Work Orders - Task Instructions

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

SERVICE

WORK ORDERS - TASK INSTRUCTIONS

Instructions are 'Work Instructions' to the person performing the required

work. One (or more) Instruction(s) are linked to Tasks.

Instructions will only display if the work order was generated via Main-

tenance Planning: Maintenance Radar or Generate Tasks.

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 was issued.
* The example has Durban selected.
3. Set the Status to Open.
4. Click on the row of the work order you wish to maintain the task
instructions for.
5. Click on the Instructions tile.
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WO0006260  REP CND005304  Loan unit required while main unitis being ... No Loan unit required whil... 15/03/2022 3 No ‘
WO000625%  REP CNO005303  Post Contract machine repair Mo Drum replacementreq... 16/02/2022 2 Yes
WO0006258  SERV  CNOOOS303  Drum replacement required No Drum replacementreq... 31/01/2022 2 No
WO0006257  NDS CND005274  PROJ4060R002 No PROJ4060R002 19/01/2022 2 No
B WO0006256  IMP CND005302  New machine implementation. Installation ... No New machine implemen... 24/01/2022 1 No
B WOD006253 PR CNOD05301 Replace part - current faulty No Replace part - current ... 18/01/2022 3 No
B WOo06252  REP CNOD05300  Printer displaying error code No Printer displaying error... 18/01/2022 3 No
E W00006251 s CN0005299 Paper keeps on jamming in machine No Paper keeps on jammin... 18/01/2022 3 No
WO0006250  REP CNO005298  Paper ot 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 PRID0004:
WO0006248  SM WS - Weekly Service No 23/11/2021 2 No PRI00004:
WO0006247  SM BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRID0004:
WO0006246  SM BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRID0004:
WOD006245  SM WS - Weekly Service No 23/11/2021 2 No PRI00004:
WO0006243  SM WS - Weekly Service No 16/11/2021 2 No PRI00004:
WO0006242  SERV 1MMS - 1 Month Machine Service: No 16/11/2021 2 No PRID0004:
WO0006241  SM WS - Weekly Service No 16/11/2021 2 No PRID0004:
WO0006240  SM WS - Weekly Service Mo 16/11/2021 2 No PRI00004:
WOoo0E239 PR Rollers need replacing No /112021 3 No PRID0004
WO0006238 PR Test PQ Source Type Work Order No 14/11/2021 5 No .
‘ »
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4. The Instructions for WO Code [work order code] screen will be dis-
played.
5. Instructions that have already been issued on the work order will be dis-

played in the data grid.

ADD INSTRUCTIONS

6. Click on Add.

@ Short cut key: Right click to display the Process menu list. Click on Add.
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7. The Maintain Instructions for WO Code [work order code] screen will

be displayed.
8. The screen is divided into two data grid areas.
* Grid A lists all the instructions that can be issued for the

Work Order;
* Grid B will display the instructions that have been issued for

the Work Order.

Help v2024.5.0.7/1.0 - Pg 3 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Work Orders - Task Instructions

° - - Maintain ions for WO Code - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 L= JLO J| X
| 7§7 | Home | Equipment/Locations  Contract  Finance /MR Inventory i | Projects Sales  Service Reporting  Utiities - & x
HO [

Save  Back Save Layout W ces

Insthium InstClass InstClassDesc | InstDesc | Insthium InstClass InstClassDesc InstDesc InstText

| ol b o [ |78 o e ol o0

» BINMAINT SERV Service Bin Maintenance

CLEAN SERV Service Clean Machine

MAINT SERV Service Maintain as required

MFCPNF1  SCHE Service Che... Paper not feeding service checks.

Open Windows v | User:JulandaK = 25/03/2022 | Version : 2.5.0.8 | Example Company v2.5.0.8 4

9. Toissue an instruction to the work order, click on the row, in Grid Area

A, to select the instruction.

10. Click and hold down the mouse button on the instruction and drag the
instruction from Grid A and drop it in Grid B.
11. As you drop the instruction, the screen will be updated with the selec-

tion.

12. Continue issuing instructions to the work order as required.

REMOVE INSTRUCTION

To remove an Instruction that has incorrectly been issued to Grid B, click and

hold down the mouse button on the instruction and drag the item back to

Grid A.
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SAVE INSTRUCTION

13. When you have finished updating the screen, click on Save.

‘ v Maintain < for WO Code - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 =8 x
| @ | tome | Equpment/locatons Contract Finance /MR Inventory M {Projects i Seles  Service  Reporting  Utiities - &8 x
I S -
HO R
Save | Back | Savelayout Workspaces
aQ
Insthium InstClass InstClassDesc InstDesc | Insthium InstClass InstClassDesc InstDesc InstText
13 ol i ¢ B e\ v o o 3 e o0
BINMAINT SERV Service Bin Maintenance MAINT SERV Service Maintain as required Maintain as required
CLEAN SERV Service Clean Machine k]
[Iwecenes  soe Service Che... Paper not feeding service chedks. :-| RI
= 7
>0 oo
» ‘1
Open Windows v | User: Juland2K | 25/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

14. You will return to the Instruction for WO Code screen
15. When you receive the Instruction Processing message to confirm;
* The instructions for work order [work order code] have

been saved.
16. Click on OK.
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17. You can now view the instruction issued for the Work Order.
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EDIT INSTRUCTIONS

1. From the Instructions for WO Code [work order code] screen,
2. Click on the row of the instruction 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 Instruction message to confirm;
* Are you sure you want to edit this instruction for [instruc-
tion number] on WO [work order code]?
5. Click on Yes.

‘ v Instructions for WO Code WO0006260 - H1°0: Version 2.5.0.8 - Example Company w2 8 = JL.B jLx
e Home | Equipment/Locations Contract  Finance fHR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utilities -

! . p’ E == 5 e

4

O||% © = O W

Add | Edt |Delete Back Complete | Savelayout Workspaces | Refresh | Export

«| Curr 4| Prin

Insthium InstClass InstClassDesc InstDesc InstText Complete
v o W W aflc aflc e
MAINT SERV Service Maintain as required Maintain as required N
Instruction 4—°

i
Are you sure you want to edit this instruction for MAINT on WO
'WO0006260?

00— [ =1 w®

| Open Windows v | User: JulandaK | 25/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

6. The Maintain Instructions for WO Code [work order code] screen will
be displayed.
7. Make the necessary changes to the Instructions for the Work Order:-
* Add an additional instruction, by dragging the item from
Grid A to Grid B.
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* Remove an instruction, by dragging the item from Grid B to
Grid A.
8. Click on Save to save the changes, or
 Click on Back to return to the Instructions for Work Order

screen without saving.
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DELETE INSTRUCTIONS

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

2. Click on the row of the instruction 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 Instruction message to confirm;
* Are you sure you want to remove this instruction for

[instruction number] on WO [work order code]?
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5. Click on Yes.
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6. The instruction has been removed from the Instructions for WO Code
screen.

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

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

2. Click on the row of the instruction that has been completed for the
work order.

3. Click on Complete.

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

4. When you receive the Instruction message to confirm;
* Are you sure you want to mark this instruction [Instruc-
tion number] on WO [work order code] as complete?
5. Click on Yes.
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6. The Status for the instruction has been updated to Yes in the Complete

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