved in a shared folder on the

server.

Ribbon Access: Service > Work Orders

e Equipment / Locations Contract Finance [HR Inventory Maintenance / Projects Manufacturing Procurement Sales
O B & 4 &H B & @ (Y| R I =i -
2 . ! - L] & Work Management | (5] My Tickets
TechMap Scheduing CurrentTech Technidans Avalsblity SiteExcepions | Cals  Cal Requests |Work Orders| Serviee ¢ My Work
Activi Exceptions Requests ] Time Review Iy All Open Tickets

Service Reporting Utiities

1. The Work Order Listing screen will be displayed.
2. Select the Site where the work order has been raised.
* The example has Durban selected.
3. Select the Status.
* The example has Open selected.
4. Click on the row of the work order you wish to link documents to.
5. Click on the Documents tile.
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$ - Work Order Listing - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [=]la x|
| @ | Home | Jlocatons  Contract Finance /MR Inventory [Projects Mar Sdles  Service Reportng  Utiies - & x
@ LJ;? x % @ o ~ 7, Save Layout Q m\.iﬁ Durban I<‘_° "‘:_‘
A ET TEn o ol s e e e BBdwo |
%, save Filter G Refresh -
Maintai Process Format Print a h 4| Reports had
WOCode ~ WOType CalReference Description Capitalise  CallDesc RequestDate | Priority | Invoiceable  ProjectRef
e o o0 o0 Al e = = W Al -
D WO0006260 REP CNO00S304  Loan unit required while main unitis being ... No Loan unit required whil... 15/03/2022 3 No ‘
WO0006259 REP CNO005303 Post Contract machine repair No Drum replacementreq... 16/02/2022 2 Yes
W00006258 SERV  CNO005303  Drum replacement required No Drum replacementreq... 31/01/2022 2 No
WO0006257 NDS CN0005274 PROJ4060R002 No PROJ4060R002 19/01/2022 2 No
[ WO00006256 ™P CNOD0S302  New machine implementation. Installation .. No New machine implemen... 24/01/2022 1 No
WO0006253 PR CN0005301 Replace part - current faulty No Replace part - current ...  18/01/2022 3 No
B W00006252  REP CNO00S300  Printer displaying error code: No Printer displaying error.. 18/01/2022 3 No
B WO00006251 ms CNO00S299  Paper keeps on jamming in machine No Paper keeps on jammin... 18/01/2022 3 No
E w00006250 REP CNO0D5298 Paper not feeding through rollers No Paper not feeding thro... 14/12/2021 3 No
WO00006243 M BathBinMaint - Bathroom Bin Maintenance  No 23/1y2021 2 No PRI0000+
WO00006248 £ WS - Weekly Service No 23/11/2021 2 No PRJ0000<
WO00006247  SM BathBinMaint - Bathroom Bin Maintenance  No 23/1y2021 2 No PRI0000+
WO0006246 sM BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI00D00<
W00006245 sM WS - Weekly Service No 23/11/2021 2 No PRI0000+
WO0006243  SM WS - Weekly Service No 16/11/2021 2 No PRI0000<
WO0006242  SERV IMMS - 1 Month Machine Service No 16/11/2021 2 No PRI0000¢
WO00006241  SM WS - Weekly Service No 16/11/2021 2 No PRI0000¢
WO00006240 M WS - Weekly Service Ne 16/11/2021 2 No PRJ0000<
W00006239 PR Rollers need replacing No 11/11/2021 3 No PRI0000+
WO00006238 PR Test PQ Source Type Work Order No 14/11/2021 5 No .
« = = = = = = — — »
| User:JulandaK | 23/03/2022 | Version:2.5.0.8 | Example Company v2.5.08

6. The Documents for Work Order - [work order code] screen will be dis-
played.
7. Any documents that have already been linked to the work order will dis-

play in the data grid.

ADD NEW DOCUMENT

8. Click on Add.

@ Short cut key: Right click to display the Process menu list. Click on Add.
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$ - for Work Order - - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 -

_ & | vome | Epment/Locators_ Convact _ Fnance /iR Inventory _ Mat [Projects _ Manufacturi Sdles  Service  Reporting  Utiies - & x
& | 71 = -

OZzXO B E &

Add | Edt Delete Back | Savelayout Workspaces | View Refresh
Document DocDescription DocType

v e a0e a0c °

Open Windows v | User: Julandak | 23/03/2022 | Version: 2.5.0,8 | Example Company v2.5.0.8 o

9. The New Document for Work Order: [work order code] screen will be
displayed.

* File: Click on the search button to display the Select File
screen.

i. Select the document that you wish to attach to the
work order.

ii. Click on Open.
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$ - New Document for Work Order. : WO0006260 - 5P0: Version 2.5.0.8 - Exam ompany v2.5.0.8 e=dlm ] (]
| @ [ Home | Equpment/locations Contract Finance /MR Inventory [Projects | ing  Proarement Sales Service Reporting  Utiiies - & x
4o
Save  Back
Path | m. :
Repository Path G rogranbatzC03 Tedmaoger e © Selectfile & ’ %
\sharedDocumentWorkOrders\
L « Users » JulandaK » Documents > Customers v O Search Customers r
R Organize v Newfolder e @
= Thispe A Name . Date modified Type
== C on NBDB0068 @20210112Custumellnvoice 2021/01/08 2:00 PM  Microsoft Excel W...
Doc Type I Desktop @ Customer Sales Agreement 2020/01/10 12:06 .. Microsoft Word D..
|5 Documents
& Downloads
D Music
[&] Pictures
B Videos
- Local Disk (C:) v < >
File name: [ 20210112 Customer Invoice # | [Afites ¢ v
O— [ ]| oo
Open Windows v | User:JulandaK | 23/03/2022 | Version:2.5.0.8 | Example Company v2.5.08
* Path: The file path relevant to the document you have selected
will display.
* Repository Path: The repository path is populated with the path
configured in the Company Configuration.
* File Description: Click in the text box to type in a description for
the document.
* Doc Type: Click on the down arrow to select the document type

from the drop-down list.

SAVE DOCUMENT LINK

10. Click on Save to update the document link.
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$ - New Document for Work Order. : WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [=JLalix]
i /locations  Contract  Finance fHR  Inventory i [Projects  Man Sales  Service Reporting  Utilities - & X
Save | Back
j% .
File [20210112 Customer Invoice.dsx P*
Path  C:WUsers\ulandaK\Documents\Customers o

Repository Path  C:\ProgramData\CO3 Technologies\EPO
\sharedDocumentWorkOrders\

File Description Invoice for maintenance

Doc Type cmwmyuocmenlaﬂnn ———

Open Windows ~

| User:JulandaK | 23/03/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 o

11. When you receive the Document Processing message to confirm that;
* The document: [document name] for work order [work

order code] has been saved.
12. Click on OK.
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Open Windows ~

. ¥ New Document for Work Order. : WO0006260 - 5P0: Version 2.5.0.8 - Example Company v2.5.0.8 L=Jl3 J 2
‘_ E_‘ Home | Eguipment /Locations  Contract  Finance fHR  Inventory i /Projects | i Pr Sales  Service Reporting  Utilities - & X
Save  Back
Process [
File 20210112 Customer Invoice.xisx P*
Path |C:\Users\lulandaK\Documents\Customers .
Repository Path  C:\ProgramData\CO3 Technologies\EPO
\sharedDocumentWorkOrders\
File Description Invoice for maintenance *
Document Processing 4—@ X
DocType Company Documentation e
The document : 20210112 Customer Invoicexlsx for work order
WOO006260 has been saved.

| User:JulandaK | 23/03/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 o

13. You will return to the updated Documents for Work Order screen.
14. Click on Back to return to the Work Order Listing screen.

s - Documents for Work Order - WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 C=JCallx]
@ | rome | Jlocatons  Contract  Finance /MR Inventory [Projects Mar Sales  Servie  Reportng  Utiities - & x
=5 . @ =/
Oz X(O = &
Add Edit Delete | Back | SavelLayout Workspaces | View Refresh
Processing Fi 4| urren @&
Document DocDescription DocType
v 0 W0 o
» C:\Progr: co3 logies\BPO\SharedD Tnvoice for comp
Open Windows ~ | User:JulandaK | 23/03/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8
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EDIT DOCUMENT

1. From the Documents for Work Order - [work order code] screen,
2. Click on the row of the document you wish to edit.
3. Click on Edit.

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

4. When you receive the Document message to confirm;
* Are you sure you want to edit the document, [file path and

document name] for [work order code]?
5. Click on Yes.

‘ h > for Work Order - - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 =N Ea

67 Home & Equipment /Locations  Contract  Finance /HR  Inventory /Projects  Man L Pri Sales  Service Reporting  Utiiities - & x

@xa = g &

Add Edit |Delete Back Save Layout Workspaces View Refresh

Processing Forma .| Curen P i)

Document DocDescription DocType
v o ofdc ol
DC:‘PTWamData\COS Technologies\BPO\SharedDocumentworkOrders\36...  Inveice for maintenance COMP

e

Document 4—0

i~
Are you sure you want to edit the document, 'C:\ProgramData\CO3
Technologies\BPO\SharedDocumentWorkOrders\3688\20210112
Customer Invoicexlsx', for WO00062607

00— [ =1 =

Open Windows ~ | User : JuiandaK | 23/03/2022 | Version : 2.5.0.8 | Example Company v2.5.0.8

6. The Document Maintenance for Work Order : [work order code]
screen will display.

7. Make the necessary changes to the document maintenance screen as
required.

8. Click on Save.
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9. When you receive the Document Processing message to confirm;
* The document : [document name] for work order [work

order code] has been saved.
10. Click on OK.

$ - °———> Document Maintenance for Work Order. : W00006260 )
=

Home | Equipment/locations Contract Finance fHR  Inventory  Maintenance /Projects  Manufachwing  Procurement  Sales  Service  Reporting  Utlities

File | 20210112 Customer Invoice.xsx P+
Path |C:\ProgramData\CO3 Technologies \BPO *
\sharedDocumentWorkOrders\3688

Repository Path | C:\ProgramData\CO3 Technologies\EPO
\sharedDocumentWorkOrders\

File Description Invoice for maintenance *
Doc Type Company Documentation -
Dot Prasceing <—° X
L
The document : 20210112 Customer Invoice.xlsx for work order
WO0006260 has been saved.
Open Windows ~

| User:JulandeK | 23/03/2022 | Version: 2.5.0.8 | Example Company v2.5.08

11. You will return to the updated Documents for Work Order screen.
12. Click on Back to return to the Work Order Listing screen.
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» C:\ProgramData\CO3 Technologies\BPO\SharedDocumentWorkOrders\36.

Invoice for maintenance

$ - Q——-—p for Work Order - - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [—JLa]ix]
@ | Home [locations  Conract  Finance /HR  Inventory [Projects  Manu Pri Sdes Service Reporting  Utiities - & x
g ! = )
QX0 & 5 &
Add  Edt Delete | Back | Savelayout Workspaces | View Refresh

Tt g o
Document DecDescription

DocType

COMP

Open Windows ~

| User:JulandaK | 23/03/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 4

DELETE DOCUMENT

1. From the Documents for Work Order - [work order code] screen,

2. Click in the row of the document you wish to remove from the work

order.
3. Click on Delete.

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

4. When you receive the Delete Document message to confirm;
* Are you sure you want to remove this document, [doc-
ument path and file name], from work order [work order

code]?
5. Click on Yes.
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$ - o-_b for Work Order - BPO: Version 2.5.0.8 - Example Company v2.5.0.8

(=JaJix]
@ [ Home | Equpment/Locatons  Contract  Finance /R Inventory [Projects  Mar ing  Pr Sdes  Service Reporting  Utiities - & x
aa 1] - @ =
O 2 X© g5 &
Add Edit |Delete | Back | Savelayout Workspaces View Refresh
Format ,‘ Current L
Document DocDescription DocType
LAR: L= 3 e
C:\Progre \CO3 Technologies\BPO\SharedE Invoice for maintenance coMP
[¥] corog 03 jes\BPO\SharedD rders\36... Sales

S -

Delete Document Q—o

i

Are you sure you want to remove this document, 'C:\ProgramData\CO3
Technologies\BPO\SharedDocumentWorkOrders\3688\Customer Sales
Agreement.docx’, from work order WO00062607

O— = » |

Open Windows ¥

| User: JulandaK | 23/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

A

6. The document has been removed from the Documents for Work Order
screen.

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

$ - for Work Order - - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [—Jla]lx]
g | Home | Equpment/Locations  Contract  Finance /MR Inventory /Projects  Mar Sales  Service  Reporting  Utiities - &2 x
o I < - E‘

O 2XO R = &

Add  Edit Delete | Back | Savelayout Workspaces | View Refresh

Processing 4 mat ,‘ Current 2

Document DocDescription DocType

L3 e e

» C:\ProgramData\CO3 logies\BPO\SharedD: . Invoice for maintenance COMP a

Open Windows ~ | User: JulandsK | 23/03/2022 | Version : 2.5.0.8 | Example Company v2.5.0.8
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VIEW DOCUMENT

1. From the Documents for Work Order - [work order code] screen,

2. Click in the row of the document you wish to view.
3. Click on View.

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

Add  Edt Delete Back | Savelayout Worlspaces |Vew |Refr5\
Processing P

$ - of for Work Order - - BPO: Version 2.5.0.6 - Example Company v2.5.0.8 —Jal=x

@Hm /Locations  Contract ance/m Inventory [Projects  Man Sales  Service Reportng  Utiities - & x
T

QX0 B

Document DocDescription
v I o
C:\Progr: 03 jies\BPO\SharedD Orders\36... Invoice for maintenance
Dc:‘ngamDa(a\cQa ies\BPO\SharedDs orders\36. Sales Agr

o

Open Windows ~

DocType

COMP
CAG

| User : Juiandak | 23/03/2022 | Version : 2.5.0.8 | Example Company v2.5.0.8

4. The document will open within the relevant program.

5. When you have finished reviewing the document, close the screen to

return to the Documents for Work Order screen.
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Customer Sales Agreement - Word 4 Julanda Kessler . B

Insert  Design Layout  References  Mailings Review View  Help Q Tell me what you want to do

= o LOFind ~
0 Calibri (Body) - nasbeendee | 1 AQE 1.1 AaBE 1.1.1 AaBl 0 B
| | 2icReplace

Paste . : : ina 3 =

e | B T U -oak x x TCaption | Heading 1 Heading 2.. THeading3 |5/ | | e
Clipboard = Font [ paragraph [ Styles = Editing ~

TECHMNOLOGTIES
CO3 Technologies
System and Service Supply Agreement

Page10f37 84s2words [[X  English (United Kingdom) (% Accessibility: Investigate =] B ——F——+ 100%

MNU.072.019

Help v2024.5.0.7/1.0 - Pg 12 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



