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Calls - Edit a Call

SERVICE

CALLS - EDIT A CALL

You may need to edit a call, if the main detail, such as the Call Description, is

incorrect. The call needs to be saved after editing.

A call can be edited in order to view the selected call details and to log call
information, such as, book technician time, log part and service requests,
raise invoices, etc. The item itself will be saved against the call, and the call

itself does not need to be saved.

Ribbon Access: Service > Calls

[

1. The Call Listing screen will be displayed.
2. Select the Site and Status filters on the left of the screen.
* The example has the New status and Durban selected.
3. Click on the row of the call you wish to edit.
4. Click on Edit.

@ Short cut Key: Double click in the row of the call you wish to edit.
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Open Windows

e—»mlﬁq-.&h—' 2.5.0.4 - Example Company v2.5.0.0 (=)o )lx]
JLocations  Contract  Finance /HR  Inventory i /Projects Sales  Service Reportng  Utiities - &2 X
g7z - j} Derait ) [ savelayout J.Mvcdl @ @ DEQ % !..b Q E
S — = Workspaces v
11/01/2022  ~ Refresh mycals u % save Fiter f’: S Close Complete Hold Pending Release Pnnt ieports
Maintain State Format Work Process 4| Print | Repo *
© Find O Filter
CallReference CallDate Callstate Technidan CallTime Description CallType CallTypeDesc
v i e e [ e o -
e ———————-
- [B|puban / B CND00S297  16/11/2021 16:36:30  2MS - 2month service
L 8 r:oﬂss z B CNOO0S296  05/11/2021 mAssgned 08:00:00  BathBinMaint - Bathroom Bin Maintena... SM Scheduled
© rod o B CNO00S295  20/10/2021  UnAssigned 08:00:00  BathBinMaint - Bathroom Bin Maintena... SM Scheduled
@ Pendng > CNOODS294  26/10/2021  UnAssigned 08:00:00  2MS - 2month service sM Scheduled
O complete 0 [ CNO00S293  22/10/2021  UnAssigned 08:00:00  BathBinMaint - Bathroom Bin Maintena... SM scheduled
Q Closed 0 B CNO005292  16/10/2021  UnAssigned 08:00:00 2MS - 2 month service SM Scheduled
QO 2 CNOO05290  15/10/2021  UnAssigned 08:00:00  BathBinMaint - Bathroom Bin Maintena... SM Scheduled
v [ Pretoria o @ CNO005289  08/10/2021  UnAssigned 08:00:00 BathBinMaint - Bathroom Bin Maintena... SM Scheduled
4 Cape Town 0 : [ CNODOS288  01/10/2021  UnAssigned 08:00:00 BathBinMaint - Bathroom Bin Maintena... SM Scheduled
» [ Boemfontsn 0 B CNOO05287  24/09/2021  UnAssigned 08:00:00  BathBinMaint - Bathroom Bin Maintena... SM Scheduled
» B AnewTestste 0 CNOOS286  17/09/2021  UnAssigned 08:00:00  BathBinMaint - Bathroom BinMaintena . SM Scheduied
EE! CNO005285  16/09/2021  Awaiting Acceptance  Theo Peterson 08:00:00 Tier - Commercial Tier Test INST Installatiol
[ CNDO0S284  15/09/2021  UnAssigned 08:00:00  2MS - 2month service sM Scheduled
B CNDODS283  10/09/2021  UnAssigned 08:00:00  BathBinMaint - Bathroom Bin Maintena... SM Scheduled
B CNO00S282  03/09/2021  UnAssigned 08:00:00  BathBinMaint - Bathroom Bin Maintena... SM Scheduled
CNOODS281  27/08/2021  UnAssigned 08:00:00  BathBinMaint - Bathroom Bin Maintena... SM Scheduled
[ CNOO0S280  26/08/2021  UnAssigned 08:00:00  2MS - 2month service sM Scheduled
B CNOD05279  20/08/2021  UnAssigned 08:00:00  BathBinMaint - Bathroom Bin Maintena... SM Scheduled
CNO005278  17/08/2021  UnAssigned 08:00:00  2MS - 2month service sM Scheduled
i 08:00:00  Tier - Commercial Tier Test INST Installation ~
Count: 30
q v

| User: JuandaK | 11/01/2022 | Version:2.5.0.4  Example Companyv2.5.0.0

4. The Call maintenance: Call ref. - [call ref number] screen will be dis-

played.

5. Make the changes to the Call log as required.

Buttons

@ If the Company, Contact, or Address details for the customer have changed,

then you can update the details directly in the call screen. Refer to Calls - Edit

6. Save the Call when done.
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® - °—>a| i < Call ref. - € - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =J(a]j(
| e | Home i [locations  Contract  Finance /HR  Inventory i /Projects i Sales Service Reportng  Utlities - & X
EE 2
HO 046 2D M R H @85
I
save Close Complete Assign  Hold Pend? iclease  Reinstste | Savelayout Workspaces | Print | Note
f‘ah':w Process Format 4| Pint .| Info .
o 2| | rRelates To :
Ertter text to seard Customer  Hope Works (Pty) Ltd Rt ReferenceType Referencello |
Contact Henry Rowe 22 e 4 ‘
Functions Prior Call Reference
ContactNo. 031555 1234 Call Request Reference

Work Orders Address Plot9ilesfRoad 0 oo Contract No
Leaf Hills Location Forest Hils Centre
Pink Town
Durban South Project Reference

Quote Reference

Call Type | Installation M Invoice Reference
Or
Error Code A =

- Description | Tier - Commercial Tier Test e

Call Date Time | 16/09/2021 v |08:00:00 o

oJu] JawopsnD | | pauyeq sesn | | sy1s || ojul uewdnby | | ¥

N
Assignments

Priority | 2 * -Prior Calls :
stA (0.0 C: CallDate CalTime Description
» CNDDOS281 16/10/2021 |08:00:00  Tier - Commercial Tier Test -
Hold History Date Required | 16/09/2021 hd CND005285 16/09/2021 |08:00:00  Tier - Commercial Tier Test
ordermo || CND005277 17/08/2021 [08:00:00  Tier - Commercial Tier Test
CND00526% 17/07/2021 |08:00:00  Tier - Commercial Tier Test
Logged By | Juiandak CND005260 17/06/2021 |08:00:00  Tier - Commercial Tier Test
States [N-vew | CNO005255 18/05/2021 | 08:00:00 Tier - Commercial Tier Test
CND005247 17/04/2021 |08:00:00 Tier - Commerdial Tier Test
Optional No CND0D5241 17/03/2021 |08:00:00 Tier - Commercial Tier Test
CND005233 17/02/2021 [08:00:00  Tier - Commercial Tier Test
CN0005228 16/01/2021 |08:00:00 Tier - Commerdial Tier Test ﬂ
4 ] I
Meters
Open Windows ~ | User ; iandaK | 12/01/2022 | Version : 2.5.0.4 | Example Company v2.5.0.0

OPTIONAL TELEPHONE NUMBER

An optional telephone number can be added to the call, which will be for your reference,

when logging or editing the call.

1. Click on the Customer Info tab to expand the Customer Info docking
panel.

2. Click in the Tel No. field and type in the new number as required.

[%9 Note that the number will be saved automatically. The number can be

changed when required, by simply typing the new number over the number in the
Tel No. text box.

3. Save the Call when done.
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$ - Call mai < Call ref. - € - BPO: Version 2.5.0.4 - Example Company v2.5.0.0
@ | rome | Eaupment/iocstons Convact Fnance /MR Inventory M /Projects i Sdles  Service Reportng  Utiities

QOO0OcakmdDMF~ B 2 =

Save Close Complete Assign Hold Pending FRelease Renstate Savelayout Workspaces Print Note L -
Maint ﬂ\e . Format 4| Print .| Info . co7
\

w0
x e

o
Llnks [Relates To : ——————| customer Info L = m
v — Customer |Hope Works (Pty) Ltd R ReferenceType Refer| - ctomer Info : %
| ® L4 al No 3
Contact Henry Rowe rad Prior Call Reference | « mer Code IHOPD[M i
T z
Contact No. 031555 12 Cal Request Reference b—b'l‘d'hlbslmﬂw |5
e | Contract No =
Address |Plot 91 Leaf Road o
Leaf Hills Location Fazs|  AccountCode | <
Pink Town b
Durban South P R Status |A- =
Quote Reference <
 In Progres Call Type | Instalation - Invoice Reference VAT Ho [05765421 =1
Or eason - E
Error Code M = Hold R ‘ 2
Description | Tier - Commercial Tier Test . =i
Ed o
2
Credit Status : g
— Credit Limit | 5000 30 Days: B g
Call Date Time | 16/03/2021  ~ |08:00:00 3 de of Limits [953.77 E
Priority | 2 * -Prior Calls : | -1,743.11 A |
SLA 000 c e Customer Notes :
b CNO0DS291 B6/10/2021 1|~
Hold History Date Required | 16/09/2021 b CNOD05285 16/09/2021 1o
orderno CNOD05277 17/o8/2021
CNDD05269 17j07/2021 1| ¥, Menitor toner yields
I Logged By Julandall (CNDD05260 17/06/2021 || C* cvusm:tncmﬁ-m order
pe T ON0005255 18/05/2021 ||| E¥stng tird party contract pending reneval. Clent would e
0005247 17/04/2021 ||| Chedk toner yield
Optional No 0005241 17/03/2021 |1
CN0005233 17/02/2021 |1
CND005228 16/01/2021 |
‘ K o
Meters
Open Windows v | User:lulandaK = 12/01/2022 | Version: 2.5.0.4 | Example Company v2.5.0.0 4

ADD CUSTOMER NOTE

1. A Call Note can be added directly from the Call Maintain screen by click-
ing on Note.

2. The New Note frame will be displayed.

3. Click in the text area to type the customer note and click on Close
when done.

4. The Note will be saved as a Call Note.

@ Refer to Calls - Add a Call Note to view a list of all the notes created for
the Call
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$ - Call mai : Call ref. - C - BPO: Version 2.5.0.7 - Example Company v2.5.0.7 — o x
| @ Home jpment /Locaions  Contract  Finance /HR  Inventory  Mair [Projects  Man i Sales  Service Reportng  Utiites - & x
HoOOoOGalk®m®MM @ B &5 o
/
Save Back | Close Complete Assign Hold Pending Rclease Rensiate | Savelayout Workspaces | Print || Note
Maintair .‘ Process 4 Format 4| Print 4| Info .
Links 2 Relates To| osel
e —— Customer | Hope Works (Pty) Ltd P k]® Referen Pl
S R —— » [Senaing New Note
Contact [Henry Rowe £ =1
Functions 7?!101“ |
ContactNo. 071555 1234 Cal Requ
Work Orders 1 Address [Plot 91Leaf Road £ o e Type the call note
LeafHills Location here
Pink Town Project R
Durban South | fateeh)
Quote Ry
Work In Progress Call Type | Installation - =

rorcote | | o
e

Description Tier - Commercial Tier Test

["pauyaq sasn | [ sy1s | | ogur sewossng | [ ojup uewdinby |

Call Date Time | 15/09/2021 v |omoo:0 3

Priority | 2 L |* -Prior Calls
- | |c |calDate | caln
» CNO05291 16/10/2021 | 08:0

Hold History Date Required | 15/03/2021 - CND005285 16/09/2021 |08:0
ordermo | ] | cnooos277 17/08/2021 |08:0
CN0005263 17/07/2021 |08:0.
] Logged By Juiandar CNODD5260 17/06/2021 | 08:0
I‘ R e — Q0005255 18/05/2021 |08:0
‘ CN0005247 17/04/2021 |08:0.
Optional No CN00D5241 17/03/2021 |08:0

1

CN00D5233 17/02/2021 |08:0.
‘

<

Meters
Open Windows ¥ | User: JulandaK | 27/01/2022 | Version:2.5.0.7 | Example Companyv2.5.0.7

RELATES TO TAB

Reference information can be linked to call when it becomes available.

1. For the example a Serial Number has been linked to the call.
Click in the Reference No field of the Reference Type to display the
ellipses button.

3. Click on the ellipses button to display the Select the related [the info
may vary depending on your selection] for this call.
Click on the row of the item you wish to link.

5. Click on OK.

6. Save the Call when done.
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Call maintenance : Call ref. - CNODO5285 - BPO: Version 2.5.0.7 - Example Company v2.5.0.7 (N -N[E
{‘ Home: [Locations  Contract  Finance /HR  Inventory /Projects  Manufa Sales  Service Reporting  Utilities - & x
. e 7 =
QOoam MM » B B &5
f [——]
Back | Close Complete Assign Hold Pending Release Rensiate | Savelayout Workspaces | Print | Note
Maintain 4 Process Format 4| Print .| Info . ! i
Links 2 [Relates To: I =
— B
nter eard re) Customer  Hope Works (Pty) Ltd P b |* ReferenceType RefaemeNoI N §
Contact Henry Rowe R | ® L4C=210 " =0 ]
Functions Prior Call Reference W z
Contact No. 071555 1234 Cal Request Reference <
Address [Plot 91Leaf Road D Contract No =
Leaf Hills Location Forest Hills Centre &
Pink Town - 2
Durban South [ [eromecRaferene A--- g
Quote Reference - E
Call Type | Installation - |[* Invoice Reference }
Order Reference —
Error Code I
Qsdectﬁuldatdmmltfmtlwnl < - — B[ x] z
Home | E
p |2
o
i %o = g
Call Date Ti
s ok Save Layout 2
Priority o
Process . PRl . fad
SLA on
mmerdal Tier Test -

Date Required mmercial Tier Test

orderno ||| AsctRestio | Seriato PartCode  Desaiption CategoryDesc ModelNo ol T Tt

e o o - e o0: ~ | mmercal Ter Test

Logged By Dmﬁcmnzzs ATS500-102 ATS00 ATS00 Copier Hardware ATS00 | | mmercial Tier Test

Status AREGDOD060  20-58765 KZIN-122TF8  Kruger ZNFaxM... Hardware 122 mmercial Tier Test

10301 NMACH New Machi Hardwar oal Ter Test

Optiomal No m = b mmercal Tier Test

AREGO00312 NMACH-2020... NMACH New Machine Hardware e T Tt =
AREGO00313 NMACH-2020.. NMACH New Machine Hardware I
AREGO0D006  1020-10101  SP1020 Cooier Hardware sP1020 7
‘ »

~Version : 2.5.0.7 | Example Companyv2.5.0.7

ADD METER READING

The Meter Reading for a machine can be updated after a call was created.

1. Click on the Meters tab at the bottom of the screen to expand the

Meters frame.

2. Type in the Meter Reading as required.
3. Save the Call when done.
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‘ = Call mai :Call ref. - CN - BPO: Version 2.5.0.7 - Example Company v2.5.0.7 — B[ x
7{ Home | Eaul [locations  Contract  Finance fHR  Inventory i [Projects  Man i Sales  Service Reportng  Utiities - & x
B e " -
HOOOGAWDF ~ @ W &1
F [——]
Save | Back | Close Complete Assign Hold Pending Release Renstate | Savelayout Workspaces | Print | Note
Maintair . Process . Format 4| Print .| Info 4 i
Links " [Relates To : =
- r) Customer  Office Supplies Unlimited P k| ReferenceType Referencelo §—
e — o » serial No 2020-10204
Contact Smith Pl 3
Functions oo Prior Call Reference ’;’.
ContactNo. 0112345572 Cal Request Reference <
Work Orders. 1 Address P Contract No 7,
Location &
| Project Reference El
Quote Reference Q,_
w gress Call Type | Repair - |* Invoice Reference B
Order Reference —
eror code 5
————————————————————— b4
Description | repairing faulty engine and repaired - |* =
paper jam . =
g
o
< <
Call Date Time | 21/04/2020 v o743 o 3
priority 3 7 * -Prior Calls : |
-
x-.
veters | ——————§)
Open Windows ¥ | User: JulandaK | 27/01/2022 | Version : 2.5.0.7 | Example Company v2.5.0.7 |

FUNCTION TILES

From the Work Orders tile you can view all the work orders
J linked to the call. From here you can Add, Edit, Delete and

View a work order, as well as Close, Complete and Rein-

state and Print a work order. Refer to Calls - Work Orders

From the Work In Progress tile you can view the work in
J progress for the call as well as Return Assets or Equipment,

Invoice a Work Order or Invoice a Project. Refer to Calls -
Work in Progress (WIP)

J From the Notes tile you can Add and view the Notes linked
to a Call. Refer to Calls - Notes

From the Assignments tile you can view the assignment list-
J ing for the call, as well as Add an assignment, Delete or

reject an assignment or Force Accept and assignment on
behalf of a Technician. Refer to Calls - Assignments
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The Hold History tile directs you to the Hold Events listing

J for the Call where you can view the Hold History for the
call. Refer to Calls - Hold History

J The Pending History tile directs you to the Pending Events
listed for the Call. Refer to Calls - View Pending History

The On Site Info tile directs you to the Machine List for the

J Company screen where you can Add, Edit, Delete and View
customer equipment, as well as Revalue, Convert or Buy
Back equipment. Refer to Calls - On Site Info

PROCESSING TILES

Related References

¢ Introduction to Work Orders
» Calls - Edit Buttons

MNU.122.002
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