Work Orders - Time Review

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

SERVICE

WORK ORDERS - TIME REVIEW

Time review enables managers to allocate regular time logged by employees
as SLA or non billable time. For example, if an employee books 4 hours
against a work order, and the manager knows that the task should only
require 2 hours to complete, then the manager can allocate 2 hours as Bil-
lable or SLA hours and the remaining 2 hours as Non Billable hours in the

Time Review screen.

The Time Review flag must be set to Yes in Configurator.

Ribbon Access: Service > Work Orders
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1. The Work Order Listing screen will be displayed.
2. Select the Site where the work order has been issued.
* The example has Durban selected.
3. Ensure that the Status has been set to Open.
4. Select the row of the work order you wish to review time for.

5. Click on the Time Review tile.
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Work Order Listing - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (=JCaJix]
_ij Home | Equipment/Locations Contract Finance /HR  Inventory | | Projects L ement  Sales  Service  Reporting  Utities - & x
[ save Layout Q =S | Durban [~] d—r E
25 Workspaces ~ e E:UE:( ¥ Find WO Tt
¥, Save Filter Gr Refresh -
2 ‘ WOCode v WOType | CalReference  Desaription Capitalise | CallDesc RequestDate  Priority Invoiceable | ProjectRef
o L5 e e oQc o - = oDe e =
‘D WO00006260 REP CNO005304  Loan unit required while main unitis being ... No Loan unit required whil.. 15/03/2022 3 No ‘
WO0006253 REP CND005303  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
| WO00006257 NDS CNO0005274 PROJ4060R002 No PROJ4060R002 19/01/2022 2 No
WO0006256 P CND005302  New machine implementation. Installation .. No New machine implemen.... 24/01/2022 1 No
WO0006253 PR CNOOD5301  Replace part - current faulty No Replace part - current ... 18/01/2022 3 No
WO00006252 REP CNOD05300  Printer displaying error code No Printer displaying error .. 18/01/2022 3 No
WOD0006251 ms CN0005299 Paper keeps on jamming in machine No Paper keeps on jammin... 18/01/2022 3 No
WO0006250 REP CN0005298 Paper not feeding through rollers No Paper not feeding thro... 14/12/2021 3 No
WO0006243 SM BathBinMaint - Bathroom Bin Maintenance ~ No 23[11/2021 2 No PRI0000419
WO00006248 M WS - Weekly Service No 23/11/2021 2 No PR30000420
WO00006247 M BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI0000418
WO00006246 M BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI0000418
WO00006245 sM WS - Weekly Service No 23/11/2021 2 No PRJ0000417
WO00006243 M WS - Weekly Service No 16/11/2021 2 No PRI0000413
WO00006242 SERV 1MMS - 1 Month Machine Service No 16/11/2021 2 No PRI0000413
WO00006241 sM WS - Weekly Service No 15/11/2021 2 No PRI0000413
WO00006240 sM WS - Weekly Service No 16/11/2021 2 No PRI0000416
WO00006239 PR Rollers need replacing No 11/11/2021 3 No PRI0000408
WO00006238 PR Test PQ Source Type Work Order No 14/11/2021 5 No .
. »
| User : JulandsK | 30/03/2022 | Version:2.5.0.8 | Example Company v2.5.08

INVOICE WORK ORDER

A work order can be invoiced from the Time Review screen.

1. From the Time Note Billed for Work Order code [work order coder]
screen,

2. Click on the row of the work order you wish to invoice.
3. Click on Invoice WO.

@ Short cut key: Right click to display the All groups menu list. Click on Invoice WO.
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Time Not Billed for Work Order code WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (= Jlo]lx]
[locations ~ Contract  Finance /HR  Inventory  Mai | Projects i Sales  Service Reporting  Utiities - &8 x
o = = En E -
O r B E F B B % &
Back | FlagReviewed SLATime | View WO ViewCall View Project ‘SaveLavvut Wu’l@'DaCES SaveFilter | Refresh
Processirige] .| Maintain a Navigation “ Format 4| Curr.. . 23
Invoice items on the related project ED ]
WOCode Description  WOStatus  Employee Manager Craft CraftDesc Date Billable RegularHours Over| |
e Qe 0 e e Qe o0 = o = = || fdt. code Description  SLAType Qu|
Dwommzsn Loan unitre... © JeffRivers  JeffRivers DRV Driver 28/03/2022 Mo 4.00 v = e o0c -
WOD006250 Loan unitre... O John Twain  Belinda Sha... ADMN Administrati... 29/03/2022  No 1.00 Ip 2 1020-147¢  TonerBlack PART
WOQ0006250  Loan unitre... O Karlien Jessi... Karlien Jessi... ADMN Administrati... 30/03/2022  No 1.00 | 2 12098765 SP19-12Bla.. PART
[ 2 1414-197K  SP1414MFC  PART
2 147888544 K147Blackt.. PART
2 147-888741 K147 Yellow... PART
2 16856 Drum for SP... PART
2 1616-147K  Black toner .. PART
2 1717-147K  Black Toner ... PART
2 2020-147C  Cyan foner ... PART
2 2020-147C  Black toner ... PART
2 2020-147M Magentato.. PART
2 2020-147¢  Yellow tone.. PART
2 500147 SPS00Black.. PART
2 K147-888123 K147Mage.. PART
2 K147-888478 K147Cyan .. PART
2 SABS001 Testing for ... PART
2 SP18-147C  CyanToner.. PART
2 SP19-147K  Black Toner .. PART
2 SP19-147M  Magentato... PART
posmiare oy || 2 SP19-147Y  Yellow Tone... PART .
¢ liesesmsmss 7 »
Open Windows + | User : JulandsK | 30/03/2022 | Version:2.5.0.8 | Example Company v2.5.08

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

5. Complete the Customer Invoice then click on Save.

Work Order

For a detailed handling of this topic refer to Time Review - Invoice
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$ - @ > Addnew Customer Invoice - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (=Jla]lx
@ | Home | Equpment/locatons  Contract  Finance /MR Inventory ' | Projects : sales  Service Reporting  Utities - & x
Save | Back Delete | Savelayout
tem
Maintain - Format “ ad
Customer Name | Office Supplies Unlimited Rp* Reference - Billing address
Contact Name Pl Status  New 2
Commercial Type Class Commercial v|* Date & Time 30/03/2022 v 142630
Salesman  Julanda Kessler -|* Shipping address
Billing Customer Office Supplies Unlimited P Billing Contact P o
Invoice Currency  South African Rand - Exchange Rate 15|*
Tax Rate  15.00 - 15 | Suppress Line Detail on Print Addresses | Related References
SuppressOnPrint  ItemType ItemCode  ItemDescription  InvoicelineDescripion | WarehouseName — BatchSerialNo  Quantity  UnitCost Markup  Discount | UnitSelingPrice  BaseCcyPrice T
L] =] = alc o e ol e = = = = — —
» 0 Expenses TOLL Marianhil Ridge, .. Marianhill Ridge, Tol to.. 1000 27000 15.000 0,000 31050 31.050
(] Expenses ON Over night stay ... Over night stay as inst... 1.000 750.000 15.000 0.000 862,500 862,500
O Expenses TOLL Mariarhil Ridge, .. Marianhil Ridge, Tol to... 1000 27.000  15.000 0.000 31050 31050
] Expenses TOLL Marianhill Ridge,... Marianhill Ridge, Toll to. 1.000 27.000  15.000 0.000 31.050 31.050
[N Warranty 12MSW 12 Month Suppli... 12 Month Supplier War... 1.000 0.000  15.000 0.000 0.000 0.000
s E e — [ [—
q »
‘Comment Sub Total 955.65
VAT 143.35
Grand Total 1,099.00
Open Windows ~ | User: JulandaK | 30/03/2022 | Version : 2.5.0.8 | Example Company v2.5.0.8 4

6. You will return to the Time Not Billed for Work Order screen.
7. Click on Back to return to the Work Order Listing screen.

For a detailed handling of this topic refer to Introduction to Invoices
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$ - Time Not Billed for Work Order code WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [=J(=Jix]
@ | rome | Equpment/locatons  Conact Fnance /MR Inventory  Mai {Projects i Sdles Service Reportng  Utities - & x
=~ = o = ] - =
BOEEOC » B D E F R %S
Save m"%‘-ue lngilce Invoice | Back ‘F\agllw‘newed SLATime | View WO ViewCall ViewProject | Savelayout Workspaces SaveFiter | Refresh
:m,f:.-,o/v ‘\ Maintain a Navigation ,| Format 4| Curr. L D
I'sta 1
WOCode  Descipion  WOStatus  Employee  Manager  Craft CraftDesc  Date Bilable RegularHours o\«w“
LIRS 0 e o o0 0 0 = o0 = = fidlt.. Code Desaipton  SLAType | Qu
» WOO0D06260 Loanuritre... O JeffRivers  JeffRivers DRV Driver 28/03/2022  No 4.00 (v = o0 e
WO0006260  Loan unitre... O JohnTwain ~ Belinda Sha... ADMN Administrati.. 29/03/2022  No 1.00 e 2 1020-147  TonerBlack  PART
WOO0006260 Loanunitre... O Karlien Jessi... Karlien Jessi... ADMN Administrati... 30/03/2022 No 1.00 2 12098765 SP19-12Bla... PART
2 1414197  SPI414MFC  PART
2 147888544 K147Blackt.. PART
2 147888741 K147 Yelow... PART
2 1685 Drum for SP... PART
2 1616-14K  Blacktoner ... PART
2 1717-147%  Black Toner .. PART
2 2020-147C  Cyan toner ... PART
2 2020-147K Black toner ... PART
2 2020-147M  Magentato.. PART
2 2020-147¢  Yelow tone... PART
2 500-147 SPS00 Black... PART
2 K147-888123 Ki47Mage.. PART
2 K147-888478 K1i47Cyan .. PART
2 SABSO01  Testing for .. PART
2 SP19-147C  CyanToner... PART
2 SP19-147  BlackToner .. PART
2 5P19-147M  Magentato.. PART
— . 2 SP19-147Y  Yelow Tone... PART .
q » 4 7- ------ T T 13
Open Windows + | User: JulandaK | 30/03/2022 | Version: 2.5.0.8 | Example Companyv2.5.0.8

INVOICE CALL

1. From the Time Note Billed for Work Order code [work order
coder]screen,

2. Click on the row of the work order you wish to invoice.

3. Click on Invoice Call.

@ Short cut key: Right click to display the All groups menu list. Click on Invoice Call.
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Time Not Billed for Work Order code - BPO: Version 2.5.0.8 - Exampl v2.5.0.8 (—Jlalix]
[ Locations Contract Finance [ HR i Sales Service Reporting Utiities - & X
% oa -
e P B =& B S
Back | FlagReviened SLATime | ViewWO ViewCal Savelayout Warkspaces Save Fiter | Refresh
4 Maintain u Navigation i Format 4| Curr.. . 23
[[sa »
WOCode | Descipton | WOStatus  |Employee | Manager | Craft Craftbesc  Date silable Regulartours o~=q‘|
o o o o o o o - o - = |l [#at.. code Descoton |SATwe |0
[]weooos260  Loanunitre.. © JeffRivers  JeffRivers DRV Driver 80302 No 4.00 [v = e e -
WO0006260 Loanunitre.. O John Twain Belinda Sha... ADMN Administrati.. 29/03/2022 No 1.00 !p 2 1020-147K Toner Black PART
WO0006260 Loanunitre.. O Karlien Jessi... Karlien Jessi... ADMN Administrati... 30/03/2022 No 1.00 | 2 12098765 SP19-12Bla... PART
2 1914-197%K SP1414MFC  PART
2 147888544 K147Blackt.. PART
2 147-888741 K147 Yelow... PART
2 16856 Drum for SP... PART
2 1616-147K  Black toner ... PART
2 1717447 BlackToner .. PART
2 2020447C  Cyan toner .. PART
2 2020-147K Black toner ... PART
2 2020-14™M Magenta to... PART
2 2020-147Y Yellow tone... PART
2 500-147% SPS500 Black... PART
2 K147-888123 K147Mage.. PART
2 K147-888478 K147Cyan .. PART
2 SABS001 Testing for .. PART
2 5P19-147C Cyan Toner... PART
2 SP18-14XK Black Toner ... PART
2 SP19-14™M Magenta to... PART
Courz 3 5.00 2 SP13-147Y Yellow Tone... PART .
1 (3 D — L2
pen Windoms | User : JiandaK | 30/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

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

5. Complete the Customer Invoice then click on Save.

For a detailed handling of this topic refer to Time Review - Invoice Project

$ - Add new Customer Invoice - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (=Jfaltx]
& | Home [locations  Contract  Finance /HR  Inventory g [Projects  Man i Sales  Service  Reporting  Utiities - & x
Save | Back Del Save Layout

lete
‘\d‘““
Maintain’ 4 Format 4 “

CustomerName  Office Supplies Unlimited P Reference [* | Billing address
Contact Name W * Status New | 22:("::532 LE -
Commercial Type Class Commerdial -|= Date & Time 30/03/2022  ~ 14:30:16 o s
Salesman JuandaKesser v * Shipping address
Billing Customer | Office Supples Unimited £+ Billing Contact B+ Z:E':f:;:"d' s LN -
Invoice Currency South African Rand - Exchange Rate 13 x
Tax Rate | 15.00 - 15 | Suppress Line Detail on Print Addresees || REBI et
SuppressOnPrint  TtemType ItemCode  ItemDescription  InvoicelineDescripton  WarehouseName — BatchSerialNo  Quantity  UnitCost Markup  Discount  UnitSelingPrice  BaseCcyPrice T
G a = L3 Qe e 0 e = = = = = = G
» (N Expenses TOLL Marianhill Ridge,... Marianhill Ridge, Toll to.. 1.000 27.000  15.000 0.000 31.050 31.050
O Expenses ON Over night stay ... Over night stay asinst... 1.000  750.000  15.000 0.000 862.500 862.500
o Expenses TOLL Marianhil Ridge, ... Marianhill Ridge, Toll to. 1000 27.000  15.000 0.000 31.050 31.050
1] Expenses TOLL Marianhill Ridge,... Marianhil Ridge, Toll to 1.000 27.000  15.000 0.000 31.050 31.050
[m] Warranty 1MSW 12 Month Suppli.. 12 Month Supplier War... 1.000 0.000  15.000 0.000 0.000 0.000
s m s — . —

‘Comment Sub Total —955.55
VAT —14335

GrandTotal | 1,099.00|

Open Windows ~ | User : JulandaK | 30/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 4
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6. You will return to the Time Not Billed for Work Order code screen.
7. Click on Back to return to the Work Order Listing screen.

o
For a detailed handling of this topic refer to Introduction to Invoices

$ - e—prmmmmw-ukmmwomszw-mvmuu~wcmvum —JCaix

@ | Home | Equpment/Locaons  Contract  Finance [HR Inventory [Projects  Man Skt Sevvice | Reportig | Ukkies ek
' & = b % = (= 3 @ = -
5 |= i = r =1} \G
an E 5o M 0 E = &
Save Invoice Invoce Invoice | Back [ FisgReviewed SLATme | ViewWO ViewCal ViewProject | Savelayout Workspaces SaveFiter | Refresh
Wo  cal Project ~
SLA Y ‘
|
WOCode Descripion  WOStatus  Employee Manager Craft CraftDesc  Date Bilable Regulartours  Over| |
L e e " e e 0 - o - - fdlt.. Code Description  SLAType | Qu
» WOO0006260 Loan unitre.. O JeffRivers  JeffRivers DRV Driver 28/03/2022 Mo 4,00 v = #0c L3 e
WO0006260  Loan unitre... O JohnTwan  BeindaSha... ADMN Administrati... 29/03/2022  No 100 » 2 1020-147%  TonerBlack PART ‘
WO0006260  Loan unitre... O Karlien Jessi... Karien Jessi.. ADMN Administrati_. 30/03/2022  No 1.00 2 12098765 SP13-12Bla.. PART

2 191414 SP1414MFC  PART
2 147888544 K147Blackt.. PART
2 147-888741 K147 Yellow.. PART
2 16856 Drum for SP... PART
2 1616-147K  Black toner ... PART
2 1717-147K  Black Toner .. PART
2 2020-147C Cyan toner ... PART
2 2020-147K Black toner ... PART
2 2020-147M  Magentato.. PART
2 2020-147¢  Yellow tone... PART
2 500-147% SP500 Black... PART
2 K147-888123 K147Mage.. PART
2 K147-888478 K147Cyan .. PART
2 SABS001 Testing for ... PART
2 SP19-147C Cyan Toner... PART
2 SP19-147K Black Toner ... PART
2 SP19-147M  Magenta to... PART
2 SP19-147Y  Yelow Tone... PART

Count: 3 6.00

Open Windows ~ | User : Julandak | 30/03/2022 | Version:2.5.0.8 = Example Company v2.5.0.8 4

FLAG REVIEWED

Note on the Time Review flag: Work orders created after the Time Review flag has been
set to 'Yes' in the Configurator, will by default display as 'No' in the Billable column, yet
all Regular Hours will be billed.

1. From the Time Not Billed for Work Order code [work order code]
screen,

2. Click on the row of the Work Order you wish to review the time for.
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3. Scroll until you can view all the Time columns.

Billable: Labour time is displayed as billable or non-billable.
Regular Hours: The time logged against the work order.
(This field cannot be changed)

Overtimel Hours: Overtime hours logged against the work
order. (This field cannot be changed)

SLA Hours:2 Time allocated to this field will be deducted
from the service / support time from a customer's con-
tractual agreement.

Non Billable Hours:3 Time allocated to this field will not be
billed.

Total Hours: = Regular Hours + Overtime Hours + SLA

Hours+ Non Billable Hours. (This field cannot be changed)

10vertime hours will not be adjusted when changes are made to the Regular,
SLA and/or Non-billable hours.

2Time allocated to SLA hours will be deducted from Regular Hours. For
example 8 Regular Hours booked, will be updated to 7 Regular Hours when
you add 1 to the SLA Hours field.

3Adding Non Billable hours will deduct from Regular hours
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Time fiot Billed for Work Order code WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (=JCaJtx]
[Locations  Contract  Finance /MR Inventory [ Projects o Sdles  Service  Reporting  Utiities S
— -~ o - A
O P B 0 H B % O
Back | FlagReviewed SLATime | ViewWO ViewCal | Savelayout Workspaces SaveFilter | Refresh
a Maintain “ Navigation & Format 4| Curr 2]
SLA Y
Date Billable RegularHours QvertimeHo... SLAHours NonBillableH... TotalHours  IsReviewed  CustomerC...  CustomerN.. .. O
= +Be = = = = = 0 +Be 4| fdit.. Code Desaipton  SLAType  Qu
» |28/03/2022 No 4.00 0.00 0.00 0.00 4.00 0 OFF001 OfficeSuppl.. 0 | ¢ = Al L= "B =
29/03/2022  No 1.00 0.00 0.00 0.00 1.00 ] OFF001 Office Suppl.. 0 || » 2 1020-147K  TonerBlack  PART
30/03/2022  Ne 1.00 0.00 0.00 0.00 LODI ] OFF001 Office Suppl... 0 2 12098765  SP19-12Bla.. PART
2 1414197 SPI414MFC  PART
2 147-888544 K1478lackt.. PART
6 2 147888741 K147 Yelow... PART
2 1685 Drum for SP... PART
/ 2 1616-147K  Black toner ... PART
) 2 1717-14%  BlackToner ... PART
N 2 2020-147C  Cyan toner ... PART
N 2 2020-147K Black toner ... PART
' 2 2020-147M  Magenta to... PART
! 2 2020-147¢  Yelow tone.. PART
: 2 500-147K  SPSO00Black.. PART
! 2 K147-888123 K147Mage.. PART
[ 2 K147-888478 K147Cyan .. PART
: 2 SABSO01  Testingfor .. PART
H 2 5P19-147C  CyanToner.. PART
N 2 SP19-147K  Black Toner .. PART
' 2 SPIS-147M  Magentato.. PART
. — — — 2 SP19-147¢  Yelow Tone... PART .
4 Y > N K 3
Open Windows » | User: Jdandak | 30/03/2022 | Verson:2.5.08 | Example Company v25.0.8

4. Scrollright until you can view the Marked column.
5. The Marked field for the work order will be checked when time is alloc-

ated to SLA and/or Non Billable Hours.

Time Not Billed for Work Order code WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (=JCalix]
[Locations  Contract  Finance /HR Inventory. [ Projects i Sdes  Service  Reportng  Utities -
TO P BN r | & T O
Back FlagReviewed SLATime | ViewWO ViewCall View Project | Save Layout Worlrsvpaces SaveFilter | Refresh
Frocessing 4 Maintain a Navigation P Format 4| Curr &
SLA [
merN.. .. Department DeptName | . CalReference CalDesaipti... CaliStatus .. | ProjectRefe . ProjectDesc... LabourCom.. Marked
N 0 k5 L3 L3 Qe ol L3 O fldlt.. Code Descripion  SLAType Q
1:Suppl.. 0 . CNODOS5304  Loanunitre.. N 0 Drive to O v = o o0 -
:Suppl.. 0 CNOD05304  Loanunitre... N 0 Generating O » 2 1020-147X  TonerBlack  PART
tSuppl... 0 CN0005304  Loanunitre... N 0 Follow up (| 2 12098765  SP19-12Bla.. PART
a 2 1414197 SP1414MFC  PART
. 2 147888544 Ki47Blackt.. PART
2 147-888741 K147 Yellow.. PART
2 16856 Drum for SP... PART
2 1616-147K  Black toner ... PART
2 1717-147  Black Toner .. PART
2 2020-147C  Cyan toner ... PART
2 2020-147  Black toner ... PART
2 2020-147M  Magenta to.. PART
2 2020-147¢  Yellow tone... PART
2 500-147K  SPS00Black.. PART
2 K147-888123 K147Mage.. PART
2 K147-888478 K147Cyan .. PART
2 SABS001 Testing for ... PART
2 SP19-147C  CyanToner.. PART
2 SP19-147K  Black Toner ... PART
2 SP19-147M  Magenta to... PART
2 SP19-147Y  Yellow Tone... PART .
‘ A o A : E o L)
Open Windows ~ | User:JulandsK | 30/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 Y
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6. Click on Flag Reviewed, when you have completed reviewing the time
for the work order.
7. When you receive the Input Validation message to confirm;
* Are you sure you want to flag the following items.
8. Click on Yes.

‘ » Time Not Billed for Work Order code WO0006260 - £1°0: Version 2.5.0.8 - bxample Company v2.5.0.8 =Jla JlLx
| E | Home ‘ Equipment /Locations ~ Contract  Finance /HR  Inventory | Projects Sales  Service  Reportng  Utiities - &8 X
o ] % oa = = Ee] ‘E -
= = 5 ]
B EFO | (3 0 8§ B &= &
Save Invoice Invoice I Back. Flag Reviewed| SLATime | ViewWO ViewCall View Project | Savelayout Workspaces SaveFilter | Refresh
wo P =
Maintain u Navigation Format Cur D
‘ SLA n
|
merN.. .. Department DeptName .. CalReference CalDesaipti.. CaliStatus | .. ProjectRefe.. ProjectDesc... LabourCom... Marked | |
v 3 o0 L5 L5 e o L3 e =l | it Code Descipton  SLAType  Qu
» :Suppl.. 0O .. CNODO5304 Loanunitre.. N 0 Drive to | v = e o0c -
‘Suppl.. 0O .. CNO005304 Loanunitre.. N 0 Generating 0 » 2 1020-197K  TonerBlack  PART
Suppl... 0 .. CNQ005304  Loanunitre.. N 0 Follow up O 2 12098765 SP19-12Bla.. PART
2 1414-197K  SP1414MFC  PART
2 147888544 K147Blackt.. PART
2 147-888741 K147 Yellow... PART
Input validation 4—0 | 2 16856 Drum for SP... PART
‘ I 2 1616-147K  Black toner ... PART
I i 2 1717-14%K  Black Toner .. PART
0 Are you sure you want to flag the selected items.
2 2020-147C  Cyan foner ... PART
2 2020-147C  Black toner ... PART
2 2020-149M  Magenta to... PART
e_’ No 2 2020-147  Yelow fone... PART
2 500-147C SP500 Black... PART
2 K147-888123 K147Mage.. PART
2 K147-888478 Ki47Cyan .. PART
2 SABS001 Testing for ... PART
2 SP18-147C  CyanToner.. PART
2 SP19-147K  Black Toner .. PART
2 SP19-147M  Magentato... PART
2 SP19-147Y  Yellow Tone... PART
. » I4 e T T 13
Open Windows | User : JulandaK | 30/03/2022 | Version : 2.5.0.8 | Example Company v2.5.0.8 4

9. The Is Reviewed field will now be checked.
10. Click on Save.
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$ - Time Not Billed for Work Order code - BPO: Version 2.5.0.8 - Examph v2.5.0.8 (—Jlajix]
@ | Home | Equpment/iocatons  Contact  Fnance /MR Inventory M [Projects . Soles  Service  Reporting  Utites - & x
= [= = 7 = = i -
B EEO M B 0D EF &K % O
Save h‘;rlvoicﬁ l.ngiue iwqulr[ Back | FlagReviewed SLATime | View WO ViewCall \ViewFroject | SaveLlayout Wurksvpaces SaveFilter | Refresh
S gagssing Maintain a Navigation D
n
CraftDesc Date Billable RegularHours OvertimeHo... SLAHours
e e = Qe = — = - ... | Code Description | SLAType Qu|
1 Driver Bo322 Mo 400 0.00 0.00 [ o o N
Administrati... 29/03/2022 No 1.00 0.00 0.00 2 1020-147X  TonerBlack  PART
Administrati.. 30/03/2022 No 1.00 0.00 0.00 2 12098765  SP19-12Bla.. PART
2 1414197 SPI314MFC  PART
2 147888544 K147Blackt.. PART
2 147-888741 K147 Yellow... PART
2 1685 Drum for SP... PART
2 1616-147K  Black toner ... PART
2 1717-147K  Black Toner ... PART
2 2020-147C  Cyan foner ... PART
2 2020-147  Black toner ... PART
2 2020-147M  Magenta to... PART
2 2020-147¢  Yellow tone.. PART
2 500-147K  SPSO00Black.. PART
2 K147-888123 K147Mage.. PART
2 K147-888478 K147Cyan .. PART
2 SABS001 Testing for ... PART
2 SP13-147C  CyanToner.. PART
2 SP15-147K  Black Toner .. PART
2 SP19-147M  Magentato... PART
6.00 0.00 0.00 6.00 | 2 SP19-147Y  Yellow Tone... PART .
. v 4 7- e T T 13
Open Windows + | User : JulandsK | 30/03/2022 | Version:2.5.0.8 | Example Company v2.5.08

11. When you receive the Time Review Processing message to confirm;
* Time Review processing successfully updated.
12. Click on OK.

@ Note that for a record to be removed from this screen, the Work Order has to be

closed.
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Work Orders - Time Review

$ - Time Not Billed for Work Order code WO0006260 =JaJx
% Home | Equipment/Locations Contract  Finance /HR  Inventory — Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - =
— ] [ = — (== EE -
5 . G S =] )
H LIEE & ! B 10 5 £ == 6 O
Save Invoice Invoice Back FlagReviewed SLATime | View WO View Call Save Layout Workspaces SaveFilter | Refresh
wo Cal >
P &
[
CraftDesc Date Billable RegularHours  OvertimeHo... SLAHours ... | TotalHours CustomerC... Ci
ML = "0 = - = - a 0 *f| fdit. Code Description | SLAType Qu
»  Driver 28/03/2022 No 4.00 0.00 0.00 0.00 4.00 v OFF001 By = & e o0
Administrati... 29/03/2022 No 1.00 0.00 0.00 0.00 1.00 n OFF001 o » 2 1020-147¢  TonerBlack PART
Administrati... 30/03/2022 No 100 0.00 0.00 0.00 100 OFF001 o 2 12098765 SP19-12Bla... PART

2 1414197 SP1414MFC  PART
2 147888544 K147Blackt.. PART
2 147-888741 K147 Yelow... PART

Time Review Processing 4—@ X 2 16856 Drum for SP... PART

2 1616-147K  Black toner ... PART

2 1717-147K  Black Toner ... PART
2 2020-147C  Cyan toner ... PART
2 2020-147  Black toner .. PART
2 2020-147M  Magenta to... PART

@ - 2 2020-147¢  Yelow tone... PART

2 500-147C SP500 Black... PART

o Time Review proZssing successfully updated

2 K147-888123 K147 Mage. PART
2 K147-888478 K147 Cyan PART
2 SABS001 Testing for .. PART
2 SP19-147C Cyan Toner... PART
2 5P19-14%K Black Toner ... PART
2 SP19-147M  Magentato.. PART
2 SP19-147Y Yellow Tone... PART

Open Windows = User : JulandaK | 30/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

SLA TIME

SLA1 is the Service Level Agreement that you have signed with your customer. It is a

contract of performance that you have agreed to. For example, if your customer calls
with a requirement for a part or service request and your agreed response time to this
customer (SLA) is 5 hours then you are required to have the part or technician on site
within that time frame. Failing which, the client can receive compensation of a pre-

agreed type (usually also set up in the SLA).

1. From the Time Not Billed for Work Order code [work order number]

screen will be displayed.

IThis is the Service Level Agreement that you have signed with your cus-
tomer. It is a contract of performance that you have agreed to. For example,
if your customer calls with a requirement for a part or service request and
your agreed response time to this customer (SLA) is 5 hours then you are
required to have the part or technician on site within that time frame. receive
compensation of a pre-agreed type (usually also set up in the SLA).

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

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Work Orders - Time Review

2. Click on the row(s) to select the Work Order(s) you would like to adjust

Regular Hours booked, to SLA Time.

Any contract inclusions linked to an item on the selected

work order will be displayed in the SLA section.

3. Use the scroll bar to scroll until you are able to see the hours booked
for the Work Order(s).

4. Click on SLA Time to convert the Regular Hours to SLA Hours.

$ - @) Time ot billed for Work Order code WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (—Jajx]
[ @ | Home | Equpment [tocations  Contract  Finance /MR Inventory [Projects  Man Ssles  Service  Reporting  Utilties - & x
& [ % . = = =T - "
BOEFO M |B O E & %S
Sve Invoce Iwoce Invoce Back | FagReviened [SLATine! | ViewWO iew Cl et | Savelsyost Workspsces SeveFier | Refresh
Maintain 4 Navigation , Format 4| cur &
ETS K3
Bilable RegularHours | OvertimeHo... SLAHours  NonfilableH.. TotaHours  IsReviewed  CustomerC.. CustomerN Departi

v o = = = = = ] 0 o O || fait. code Desciption  SLAType | Qu
32022 No 4.00 0.00 0.00 0.00 4.00 v OFF001 Office Suppl... 0 ‘.' = ok #0c o0: =

22 Mo 1.00 000 c.od'E 0.00 1.00 o OFF001 Office Suppl... 0 » 2 1020-147  TonerBlack PART

/2022 No 1.00 000 000 0.00 1.on| OFF00L Office Suppl.. 0 2 1209765 SP1S-12Bla.. PART

2 141414  SP1414MFC PART

2 147888544 K147Blackt.. PART

2 147888741 K147 Yelow.. PART

. 2 1685 Drum for SP.. PART

' 2 1616-147  Black tomer .. PART

2 1717-14%  Black Toner .. PART

2 020-147C  Cyantoner .. PART

2 020-14%  Black toner .. PART

2 2020-14™M Magentato.. PART

2 2020-147¢  Yelow tone.. PART

2 S00-14%  SPS00Black.. PART

2 K147-888123 K147Mage.. PART

2 K147-888478 K147Cyan .. PART

2 SABS001  Testing for .. PART

| 2 SP19-147C  CyanToner.. PART

| 2 SP19-147K  Black Toner .. PART

. 2 SP19-147M  Magentato... PART
— —_ oo 2 SP19-147¢  Yelow Tone... PART :

v ~ o B

Open Windows + | User : JulandaK | 30/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

5. When you

receive the Input validation message to confirm;

* Are you sure you want to move all the regular hours to

SLA for the selected items.

6. Click on Yes.
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$ - Time Not Billed for Work Order code WO0006260 - 57°0: Version 2.5.0.6 - Example Company v2.5.0.8 =
| @ | vome | Equpment/ocatons cContract Finance /MR Inventory | Projects Seles  Service  Reporting  Utiities - & x
- — % o0 - = ' EE -
BOEEFEO P 3 0 E F R B % ©
i i e Back | FlagReviewed SLATime | View WO ViewCall View Project ‘SaveLavvut Wu’l@'DaCES SaveFilter | Refresh
,| Maintain a Navigation “ Format 4| Curr 23
[[sta 2
Billable RegularHours OvertimeHo... SLAHours NorBilableH... TotaMours  IsReviewed  CustomerC.. CustomerN.. .. Depart
v olc = = = = = & e e || fdit. Code Description | SLAType Qu
32022 No 4.00 0.00 0.00 0.00 4.00 v OFF001 Office Suppl.. 0 :v = Alc L= "B -
» 32022 No 1.00 0.00 0.00f%] 0.00 1.00 | OFFO01 Office Suppl... 0 » 2 1020-147  TonerBlack PART
J2022 N 100 0.00 0.00 0.00 1.00 ] OFFO01 Office Suppl... 0 | 2 12098765  SP19-12Bla.. PART
[ 2 1414197 SPI314MFC  PART
2 147-888544 K147Blackt.. PART
2 147-888741 K147 Yelow... PART
Input validation <—° | 2 1685 Drum for SP... PART
.7 , I 2 1616-197K  Black toner ... PART
Areyou sureyuuwﬁm move all the regular hours to SLA for the | 2 1717147 Black Toner ... PART
selected items. 2 2020-147C  Cyan toner ... PART
| 2 2020-147K Black toner ... PART
[ 2 2020-14M  Magentato.. PART
°—> o 2 2020-147¢  Yelow tone.. PART
| 2 500-147% SPS00 Black... PART
2 K147-888123 Ki47Mage.. PART
2 K147-888478 K147Cyan .. PART
2 SABSO01  Testing for .. PART
2 SP19-147C  CyanToner.. PART
2 SP19-147K  Black Toner .. PART
2 SP19-14M  Magentato.. PART
vy 00 00 500 ‘_ 2 5P19-147Y  Yellow Tone.. PART .
4 3 1 S L4
Open Windows ¥ | User : JulandaK | 30/03/2022 | Version: 2.5.0.8 | Example Company v2.5.08

7. The selected work order(s) have been updated and the Regular Hours
have been moved or added to the SLA Hours.

E/T Note that only Regular Hours have been moved. Overtime and Non-Billable

Hours were not affected.

8. Click on Save to save the changes.
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$ - Time Not Billed for Work Order code - BPO: Version 2.5.0.8 - Exampl v2.5.08 [=Jla](x]
Elnm\‘fmmmlmm | Projects i Sales  Service Reporting  Utiities - &
= [= ' -
E ‘j = i @ Py % ‘_L] \J =] ‘E = \ﬁ -‘Q}
i ice 1 | FlagReviewed SLATme | ViewWO ViewCall View Project | Savelayout Workspaces SaveFilter | Refresh
Maintain ” Navigation Format 4| Cur. L [
ED 2
Billable RegularHours OvertimeHo... SLAHours NonBilableH... TotaHours  IsReviewed  CustomerC.. CustomerN.. .. Deparﬁl
v o0 = = = = = =) "0 o L5 fidlt... Code Desaipton  SLAType  Qu
32022 No 4.00 0.00 0.00 0.00 4.00 v OFF001 Office Suppl.. 0 :v = Alc L= "B |
142022 No 0.00 000  1o0ff] 0.00 1.00 o OFF001 Office Suppl... 0 [» 2 1020-147K  TonerBlack  PART
J2022 N 100 0.00 0.00 0.00 1.00 | OFFO01 Office Suppl... 0 | 2 12098765  SP19-12Bla.. PART
[ 2 1414197 SPI414MFC  PART
2 147-888544 K147Blackt.. PART
2 147-888741 K147 Yelow... PART
2 1685 Drum for SP... PART
2 1616-147K  Black toner .. PART
2 1717-147K  Black Toner ... PART
2 2020-147C  Cyan toner ... PART
2 2020-147K Black toner ... PART
2 2020-14M  Magentato.. PART
2 2020-147¢  Yellow tone... PART
2 500-147% SPS00 Black... PART
2 K147-888123 Ki47Mage.. PART
2 Ki47-888478 K147Cyan .. PART
2 SABSO01  Testing for .. PART
2 SP19-147C  CyanToner.. PART
2 SP19-147K  Black Toner .. PART
2 SP19-147M  Magentato.. PART
— - . 000 I 2 SP19-147¢  Yellow Tone.. PART .
. » 4 7------ T T 13
Open Windows ~ | User : JulandaK | 30/03/2022 | Version: 2.5.0.8 | Example Company v2.5.08

9. When you receive the Time Review Processing message to confirm;
* Time Review processing successfully updated.
10. Click on OK to confirm.
11. Click on Back to return to the Work Order Listing screen.
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$ - Time Not Billed for Work Order code WO0006260 - 57°0: Version 2.5.0.6 - Example Company v2.5.0.8 L

=l i)
| @ | vome | Equpment/ocations cContract Finance /MR Inventory /Projects sales  Service  Reporting  Utiities - & x
-~ = ,m -~ a - A
M O el ® G E = T O
Save h‘;rlvoicﬁ lﬂg:z Invoice | Back || FlagReviewed SLATime | ViewWO ViewCal ViewProject | Savelayout Workspaces SavefFiter | Refresh
,me' a Navigation i Format 4| Curr.. 4 D
ED a
Billable RegularHours OvertimeHo... SLAHours NonBilableH... TotaHours  IsReviewed  CustomerC.. CustomerN.. .. D=Darq‘|
v e = = = = = =) "0 e L5 fidlt... Code Desription  SLAType Q|
32022 No 4.00 0.00 0.00 0.00 4.00 v OFF001 Office Suppl.. 0 :v = Alc L= "B -
» 32022 No 0.00 0.00 Loof] 0.00 1.00 o OFFO01 Office Suppl... 0 [» 2 1020-147  TonerBlack PART
J2022 N 100 0.00 0.00 0.00 1.00 ] OFFO01 Office Suppl... 0 | 2 12098765  SP19-12Bla.. PART
2 1414147 SPI414MFC  PART
2 147-888544 K147Blackt.. PART
2 147-888741 K147 Yelow... PART
Time Review Processing 4—/0 X 2 16856 Drum for SP... PART
. 2 1616-147%  Black toner .. PART
) . A 2 17174147 Black Toner ... PART
0 Time Review processing successfully updated.
2 2020-147C  Cyan toner ... PART
2 2020-147K Black toner ... PART
2 2020-147M  Magentato.. PART
@—> 2 2020-147¢  Yellow tone... PART
2 500-147% SPS00 Black... PART
2 K147-888123 Ki47Mage.. PART
2 K147-888478 K147Cyan .. PART
2 SABSO01  Testing for .. PART
2 SP19-147C  CyanToner.. PART
2 SP19-147K  Black Toner .. PART
2 SP19-14M  Magentato.. PART
— . . 000 2 SP19-147¢  Yellow Tone.. PART .
. + “4 7- e Tt T »
Open Windows ¥ | User : JulandaK | 30/03/2022 | Version: 2.5.0.8 | Example Company v2.5.08

VIEW WORK ORDER

1. From the Time Not Billed for Work Order code [work order number]
screen,

2. Click on the row of the Work Order you wish to view.

3. Click on View WO.
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‘ A4 Time Not Billed for Work Order code WOD006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 = Jla | x|
_E_lnm\ [locations  Contract  Finance /HR  Inventory i | Projects i Sales  Service Reporting  Utiities - &8 x
= [—] S A = = ——} - A§
BOEEFO M B GE F & B % &
Save h‘;rlvoiue l.n(':':::e ce Back | FlagReviewed SLATime ||View WO| ViewCall View Project | Save Layout Wu‘l@'paces SaveFilter | Refresh
Processing Maintain iga\ 4| Cur D
ED I
WOCode Description  WOStatus  Employee Manager Craft CraftDesc Date RegularHours Over|
Qe Qe Qe 0 Qe Qe oD = = = || fdt. code Description  SLAType Qu
Dwocmszm Loan unitre.. O JeffRivers  JeffRivers DRV Driver 28/03/2022 4.00 ‘v o o o0 -
WOD006250 Loan unitre... O John Twain  Belinda Sha... ADMN Administrati... 29/03/2022 0.00 Il » 2 1020-147¢  TonerBlack PART
WOD006250  Loan unitre... © Karlien Jessi... Karlien Jessi... ADMN Administrati... 30/03/2022 1.00 | 2 12098765  SP19-12Bla.. PART
2 1414-197K  SP1414MFC  PART
2 147888544 K147Blackt.. PART
2 147-888741 K147 Yellow... PART
2 1685 Drum for SP... PART
2 1616-147K  Black toner ... PART
2 1717-147K  Black Toner ... PART
2 2020-147C  Cyan foner ... PART
2 2020-147  Black toner ... PART
2 2020-147M Magentato.. PART
2 2020-147¢  Yellow tone.. PART
2 500-147K  SPSO00Black.. PART
2 K147-888123 K147Mage.. PART
2 K147-888478 K147Cyan .. PART
2 SABS001 Testing for ... PART
2 SP13-147C  CyanToner.. PART
2 SP15-147K  Black Toner .. PART
2 SP19-147M  Magentato.. PART
Courz 3 500 i 2 SP19-147Y  Yellow Tone... PART .
‘ ,‘ e »
Open Windows + | User : JulandsK | 30/03/2022 | Version:2.5.0.8 | Example Company v2.5.08

4. " The Work Order Maintenance screen will be displayed. " on page 2

5. From here you can add to or edit the Work Order details, Customer

Info, the Required Crafts, Additional Data or the Equipment Info for

the work order, or update the work order using the Function and Pro-

cessing tiles.

6. When you have completed making the changes to the maintenance

screen, click on Save.
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Work Orders - Time Review

$ - @ 1ointain WO Ref W00005260 - BPO: Version 2.5.0.8 - Example Company v25.0.8 (=) al
@ | tome | Equpment/locatons  Contract  Finance /MR Inventory  Mai [Projects i Sdles  Service  Reportng  Utities - & x

Save | Back | Savelayout | Print

—— Links
Description |Loan unit required while main unitis
Kiwtion ba‘ngmpa‘r$ RefType ReferenceType ReferenceNo
1 cAL Cal Reference N304
PMNG Project Reference
pavdrowe Tele
WO Type Repar v/*  Schedule:

Priority 33 Assigned To  Ben Johnson -|*

Request Date | 15/03/2022 - [3002 4 Assigned By | Bianca Du Toit *

Status [0 - Oper Scheduled Start | 15/03/2022 v o000 3 *
Billable [ Scheduled End | 16/03/2022 + [oo:00:00 3 ¢

["syerpainbay | | o sewoynd | [ ezeq jeuonppy || oju uswdinby | | &

Capitalise || Actual Start [ 14/04/2022 - ‘J.Z:UD:UD s
Work Order Item : Actual End | 14/04/2022 ~ 120000 %
Functional Location () Equipment & Delay Comments | Currently on Schedule
Item 1912-102035 P+ *
Rectification Code -
Comment
Rectification
Comments
Completion Date | 14/04/2022 v 120000 3

| User : JulandsK | 30/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

VIEW CALL

1. From the Time Not Billed for Work Order code [work order number]
screen,
2. Click on View Call.
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o——prmmmhmmmmm-mvmum»mmm (—Jlajix]
Home it [Locations  Contract  Finance /HR Inventory L Sales Service  Reporting  Utiities - & x
i =i| F 7 = =] 3 <
= LK O M B NH|EF &R B % 6
Save 1“‘;"1"0“ h‘("’.:F 2 Back | FlagReviewed SLATime | View WO |ViewCall| View Froject | SaveLayout WWRS'DGCEE SaveFilter | Refresh
P a Maintain - Navigation Format 4| Curr P 2]
SLA [
WOCode Description  WOStatus  Employee Manager Craft Crafidesc  Date Billable RegularHours | Over
- W o o o - -3 = e = = fidit.. Code Description  SLAType @
) WOD0006250 Loanunitre.. O JeffRivers  JeffRivers DRV Driver 28/03/2022 Mo 4.00 v = e o - |
WOD006250 Loan unitre... O John Twain  Belinda Sha... ADMN Administrati... 29/03/2022  No 0.00 » 2 1020-147¢  TonerBlack PART
WOD006250  Loan unitre... © Karlien Jessi... Karlien Jessi... ADMN Administrati.. 30/03/2022 N 1.00 | 2 12098765  SP19-12Bla.. PART
2 1414-197K  SP1414MFC  PART
2 147888544 K147Blackt.. PART
2 147-888741 K147 Yellow... PART
2 16856 Drum for SP... PART
2 1616-147K  Black toner ... PART
2 1717-147K  Black Toner ... PART
2 2020-147C  Cyan foner ... PART
2 2020-147  Black toner ... PART
2 2020-147M  Magentato... PART
2 2020-147¢  Yellow tone.. PART
2 500-147C SP500 Black... PART
2 K147-888123 K147Mage.. PART
2 K147-888478 Ki47Cyan .. PART
2 SABS001 Testing for ... PART
2 SP13-147C  CyanToner.. PART
2 SP15-147K  Black Toner .. PART
2 SP19-147M  Magentato... PART
Courz 3 500 | 2 SP19-147Y  Yellow Tone... PART .
‘ » N T 4
Open Windows + | User : JulandsK | 30/03/2022 | Version:2.5.0.8 | Example Company v2.5.08

3. "The Call maintenance screen will be displayed." on page 4

4. Make the required changes to the call information and click on Save.

$ - & » Call mai Call ref. - C - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 —Jlaj(x
@ | Home jpment [Locations  Contract  Finance (HR  Inventory [Projects  Manufacturi Sales  Service  Reporting  Utiities - & x
, - = -
HOo 6o LB M~ ®] &l
save | Back Close Complete Assign Hold Pending Release Reinstat= | Savelayout Workspaces Print Note
- w:
Maintain 4 Process 4 Format 4| Print 4| Info . 2]
Links [ rRelates To : B
e el » Serial No 1912-102035
Contact Angie Smith p TR g
Contact No. 0112345678 Call Request Reference }3'
L
Address 674 Nghtwish Ave P o Contract No CO0000006 =
ForestHils Location &
Project Reference. g
Quote Reference =
Call Type [Repar -]+ Invoice Reference Z
s B
R =
Description Loan unit required while main unit is A L"
being repaired =
]
o
- %,
Call Date Time | 15/03/2022 v | 10:30:03 - §.
Ppriority | 3 3% r-Prior Calls : o
st | |c CalDate  CalTme | Description
] » 1 o003 ’
Hold History Date Required | 15/03/2022 - CNDO0S51 123/04/2020 |09:10:45 | testing testing testing testing testing testing testing testing
Order No
Logged By EizncaD
Status - Tiey
Optional No
K i
| User : JuiandaK | 30/03/2022 | Version: 2.5.0.8 | Example Company v2.5.08

MNU.072.020
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