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Work Requests - Approve, Decline a Work Request

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

PROJECTS

WORK REQUESTS - APPROVE, DECLINE A
WORK REQUEST

Add this screen to your quick launch short cut.

Ribbon Access: Maintenance / Projects > Work Requests
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* The Work Requests listing screen will be displayed.
* Select the site.
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* In this image Durban has been selected.
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* Select the status.
* This should be set to Open.
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APPROVE A WORK REQUEST

* Click on the row selector in front of the work request that you
wish to approve.
* Click on Approve.
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* A Process Validation message box will pop up asking;
* Are you sure you want to approve this work request.

e Click on Yes.
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* A Work Request - Process message box will pop up informing
you that;
* The Work Request [ ] has been approved.
* Click on OK.
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* The approved work request will now be removed from the Work

Requests listing screen where the status is set to Open.
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* Click on the drop-down arrow in the Status field and change the
status to Closed.
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* You can now view the approved work request in the Work
Requests listing screen where the status is set to Closed.
e You will note that the system has now generated a work order for

this work request.
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DECLINE A WORK REQUEST

* In the Work Requests listing screen, ensure that you have selec-
ted the correct site and that the status is set to Open.

* Click on the row selector in front of the work request that you
wish to decline.

* Click on Decline.
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* A Process Validation message box will pop up asking;
* Are you sure you want to decline this work request?
e Click on Yes.

Help v2024.5.0.7/1.0 - Pg 11 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cC o=
Work Requests - Approve, Decline a Work Request

. Wherk Ragunnts < BPC: Viruen 2 L1 - Frampls Company

| Fome n_mnmnmmmnmmmﬁmmm =4 X
; L]
ouX _saiiwﬁ'!aﬂw 9
[~ ] i M'uﬂ! kgrsa Dedee | gl G v lebeh
WRinde = [esion We Suks Pty Airechimber Dopivielinter RegmiDeie RroeTee SiwdiefinDen SowhiedFreilelr Tettin Wk M'«r(rlln
¥
WROGN ok Rpduiest it v 10§ [ S 1 AL LILUT PR L T e 0
RN ek Rt v 1108 W 0 HLL T LT UM 010 R Xk B0 L E Y
RN miwdeumisteddbebinids B O 1 fufan i} bl WBd  Miekyd B kn 1}
ROCA] Tt woreched B2 o ey [T 1 i TRy HnED D dnpin [ FH]
WRIDOEE o Moo ihe oy Fivfer unl B 1 DUt il AR ED 08N Dhw 3 w30
RO  eat ok Feueil e oo A ol ] Al B0 MEY  Bhed) Al 217
WRLONH] Dy o gl Ry iy oo, W O 1 fru wrih Dwg B0 D Dk g
§RRON] e dum i) i cepeip e g, M D 1 B Bl Wi WEH DMwEH D X
RN Vi R e (O D RO L O HE T ] DR HEMH DM N0 BLUR ]

e R oty yume g v b hecims Uy e gt
iti ]

i b
iz~ EETN

* A Rejection Comments text box will pop up.
* You will need to type in a reason for the rejection.
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* When you have finished typing in the rejection comment, click on

Save.
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* A Work Request - Process message box will pop up informing
you that;
* The Work Request [ ] has been declined.
* Click on OK.
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* The declined work request will now be removed from the Work
Requests listing screen where the status is set to Open.
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* Click on the drop-down arrow in the Status field and change the
status to Closed.
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* You can now view the declined work request in the Work
Requests listing screen where the status is set to Closed.

* You will note that the rejection comments have pulled through to
the Decline Comments column.
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