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Work Orders - Edit Work Order

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

SERVICE

WORK ORDERS - EDIT WORK ORDER

Details may need to be added or removed from the work order after it has
been created.

Ribbon Access: Service > Work Orders
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1. The Work Order Listing screen will be displayed.
2. Select the Site.

* The example has Durban selected.
3. Select the Status.

* Only work orders with an Open, Deleted or Completed
status can be edited.

\\?l)/,
K‘Q If you are not sure of the site or status of the work order you require, use the Find
O feature to search for it.

4. Click on the row of the work order you wish to edit.
5. Click on Edit.

@ Short cut key: Right click to display the All groups menu list. Click on Edit.
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= €@ Work Order Listing - BPO: Version 2.5.0.7 - Example Company v2.5.0.7 [=Jlalx]
I\ Home \ Equipment /Locations  Contract  Finance /fHR  Inventory i | Projects i Sales  Service  Reporting  Utiities - & X
D} XE OO »~ " @ e Iq—e "‘j
. = Ly % Workspaces = . lopen | W Fndwo
add | Edt |Delete View | Close Complete R e | @ save e Print  Export e Reports
u.m:\@ a Process 4| Format 4 Print 4 \% 4| Reports 4| ad
Links »
WOCode WOType CalReference  Description Capitaise | CallDesc RequestDa... v Priority Invoiceable ProjectRef
¥ ol o e o 3 e = = e e =
D WO00006259 REP CND005303 Post Contract machine repair No Drum replacementreq...  16/02/2022 2 Yes J
WO0006258 SERV  CNOOD5303  Drum replacement required No Drum replacementreq...  31/01/2022 2 No
B WO0006256 ™ CN0005302 New machine implementation. Installation ... No New machine implemen... 24/01/2022 1 No
WO0006257 NDS CND005274 PROJ4060R002 No PROJ4060R002 19/01/2022 2 No
WO0006255 REP CNOOD5300  Repair required for Error Code No Printer displaying error... 19/01/2022 2 No
WO0006253 PR CNDOD5301  Replace part - current faulty No Replace part - current ... 18/01/2022 3 No
B WO0006252  REP CNOODS300  Printer displaying error code No Printer displaying error.. 18/01/2022 3 No
B WO0006251  ITS OND005299  Paper keeps on jamming in machine Mo Paper keeps on jammin... 18/01/2022 3 No
WO0006250 REP CND005298 Paper not feeding through rollers No Paper not feeding thro... 14/12/2021 3 No
WO00006243 5M BathBinMaint - Bathroom Bin Maintenance Mo 23/11/2021 2 No PRI0000419
WO0006248 sM WS - Weekly Service No 23/11/2021 2 No PRJ0000420
WO0006247 sM BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI0000418
WO0006246 M BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI0000418
WO00006245 5M WS - Weekly Service Mo 23/11/2021 2 No PRI0000417
WOD0006243 sM WS - Weekly Service No 16/11/2021 2 No PRI0000413
WO0006242 SERV MM - 1 Month Machine Service Mo 16/11/2021 2 No PRI0000413
WO0006241 sM WS - Weekly Service No 16/11/2021 2 No PRID000413
ap Outs WO0006240 sM WS - Weekly Service No 16/11/2021 2 No PRI0000416
WO00006238 PR Test PQ Source Type Work Order No 14/11/2021 5 No
WO00006239 PR Rolers need replacing No 11/11/2021 3 No PRI0000408 _
— .
Open Windows | User: JuandaK | 17/02/2022 | Version:2.5.0.7 | Example Company v2.5.0.7

6. The Maintain WO - Ref [work order number] screen will be displayed.

7. Note that the Functions tiles are available from this screen to link and
update the functions related to the work order.

8. Use the "Links Frame" on page 7 to link the work order to a Call or Pro-
ject.
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| User:ulandaK = 18/02/2022 | Version:2.5.0.7 | Example Company v2.5.0.7

$ - HMaintain WO - Ref WO0006259 - BPO: Version 2.5.0.7 - Example Company v2.5.0.7 — (2 ](x]
@ | rome | Eupment/iocatons  Conwact Finance /MR Inventory IProjects Mar Saes  Senvice  Reporting  Utities - & x
Save | Back | Savelayout | Print
Maintair ,a»u nat a
Link n _ ’ Links |_5-
Descri Poft Contract machine repar .
er te » ription | o8 = RefType ReferenceType Referencelo %
1 cAL Call Reference CNOD0S303 2
PMNG Project Reference g
L= [0
Requestor | John Twain vi* gv
WO Type |Repair v * Schedule : E
-1
Priority 2 5= Assigned To  Ben Johnson hd (&
Request Date | 16/02/2022 + [1z0:6 2 Assigned By  Julanda Kessler - g
Status [0 -ope Scheduled Start | 160272022~ | 12110:17 = g
Billable ¥/ scheduled End | 25/03/2022 - [un:nn:mo . =
3
Capitalise || Actual Start | 18/03/2022 - ‘uo:nu:un = =
z
Work Order Item : Actual End | 18/03/2022 - ‘uo:ao:uo . 2
. . 3
Functional Location () Equipment @ Delay Comments | Currently on Schedule =
g
—— &
Item |478-1011 E -
Rectification Code New -
Comment
Rectification
Comments
Completion Date | 18/03/2022 v |oo:0:00 3

ASSIGN REQUIRED CRAFT

linked to employees

Click on the Required Crafts tab to expand the Required Crafts dock-

ing panel.

The crafts required for this work order will to display in the data grid.

craft of the Assigned To person for that work order.

Click in the field of the existing craft to make the required changes.
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. v Maintain WO - Ref WO0006259 - BPO: Version 2.5.0.7 - Example Company v2.5.0.7 L=l 2 | x|
| @ | Home | Equipment [Locaions  Conract  Finance fHR  Inventory i JProjects  Manufacturi Sales  Service Reporting  Utities - ® X
Save Back | Savelayout

Maintain Format

oot ?
4| Print s T

- = e p——— Required Crafts <~ \ el
- — iption | Post Contract machine repair *
Enter b 2 Description pai RefType Reference’

» CALL Call Refere|
CraftName  Craftesc  EstiabourH... CrewSize
PMNG ProjectRe’
v o e - -
I O—fr v [ IR
e
Requestor John Twain - 4
WO Type  Repair v |* Schedule : .
Priority 2. Assigned To B o
Request Date | 15/02/2022 - 121006 % Assigned By 1 Q
Status [0 - Open Scheduled Start |1
Billable K/ Scheduled End | 2
Capitalise [

Actual Start ‘ 1

= T ®
["syenpasnbay | | our uswdinby | | oy sawosny | | ereq euonippy |

Work Order Item : Actual End ‘ 1]
Functional Location () Equipment © Delay Comments |C
Item 470011 P 4*
ion Code N
Comment -
Rectification
Comments

Parts
Loans
Completion Date | 1
M
Open Windows ~

| User:JulandaK | 22/02/2022 | Version:2.5.0.7 | Example Company v2.5.0.7

ADD A REQUIRED CRAFT

12. To add craft(s) required by the person responsible for carrying out the
Work Order,
13. @ Right click on the next available row in the Required Crafts data

grid to display the Process menu.
14. Click on Add - Add a new craft.
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$ - Maintain WO - Ref WO0006259 - BPO: Version 2.5.0.7 - Example Company v2.5.0.7 [—Jla]lx]
@Hm\wum Contract  Finance /HR  Inventory i /Projects  Man i Sales  Service Reporting  Utiities - & x
1 A

4 O

Save Back | Savelayout | Print

Maintain 4 Format 4| Print 4

Links a e e——r B
Enter text to search 2 Description | Post Contract machine repair *

Functions

EstlabourH... CrewSize

Tim 2.00 1
Regquestor | John Twain - |*
WO Type Repair <= . P
Priority 23] AssignedTo B &3 Addanew aaft
Request Date | 16/02/2022 - 1z 2 Assigned By 1 = Delete
Delete craft -
Scheduled Start |1

Scheduled End | 2

Actual Start [ 1
Work Order Item :

["syjen poanbay | | ou] uawdinb3 || ol Jowersny | | exeq evonppy | | &

ActualEnd | 1
Functional Location () Equipment © Delay Comments C
Item 478-1011 £ +*
Code N
Comment -
Rectification
Comments

‘Completion Date ’—1

| User:Julandak | 22/02/2022 | Version: 2.5.0.7 | Example Company v2.5.0.7

VA

15. The Select a craft screen will display.

16. Click on the row of the craft you wish to add to the work order.
17. Click on OK.

- Maintain WO - Ref WO0006259 - BP0: Version 2.5.0.7 - Example Company v2.5.0.7 (=Jelx
|7§ ‘ Home | Equipment /Locations  Contract  Finance fHR  Inventory i {Projects ifacturir Sales  Service  Reporting  Utlities - & x
] A
4 ©
Save  Back Save Layout Print
Maintsin 4| Format .| Print . ad
Links 1 TEE—————— o
Enter text to search » Description Post Contract machine repai B =
:
Functions EstiabourH...  CrewSize g
= = e
2.00 1 _g
- 2
Requestor John Twain 0.00 0 g
WO Type Repair - * E
— = +
Priority 23] ianed To 6 £
— o Select a craft 4+——————8) 3|
Request Date | 16/02/2022 > |12:10:16 o
———— Home {
Status |0 > §
Billable i/ @ @ @ 3
Capitalise | | Ok Back Save Layout | =
=
a
Work Order Ttem : %.m ’ o |||18
- _ a
Functional Location () Equipment © 5
_——————————— CraftName CraftDesc AccountCode = COSAccCode %
Item 478-1011 P+ * o
v ok e o ol -
Comment ITTECH IT Technidian 1100 2100
MNGT Management 1100 2100
MNGT Management 1100 2100
PAS Personal Assistant 1100 2100
REP Sales Representative 1100 2100
F | » | TRAV Travel 1100 2100
| User: Juandsk | 22/02/2022 | Version: 2.5.0.7 | Example Company v2.5.0.7
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18. The Craft Name column will populate with the selected craft.
19. Either type in or use the directional arrows to select the Estimated
Labour Hours and Crew Size of the newly added craft.

‘ - Maintain WO - Ref WO0006259 - BPO: Version 2.5.0.7 - Example Company v2.5.0.7 =l | x|
e | Home [locations  Contract  Finance fHR  Inventory i | Projects. ifacturir Sales  Service  Reporting  Utilities - & X
Save  Back Save Layout ‘ Print
|
t 4| Print L
Links 2 : — Required Crafts = %
= pti Post Contract m; line repair
3 Descriptias ¥ Reffype  Reference’ gﬁ
> CALL Call Refere 2
Functions CraftName  CraftDesc  EstlabourH.. CrewSize g
PMNG Project Re =
v o o = = o
Time \ @\ TECH Techrican 200 1 e
Requestor  John Twain -"EAV [Travel 1 00 “l £
‘ WO Type Repair v % Schedule: AN A =
S =
= Priority 2 5]+ Assigned To B S 1
| RequestDate [1602202 - [1210:5 3 Assigned By | ® g
- Scheduled start | 1 §
\ Billable /] Scheduled End |2 E
Capitalise [ Actual Start | 1 =
| Work Order Ttem : Actualnd |1 2
. _ . g
Functional Location () Equipment © Delay Comments C a
\ g
i
Item 478-1011 £ +*
ification Code N
Comment
Rectification
-
Completion Date | 1
Open Windows ~ | User : Julandak | 22/02/2022 | Version: 2.5.0.7 | Example Company v2.5.0.7

SCHEDULE

20. Schedule: Update and complete the required Scheduled Start and End
Dates, the Actual Start and End Dates and Delay Comments as
required.

RECTIFICATION COMMENTS
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21. Click on the down arrow in the Rectification Code field to display the
Rectification Type menu.
22. Select the Rectification Type relevant to the work order.

‘ > Maintain WO - Ref WO0006259 - BPO: Version 2.5.0.7 - Example Company v2.5.0.7 L—JlLo | x|
| é | Home [Locations ~ Contract  Finance fHR  Inventory i | Projects facturi Sales  Service Reportng  Utiities - & x
Save  Back Save Layout Print |
Mair a
Links 2 I _——— Links x
ipti Post Contract m; ine repair
ter & 2 Description ¥ Reflype  ReferenceType Referenceo g:
» AL Call Reference CND00S303 2
PMNG Project Reference g
T — (o
Requestor John Twain v|* %
WO Type Repair v *  Schedule: B
EX
Priority 2 %] Assigned To | Ben Johnson v|* &
Request Date | 16/02/2022 - (121008 = Assigned By | Julanda Kessler - £
Status |0 - Oper Scheduled Start [ 16/02/2022 v 1210017 3 * §
Billable i/ Scheduled End | 25/03/2022 v |on00w0 3¢ 5
Es
Capitalise [ Actual Start ‘22/02/21322 - |oo:o0:w0 2 =
7
Work Order Ttem : Actual End | 22/02/2022 + |oowo:w0 % i
; _ 3
Functional Location () Equipment © Delay Comments  Currently on Schedule %
F
@
Item 478-1011 R /@ N
o t ification Code Delivered Stock I: L
‘omment L
Rectification | TYPE | #4 Description “| &
Comments (DI Duplicate Issue
DS Delivered Stock ‘
FIX  Fixed —
Completion Date |FIXED Fixed machine \@
R IT Related
NI NotanIssue
NW | New
X 4
| User : JulandaK 7 Version : 2.5.0.7 | Example Company v2.5.0.7 ok

23. Type in the relevant comment in the Rectification Comments text box.
24. Completion Date: Type in or use the arrow to select the completion
date for the work order using the calendar function.

25. When you have finished making the required changes, click on Save.
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$ - Maintain WO - Ref WO0006259 - BPO: Version 2.5.0.7 - Example Company v2.5.0.7
E | tome | Equpment[Locations  Contract  Finance /HR Inventory i /Projects  Man . Sales Service Reporting  Utities

HO & &

[=JlaJix]
- 2B X

Save | Back | Savelayout | Print
Maintain 4 F t 4| Print 4
Lnks 2 Post Contract machi ok ‘
- iption |Post Contract machine repair B
Enter text to search o Description val RefType ReferenceType ReferenceNo ‘
Functions b CALL Call Reference CNOD05303
PMNG Project Reference
Requestor John Twain v|*
WO Type Repair 1% Schedule:
Priority | P Assigned To |Ben Johnson -
Request Date | 15/02/2022 - 121006 % Assigned By  Julands Kessler hd b

Scheduled Start | 16/02/2022 v |1210017 3
Scheduled End | 25/03/2022 - |oo:w0:w0 3

»

["syernpasnbay | | oy uawdinb3 | | oy sewesnd | | ereq euonppy | ®

Actualstart 22022022~ [o0:0000 =
Work Order Item : Actual End |22/02/2022 ~ [oo:0000 2
Functional Location () Equipment © Delay Comments Currently on Schedule
Ttem [478-1011 o w*

i ion Code  Delivered Stock A
Comment

Rectification Stock delivered as schedule =
Comments

Completion Date | B/02/2022 ~ |00:00:00 3

| User:Julandak | 22/02/2022 | Version: 2.5.0.7 | Example Company v2.5.0.7

VA

MNU.072.026
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