cCOO=
My Work - View, Add a Work Request

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

SERVICE

MY WORK - VIEW, ADD A WORK REQUEST

Work Requests can be raised when additional work is required, but needs

approval from management.

Ribbon Access: Service > My Work
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The My Work listing screen will be displayed.

Help v2024.5.0.7/1.0 - Pg 2 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cC o=
My Work - View, Add a Work Request

VIEW LINKED WORK REQUESTS

* Click on the Work Requests tab.
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Now you can view a list of all the work requests raised.

ADD WORK REQUEST

e Click on Add.
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* A Select the site for this work order screen will pop up.
* Click on the row selector in front of the site that you wish to link

to this work request.
e Click on Ok.
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* The Add new Work Request screen will be displayed.

e Site: This will populate with the site selected in the
previous step.

* Description: Type in a description of the work that
needs to be done.

* Priority: Change the priority as required (1 = Most
Important 5 = Least Important)

* Requestor Type: Click on the radio button in front of
the type that initiated this work request, either
Employee or Customer.

* Requestor: This will auto populate with the person
currently logged on to the system and making the
request. Click on the search button and select an
alternative requestor from the relevant pop up screen
if required.

* Note 1: The type of pop up screen will be
linked to the Requestor Type selected in
the previous step. If, for example, you
clicked on Customer in the previous step
then the Select a Customer Contact Name
screen will pop up. If you clicked on
Employee in the previous step, then the
Select an Employee screen will pop up.

* Request Date and Time: These fields will be pop-
ulated with the current date and time.

* Request Date: You can either type in or
click on the drop-down arrow and use the
calendar function to select an alternative

date if required.
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* Time: You can either type in or use the
arrow indicators to select an alternative
time if required.

» Billable: Click in this text box if this work request is
to be billable.

Help v2024.5.0.7/1.0 - Pg 9 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cC =
My Work - View, Add a Work Request

¥ fid new Work Reguest - BPC: Version 11034 - Example Company
hote | Eameladioiben Codat FaneewdHl Delry WanlswicewdPromt  Midiumg Powmel Sle Sewe leoly e - 6 X
Ho X B
rkapaces

e fax | Swelavot

Site Dutun L Statm O b
Description . WO Type | SelctCal T '
hasigned T Age ke o
Schedued Start 21y I8+
Prieity 2 ; Scheduled fnd 11May 18 *
Requesior Type o Ercioyer () Cushomsr Wiark Request Item
Requestor Belrda Brrian pr|| FonchionalLocation o Fowipment ||
ReguestDale 20y + 403 | ltem B4
Billable (ammients
Project Relereice P
Profect Deseription
WiCde ot folalr  MoTee  Evchyeelame Sk

(e indong = it ey 318

Help v2024.5.0.7/1.0 - Pg 10 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

My Work - View, Add a Work Request

* Project Ref: Click on the search button in this field.
* Note: If you are not linking this to a pro-

ject, then leave this field blank.
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* The Select a Project screen will pop up.
* Click on the row selector in front of the project that you wish to

link to this work request.
e Click on Ok.
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* Project Ref: This will now be populated with the

selected project reference number.
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Project Description: This will now be populated with

the description relating to the selected project ref-
erence number.
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e Status: This will auto populate with O - Open.

* Work Order Type: Click on the drop-down arrow
and select from the menu the work order type.

* Assigned To: This will auto populate with the person
who is currently logged on to the system. You can click
on the drop-down arrow and select from the menu an
alternative employee assigned to this work request if
required.

* Important Note: Whoever is assigned to
this work request will have the work
request details linked to their ownMy
Work screen.

* Scheduled Start: This will auto populate with the cur-
rent date. You can either type in or click on the drop-
down arrow and use the calendar function to select an
alternative start date if required.

* Scheduled End: This will auto populate with the cur-
rent date. You can either type in or click on the drop-
down arrow and use the calendar function to select an

alternative end date if required.
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WORK REQUEST ITEM

Use this data grid to select the location (e.g. company non stock purchases)
or machine (e.g. ABC123).

* Functional Location: Click on the radio button next to Func-
tional Location if this work request relates to a location.
* Equipment: Click on the radio button next to Equipment if this
work request relates to an equipment item.
* In this example, a work request for a drum is being cre-
ated therefore the Equipment radio button has been

selected.
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* Item: Click on the search button in this field.
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* The Select the equipment item for this work request screen will

pop up.
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* Click on the row selector in front of the item you wish to link to
this work request.
* Click on Ok.

* Note: The 'Select a ... screen' that pops up will be rel-
evant to the initially selected radio button. If for
example the Location radio button was selected in the
previous step, then the Select the location item for
this work request screen will pop up.
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e [tem: This will now populate with the item selected in

the previous step.
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* Comment: Type in a comment relating to this request

item if required.
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NOTES

* Click anywhere in the new row of this data grid to 'activate' it.
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* Note Date: This will now auto populate with the current date.

* Note Time: This will now auto populate with the current time.

* Employee Name: This will now auto populate with the person
currently logged on to the system.

e Status: This will now auto populate with A - Active.
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* WR Code: This field is static.
* Note: You can type additional notes in this text box if required.
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SAVE WORK REQUEST

* When you have finished adding the work request details, click on

Save.
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* A message box will pop up informing you that;
e Work Request: [ ] saved.
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e Click on Ok.

L ] e Wk Rt « BBC: Verion 2104 - Exampke Comgany ] X
fome | Eupmentadlogton Gt Faneadi Dneniy  Mabacesd o Maulihmg  Prouement Sie S Aoty Ut - F X

Mo &
H\!Mkﬂlm!w

She Db ks Statws 0 '
Description He dum requested b complele epar W10 Type | St Cal T *
T,
hasigned To Absga ke .
schedledstat 206y 2018+
ity 2 ‘ Schedulednd 224ay 218+
Reguestor Type @ Ergiyee () Cstomes Work Resest tem
Reoestor Bl S p+ | functional Location () Equipment &
RequestDate 2008+ 40EM 5 e 0450 e
Billable Comments
Project Reference 21500020 4
Project Deseription. Tesng B0
WRode  Mote otbate  MoleTre  Enhyestane Sk
' Duminbempected by fedncn. Mgy I8 ARILE  Mbgel Mg i

= ==t

=

Work Bequest: WRO0000M sved

— |y

Help v2024.5.0.7/1.0 - Pg 29 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cC =
My Work - View, Add a Work Request

* You will return to the My Work - Work Requests listing screen.
* Here you can view the newly raised work request.

* Note: Remember: The work request must then be

approved.
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cC =
My Work - View, Add a Work Request
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