Calls - Notes

SERVICE

CALLS - NOTES

Call notes can be used to capture any additional information for a call.

Ribbon Access: Service > Calls

$ - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 [—Jlallx
| @ Faupment/locatons  Contract  Finance /MR Inventor

[Projects  Manufacturi Prorement  Sdes | Service | Reporng  Utiities

Y
a d# & & Technicians a @ = % o WIP & My Work Orders 3
"2 ’ & Availabiity Exceptions ‘ B Work Management | (=] My Tickets
TechMap Scheduling Current Tech Calls |Call Requests Work Orders  Service N My Werk
A Requests 53 Time Review [y All Open Tickets ‘

ctivity [ Site Exceptions

Process 4 Ticketing

1. The Call Listing screen will be displayed.
2. Select the Site and Status.
* The example has Durban as site and the New status selec-
ted.

3. Click on the row of the call you wish to add or view the notes of.
4. Click on Edit.

Help v2.5.0.14 - Pg 1 - Printed: 25/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHNOLOGTES Ca”S - NOteS

$ - o—__—pcﬂm BPO: Version 2.5.0.8 - Example Company v2.5.0.8 =Jalx
E ‘ Home | Equipment/Locations Contract  Finance /HR  Inventory i /Projects  Manufacturi Sales  Service  Reporting  Utilities - & X
= it - {}} [Defout || /@ Savelaout gk mycal 0 gi DHQ % P, g U
T feresh = Workspaces | <, Assign = e
~+ Ref ™ Ci te Per Releast P t Reports
g3052022 mycats [ ¥, SaveFiter W Start e bl g -
whintain State 4 Format 4 Work 4 Process 4| Print .| Repo.. . ad
@ Find O Filter
= CalDate CallState Technician CallTime Description CallType CalTypeDesc
¢ o - ol ol e e o W -
I“f‘"-""ﬁ"" * No Of Calls CND0OS305  04/04/2022  UnAssigned 12:25:17 B6004 Implementz
+ [ burban 87
o e ____-
O e B [ CND00S303  31/01/2022  UnAssigned 23 Drum replacement required
ogress
@ rold 3 ___ _-
CND0D5294  26/10/2021 Awaiting Acceptance Julanda Kessler 08:00:00 2MS - 2month service M Scheduled |
@ Pending 1 o
@ Complete 4 [ CND005293  22/10/2021  Awaiting Acceptance  Julanda Kessler 08:00:00 BathBinMaint - Bathroom Bin Maintena... SM Scheduled |
Q@ Closed 0 [ CND00S292  16/10/2021  UnAssigned 08:00:00 2MS - 2month service sM Scheduled |
Qua 87 [ CND00S290  15/10/2021  UnAssigned 08:00:00  BathBinMaint - Bathroom Bin Maintena... SM Scheduled |
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5. The Call maintenance: Call ref. - [call ref number] screen will be dis-
played.
6. Click on the Notes tile.
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7. The Note Listing for Call, Ref no: [call ref number] screen will be dis-
played.
8. Any notes that have been created for the call will be listed in the data

grid.

ADD CALL NOTE

9. Click on Add.
$ - e_——bmmﬁmmmmm:umsm»mvmma-mc_uwum = E3
7§1ﬂﬂm‘a‘m@5¢-n Contract  Finance /HR  Inventory 0 [Projects  Mar i Seles  Service  Reporting  Utlites - & x
- = [ :
00 X &
Add | Back | Savelayout Workspaces | Refresh
[~
Notes NoteDate: NoteTime FullName
* e = o o :)_e
Open Windows ~ | User : Julandak | 05/05/2022 | Version: 2.5.0.8 | Example Company v2.5.08

10. The Add a new note for Call, Ref no: [call ref number] screen will be
displayed.
* Note: Click in the text box to type the note details related
to the call.
* Note Date / Time: These fields will display the current date
and time.
* Date: Click to type in or use the down arrow to

select and alternative date using the calendar
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function.
e Time: Click to type in or use the arrow indicators
to select an alternative time.

* Employee: The person currently adding a the note will dis-
play in this field. Click on the down arrow to select a dif-
ferent employee.

11. When you have finished adding the note details, click on Save.
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12. You will return to the updated Note Listing for Call, Ref no: screen.
13. The Call Note Processing message will confirm that;

* Note has been added to Call: [call ref number].
14. Click on OK
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13. The note details can now be viewed from this screen.
14. Click on Back to return to the Call maintenance screen.
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