Calls - Work Orders

SERVICE

CALLS - WORK ORDERS

A work order, or job card is an order for work to be performed for a Com-
pany or a Customer. All transactions concerning this work, such as part

issues, labour time, etc. are logged against the work order.

When work is required for a Customer, a Call is raised. The system will gen-
erate a work order in the background. Transactions are logged on the call, but

stored against the work order. More than one work order can be linked to a

call, for example, when different tasks needs to be performed to complete

one call.

When work is required for a Company, such as Building Maintenance or a

Machine Repair, then a work order needs to be raised manually.

* |f the work is for Building Maintenance, or Training, then the work
order must be linked to a functional location, which must be set
up before hand.

* |f the work required is for an asset, e.g. repair a machine in store

to be sold refurbished, then the machine is linked to the call.
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TECHMNOLOGSTES

Calls - Work Orders

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 issue a work order for.
4. Click on Edit.
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»
Open Windows + | User : Jdandak | 07/04/2022 | Version:2.5.0.8 | Example Company v2.5.0.8

5. The Call maintenance : Call ref - [call reference number] screen will dis-

play.
6. Click on the Work Orders tile.
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Calls - Work Orders

‘ s Call maintenance : Call ref. - CNOD05305 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 L=Jlo ] x]
‘;éJ Home | Equipment/lLocations  Contract  Finance /HR  Inventory i | Projects. i Sales  Service  Reporting  Utiities - & x
HO © G L@ ™ / R 8 &M
Save Back Close Complete Assign  Hold Pending Release Reinstate Save Layout Wuvl?aces Prvmt Note

Process 4 Format 4| Print 4| Info .

Relates To :

Customer Pt |* ReferenceType ReferenceNNo
| » serial No
Contact Tarryn Snow CUSTOMER CONTAI 2 «-- *
Prior Call Reference
ContactNo. 031 123 4557 Call Request Reference
Address |29 Dune Ave P LaiEnD
New Town Location Hilrest
Durban Project Reference
Quote Reference
Call Type | Implementation -|* Invoice Reference

cote || e o

Description 55004

Call Date Time | 04/04/2022 v |w22s17 3

Priority | 2 3 Prior Calls :
SLA [0.00 [= |Calbate | CallTime Description CallType

["poupa osn | | sy18 || o sewomny | | o ewdinbg | | &

Date Required | 11/04/2022 -
Order No | OR0000336
Logged By | uiandat

Status - lic.

Optional o

A ﬂ

| User : JuiandaK | 07/04/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

7. The Work Orders for Call Ref [call reference number] screen will dis-
play.

8. Any work orders that have been issued against the call will display in
the data grid.

ADD WORK ORDER

9. Click on Add.

@ Short cut key: Right click to display the All groups menu list. Click on Add.
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- e_-bwmmmmm- Version 2.5.0.8 - Examp npany v2.5.0.8 (el

@ | rome | Equpment/iocatoss  Contact  Fnence /MR Inventory i [Projects i P sdes  Sevice  Reportng Utiites - & x
- — = . = = -
O2XE O G »~ [T @F e K

- - £ Workspaces »

add | Edt Delete View | Cose Complete Rensiate | | Print  Export | % Fpgwo | Reports
% SaveFiter | >

Main’ a Process i Format 1 Print 4| Curent .| Reports | >

WOCode WOType | CalReference | Description Capitdlise | CallDesc RequestDate  Priority  Invoiceable | ProjectRef  ProjectDesc

v e ol e e o0 o0c = = o0c ol s
» [ WO0006261  IMP ONODOS305  B6004 No B6004 04/04/2022 2 No

| User : JuandaK | D7/04/2022 | Version: 2.5.0.8 | Example Company v25.0.8

Open Windows ~

10. " The Work Order Maintenance screen will be displayed. " on page 2
11. Complete the Work Order details for the call.
12. In the Links frame note that the Call Reference has automatically been

linked to the call reference you have selected.

$ - @,__—-bnumm-ndmﬁzsl-mvaﬁnm»mcm—vm (=JCalix]
g | Home \ Equipment /Locations  Contract  Finance /HR Inventory i | Projects i Sales  Service  Reporing  Utiities — & x
Save Back Save Layout Print |
A
Desa 56004 - Addtonal Fardware & | — \
ipti I nal hardware is *
o | red fo natallaton Reflype  ReferenceType Referenceno
1[cA— G CNo005305 | e
E"(\ CALL Call Reference A CN0005305‘
Requestor | JUsndakesser v *
WO Type Implementation v|* Schedule :
Priority 2 5|+ Assigned To | Beinda Sharman -+

Request Date |04/04/2022 00:00:00 3 Assigned By | Julanda Kessler h
Status [0 - Ope: 1 Scheduled Start | 04/04/2022 ~ |00:00:00 3 *
Billable [ Scheduled End | 05/04/2022 - |00:00:00 5 *

["syeipainbay | | o sswossn) | [ eeq euonippy | alunuaﬂxllnb:W

Capitalise || Actual start [04/05/2022 ~ [1zo000 2
Work Order Item : ActualEnd [0405/2022  ~ 120000 3
Functional Location © Equipment () Delay Comments | Currently on Schedule
Ttem Hilcrest P +*
Comment |Company is dosing early on Friday Cndle Plcn
for Stock Take Rectification
Comments

Completion Date | 04/05/2022 v |100:00 2

| User : Jiandak | 07/04/2022 | Version:2.5.0.8 | Example Company v2.5.0.8
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Calls - Work Orders

CUSTOMER INFO TAB

13. Click on the Customer Info tab to expand the Customer Info docking
panel.
14. From here you can view additional information for the customer linked

to this work order as well as the Customer Notes, if any has been cre-

ated.

® - Work Order Maintenance - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 — (=[x
| @ | vome | Exsprentflocations  Contract _ Frnence /iR Inventary _ Waintenance [Projects_ Menufcturng Sdes  Seice  Reportng  Uties = o
HO E &
| save Back ‘Save Layout ‘ Print N
Maintair . Format .| Print . o a
Links 2 R u[ customernto & I
Description | Additional Licences. Please forward 2
s a quotation for new licences Reffype  ReferenceType ReferenceNo 3
» CALL Call Reference CND005305 Customer Code [B1G0001-BoBargars .+ | |2
PMNG Project Reference =
e Telto [031 456 7897 B
— Contact No. =
Requestor | Jade Rivers v =
Account Code 3
WO Type Software v (* Schedule : A
, Status 4 {|=
Priority 2 5= Assigned To f
i _——— VATNo | 123455750

Request Date |07/04/2022 v [1wms2 4 Assigned By | Julanda Kessier o
Hold Reason 8
Status [0 -Oper Scheduled Start [07/04/2022  + | 14:10:52 g
3
Billable [ Scheduled End (07052022~ [00:00:00 Address |29 Dune AveNew TonnDurban 1234 B
Capitalise [ ] Actual Start |07/05/2022 - ‘nn:no:no B
F
Work Order Item : Actual End | 07/05/2022 - ‘nn:no:no Is Debtor ¥/ i
_ —_— 3
Functional Location © Equipment () Delay Comments E R e B
A
Notes NoteDate | NoteTime Full| | &
Item |Kingston 24t . > _ = i

Comment |5 additional staff starting Code

on2May Rectification

Comments

Completion Date [07/05/2022 = |00:00:00

| User : JulandaK | 07/04/2022 | Version:2.5.0.8 | Example Company v2.5.0.8 o

REQUIRED CRAFTS TAB

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

ing panel.
16. Crafts that have already been identified for the work order will be lis-

ted.

17. @ Right click on the next active row in the Craft Name field to add
any additional craft(s) needed for carrying out this Work Order.
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$ - Work Order Maintenance - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 —JCale
| @ | Home | Equpment/Locaions  Contract  Finance /MR Inventory i /Projects i Seles  Service  Reportng  Utiities - & x
save  Back ‘Savelavuut (R
Maintair 4| Format .| Print |
ks s —— N Unks | Required Grafts & T -
— ipti tonal Licences. Please forwart B -
Enter text tosearch... Descritiom | otaton or new kemnoes Reflype  ReferenceType Referencetio
» CALL Call Reference CNO005305 .
CraftName  CraftDesc  EstlabourH... Crewsiz
PMNG Project Reference .
v 0 o = =
» |acc Accounting | 0.00[%
pp
Requestor |Jade Rivers . ADMN Administrati. 0.00
WO Type Software v|* Schedule : *
Priority 2 2]* Assigned To ~|*

[ N —e— This is the next
RequestDate [07042022  + |1a0:52 5 Assigned By | Manda Keseler - available row

Status |0 - Ope: Scheduled Start | 07/04/2022 v [ I
Billable [ Scheduled End | 07/05/2022 ~ |00:00:00 5 *

[ s3jeinpaiinboy <€ G pwowny | | eieq puonppy | | o wawdinby | | &

Capitalise [ | AmulSthlH/OS/ZDZZ - ‘uu:uo:uo b
Work Order Ttem : ActualEnd [07052022  ~ [oo:0000 3
Functional Location © Equipment () Delay Comments
Item Kingston P+ *
Comment |5 addtonal staff Starting Code h

on2May Rectification
-
Completion Date [ 07/05/2022 s

~ | 00:00:00

Meters
Open Windows ~ | User i JulandaK | 07/04/2022 | Version: 2.5.0.8 | Example Company v25.0.8

ADDITIONAL DATA TAB

18. Click on the Additional Data tab to expand the Additional Data dock-
ing panel.

19. You can view and rename the Custom fields 1 - 10, that can be utilised
for additional information required for this Work Order that is not
covered on the Work Order screen. Rename the field labels to suit your

company requirements.
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$ - Work Order Maintenance - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 ealan o
| @ | tome | Equoment/locatons  Conract  Fmance[HR Inventory [Projects i P sdes  Service  Reporting  Utilties - @ x
Save  Back ‘Ssvelavuut | Print .

Mantain .| Format | Print 4 L =
Links 2 P e L| Additional Data - = |[m
T — y Description | Additional Licences. Please forwar 2
Enter tex » TN | quotation for new licences RefType ReferenceType Referencelo H

» CAL Call Reference: CNO005305 Custom 1 | 3

Functions s

PMNG Project Reference Custom2 = - f
Time Custom 3 |Fed 2 =
Requestor | Jade Rivers v s
Custom 4 |Field + g
WO Type Software v|* Schedule : .
Custom 5 | 7eld 5 g
Priority 2 %)= Assigned To -4
. Custom 6 | F=ld ¢ s
RequestDate [07/04/2022  ~ |1a1052 & Assigned By | hianda Kessler o
Custom 7 | el |3
Status [0 - Ope Scheduled Start (070042022~ |14:10:52 g
Custom 8 |~cld & 2
Billable [ Scheduled End |07/05/2022  ~ |00:00:00 =
i Custom 9 |Fieic S
Capitalise || Amulstzn[m/ns/zuzz - ‘un:nn:no =
Custom 10 |~ 10 z
Parts Work Order Item : Actual End [u:/us/zuzz - ‘uu:uo:uo i3
, : 3
Functional Location © Equipment () Delay Comments g
s
. 4
Loans Item Kingston p+* —
Comment |5 additional staff starting e
on 2May Rectification
-
Completion Date 07052022~ |00:00:00
Meters
Open Windows ~ | User ; JulandaK | 07/04/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 7

EQUIPMENT INFO TAB

20. Click on the Equipment Info tab to expand the Equipment Info docking
panel.

21. When addressing the [+] icon in the Item field, this panel can be viewed
for additional information about the selected equipment item, including

any warranties and/or equipment notes if applicable.
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| User ; JulandeK | 07/04/2022 | Version:2.5.0.8 | Example Company v2.5.0.8

® - Work Order Maintenance - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 o]
| @ | rome | Equpment/locstons  Contract  Fnence/HR  Inventory [Projects i Pri Seles  Sevice  Reporing  Utiities - @ x
HO B &
save  Back ‘ Save Layout ‘ Print
Maintair 4| Format .| Print . <
Links n n.uipmentmo/ =ﬁ;.
Enter text o5 » Deseription A oo C " | Reflye  ReferenceType Referer rtne 5
i » CALL Call Reference CNODOS, partpese I ::‘S:
PMNG Project Reference Fd
Time B
WO Type Software +*  Schedule: Category H
Priority 2 3= Assigned To g
RequestDate [07/04/2022  ~ |1a1052 & Assigned By | hianda Kessler Warranties B
po— Scheduled Start (070042022~ |14 g
Billable [ Scheduled End [07/05/2022  ~ [00xt ! ;;
Capitalise [ ] Actual start | 07/05/2022 - ‘Dﬂ:[ B
Parts Work Order Item : Actual End | 07/05/2022 - ‘m:[ §
Functional Location © Equipment () Delay Comments. %
&
Item [Kingston P+ Equipment Notes c
Comment |5 addifional staff starting e
on2May Rectification T
Completion Date | 07/05/2022 ~ 00

METERS TAB

22. Click on the Meters tab to expand the Meters docking panel.

23. You will be able to view the meter history information for the Item ref-

erencing on the Work Order, if applicable.

Work Order

@ For a detailed handling of this topic refer to Work Orders - Add a

SAVE WORK ORDER

24. When you have finished adding details to the screen, click on Save.
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Calls - Work Orders

work 2.5.0.8 - Example Company v2.5.0.8 (—JCalx]
76 | Home | Equpment/Locaons  Comtact  Finance /MR Inventory /Projects Soes  Service  Reporting  Utiities - @ x
save | Back | savelayout | Print
Maintain __falFormat .| Print ‘| 8
Licks : Additional lease forward tinks 5
ipti ibonal Licences. Please forward |+ 2
Enter text to search o Descritiom | otaton or new kemnoes Reflype  ReferenceType Referenceo b
» CALL Call Refer CN0005305 3
Functions heles ';'.
PMNG Project Reference £
— x
Requestor | Jade Rivers v 1
WO Type Software v|* Schedule : ?L
Priority 2 %)= Assigned To hdp g
RequestDate [07/04/2022  ~ |1a1052 & Assigned By | hianda Kessler hd g g
Status [0 - Ope Scheduled Start |07/04/2022  + [14:10:52 3 * g
H
Billable [ Scheduled End | 07/05/2022 ~ |00:00:00 o * -4
3
Capitalise || mlsﬂn[m/ns/mzz - ‘uu:un:un ot :’
z
Work Order Item : Actual End |n7/n5/znzz - ‘uu:un:un : £
. - g
® X g
A e <
Meters | A
Open Windows + | User : JulandaK | 07/04/2022 | Version: 2.5.0.8 | Example Company v25.08

25. You will return to the Work Orders for Call Ref screen where you can
view the linked work order

26. Close the screen to return to the Call maintenance screen.

$ - Work Orders for Call Ref CHODOS305 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (=JCalx]
| @ | rome | Equpment/locatons  Conwact  Finance /MR Inventory [Projects Sales  Servce  Reporng  Utites - 2 [
OUXEOG A~ [ @W o K3
£ Workspaces ~
Add  Edt Delte View | Cose Complete Renstate | | Print  Export | @ gy | Reports
| Save Filter | -
Maintain - Process Format ‘ Print Current .| Reports . @
WOType | CalReference | Description Capitalise | CallDesc RequestDate  Priority Invoiceable  ProjectRef  ProjectDesc
A s e o0c o0 - = ooc ol e
M CNODDS30S  B6004 No B6004 04/04/2022 2 o
sw CNO0D5305  Additional Licences. Please forward aquo... No B5004 07/04/2022 2 No

—— b

| User : Julandak | 07/04/2022 | Version:2.5.0.8 | Example Company v2.5.0.8 4
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EDIT WORK ORDER

1. From the Work Orders for Call Ref [call reference number] screen,
2. Click on the row of the work order you wish to edit.
3. Click on Edit.

@ Short cut key: Right click to display the All groups menu list. Click on Edit.

$ - o—_—pw-ukordqs{wmw- BPO: Version 2.5.0.8 - V2508 =&l x
Lﬁﬁ | Home | Equipment/Locations  Contract  Finance /HR  Inventory i [Projects. i Ssles  Service  Reporng  Utiities - & x
| = = - & -
a x % 0 : : [ save Layout lﬁ mg & Refresh ‘j
é 2= Workspaces v
Add Edit | Delete View Close Complete Reinstate | _ Print Export | §% Find WO Reports
% Save Filter -
Maintai . Process . Format s Print 4| Curent .| Reports . &
WOCode WOType CalReference  Description Capitalise  CallDesc RequestDate  Priority Invoiceable ProjectRef  ProjectDesc
v o e ! e o e = - o e e
m WO0006261 ™MP CN0005305 B6004 No B6004 04/04/2022 2 No
WO0006263 sw CN0005305 Additional Licences. Please forward aquo... No B5004 07/04/2022 2 No

| User : JulandaK | 07/04/2022 | Version:2.5.0.8 | Example Company v2.5.0.8 o

4. " The Maintain WO - Ref [work order number] screen will be displayed.
" on page 2

5. You can make the changes to the Work Order information screen,
Required Crafts tab or Additional Data tab as required.

@ For a detailed handling of this topic refer to Work Orders - Add a
Work Order

6. When you have made the necessary changes, click on Save.
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O

Work Order Item : Actual End | 04/05/2022 - ‘LZ:DO:DO

$ - Maintain WO - Ref - 2508- 2508 —lBlx

| @ | tome | Equoment/locatons  Conract  Fmance[HR Inventory i [Projects i P sdes  Service  Reporting  Utilties - & x
save | Back ‘Savelavuut ‘ Print

Links 2 — Links [

- iption |B6004 - Additional hardware is * 2

Enter text tosearch... P Description | redtfor nstalaton Reflype  ReferenceType Referenceto g

1 caL Call Reference CND005305 8

Functions =

PMNG Project Reference =

e — x

Requestor | Juanda Kessler v g

WO Type  Impiementation v'*  Schedule: i

Priority 23 Assigned To | Belinda Sharman hd ;3

RequestDate [0404/2022  ~ [oo:00:00 3 Assigned By | hianda Kessler - g

Status [0 - Ope Scheduled Start (04042022~ [00:0000 g

Billable [ Scheduled End [05/04/2022  ~ [00:0000 & 5

3

Capitalise [ ] Actual Start | 04/05/2022 - ‘LZ:DO:DO B

z

g

H

g

Q

=

Functional Location @ Equipment () Delay Comments |Centynschedde |
Item [ilost e
Comment  Company is dosing early on Friday Code |New
for Stock Take Recintion
Comments

Completion Date | 04/05/2022 - 120000 3

| User ; JulandeK | 07/04/2022 | Version:2.5.0.8 | Example Company v2.5.0.8 2

DELETE WORK ORDER

1. From the Work Orders for Call Ref [call reference number] screen,
2. Click on the row of the work order you wish to remove.
3. Click on Delete.

@ Short cut key: Right click to display the All groups menu list. Click on Delete.

4. When you receive the Input Validation message to confirm;
* Are you sure you want to delete this work order, no.
[work order number]? Answer 'Yes' to delete the work
order.
5. Click on Yes.
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® - o——bwmkordecsbvcalludmms BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (=Jal=x
\7 E Home | Equipment/Locations  Contract Finance /HR Inventory i | Projects Manufacturing Procure Sales Service Reporting Utiities - & x
s p= p % — ~
© ZX|E ©Q ~ T @ e 3
) £ Workspaces +
Add  Edt [Delete [ View | Close Complete Remstate | Print  Export | wo | Reports
T, SaveFiter | = v
Maintain Proces: Format J Print Current Reports .| L
WOType | CalReference  Description Capitalise  CallDesc RequestDate  Priority Invoiceable | ProjectRef | ProjectDesc
ol e e o0 o0c = = o0 e "
™ ONODOS305  B6004 No B6004 04/04/2022 2 No
sw CNO0DS305  Additional Licences. Please forward a quo... No B5004 07/04/2022 2 No

Input Validation <—°

VA
Are you sure you want to delete this work order, no. W000062637
Answer "Yes' to delete the work order.

06—+ -« |

Open Windows ~

| User : JuandaK | D7/04/2022 | Version: 2.5.0.8 | Example Company v25.0.8

6. The work order has been removed from the Work Orders for Call Ref
screen.

7. Click on the Close button to return to the Call maintenance screen.

$ - Work Orders for Call Ref CNO005305 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (== ]ix]
7§}mma\w/m Contract  Finance [HR  Inventory | Projects. i Sales  Service  Reportng  Utiities -
O2XEOG ~ T @ e K3
£ Workspaces ~
Add  Edt Delete \View | Cose Complete Remstate | Print  Export | wo | Reports
% Save Filter | -
Maintain - Process Format 1 Print Current Reports | @
Links 2
Enter text to search...
- - 21 wocose WOType | CalReference | Description Capitalise  CallDesc RequestDate  Priority Invoiceable ProjectRef  ProjectDesc
Functions . e s 0 oBe o0c = = o0c ol s
» [ WO0D06263  SW CNODOS305  Additional Licences. Please forward a quo... No B5004 07/04/2022 2 No

1 b

| User:Julandak | 07/04/2022 | Version:2.5.0.8 | Example Company v2.5.0.8 Z
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VIEW WORK ORDER

1. From the Work Orders for Call Ref [call ref number] screen,
2. Click on the row of the work order you wish to view.
3. Click on View.

$ - e._——ymrkmdmfwaluamms-mnmum-mcumm (—JLa]ix]
| @ | rome | Enement/iotons  Conwact  Frnce /W Inventory  Manterance Projects_ Menufactrng _F Sdes  servce  Reportng  Unites = =
© 2 xX[E[0a ~ " @ ewe I
- = Workspaces ~
Add Edt Delete | View Cose Complete Reinstate | Print  Export | § Find wo Reports
| ¥, Save Filter g
intai Format Print Current .| Reports . @D
WOCode WOType CalReference  Description Capitalise  CallDesc RequestDate  Priority Invoiceable ProjectRef  ProjectDesc
v 0 L e a0 Oe e = = 0 Al i &
m WO0006261 ™MP CNO005305 86004 No B6004 04/04/2022 2 No
WO0006263  SW CNODOS305  Additional Licences. Please forward a quo... No B5004 07/04/2022 2 No

| User : JulandaK | 07/04/2022 | Version:2.5.0.8 | Example Company v2.5.0.8 o

4. The View Work Order - [work order number] screen will be displayed.

@ Note that only the Back button is available on this screen as this screen is

view only.

5. From here you can view the Work Order details, Customer Info, the
Required Crafts, Additional Data or the Equipment Info for the work
order.

6. Click on Back to return to the Work Order, or

* Click on Print to Print the Work Order.
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$ - View Work Order - W00006261 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 bl nallacy
[ | Home | Equipment/locations  Contract  Finance /MR Inventory [Projects i Pri Sdles  Service  Reporting  Utiities - @ x
= 4 I
Back || saveLayout | Print
=/
Maint. a Formal 4| Print 4 X
Links_ 0 Links ‘ I
: : whon BB s £
Enter texttosearch... P fesciotion Reffype  ReferenceType Referencetio g
CALL Call Refer CN0005305 3
Functions X heles A ';'.
PMNG Project Reference o >
Time =
Requestor | Juanda Kessier * g
WO Type Implementation Schedule : T nSL
Priority 2 ~|= Assigned To | Belinda Sharman - ;3
Request Date 04042022  ~ [00:00:00 Assigned By | Julanda Kessler * L g
Status |0 - Oper Sd-ednlﬂiSh-tIOAIU“/?“u - [nu:un:cn * . g
. . >a
Billable [ Scheduled End | 05/04/2022 ~ | 00:00:00 * 9 - g..
Capitalise || Amulstzn[uq/us/mzz - ‘LZ:Dﬂ:DD B
F
Work Order Item : Actual End [nq/ns/zuzz - ‘ 12:00:00 £
_ - A8
Functional Location © Equipment () Delay Comments | Currently on Schedule B
EA
Item Hilrest E
ion Code
Comment
Rectification
Comments
Completion Date |04/05/2022  ~ | 12:00:00
Meters
Meters
Open Windows + | User : JuiandaK | 07/04/2022 | Version: 2.5.0.8 | Example Company v25.0.8

CLOSE WORK ORDER

played.

completed

Click on the row of the work order that needs to be closed.

From the Work Orders for Call Ref [call ref number] screen will be dis-

E/j Note that you will only be able to close a work order that has been com-

pleted.

Click on Close.
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@ Short cut key: Right click to display the All groups menu list. Click on Close.

4. When you receive the Input Validation message to confirm;
* Are you sure you want to close this work order, no. [work
order number]? Answer 'Yes' to close the work order.
5. Click on Yes.

@For a detailed handling of this topic refer to Work Orders - Close
Work Order
$ - €@ —————————> workorders for Call Ref (0005305 - ¢ ——
[ 77 Home | Equipment/Locatons  Contract Finance [HR Inventory | Projects Manufacturing Procurement  Sales Service Reporting Utiities - x
OXEOG ~ I @ o= I
Ad Edt Delete View || Close | Complete Renstate ;Smmm print  Export | §% Find wo Reports
‘rm F Print 4| Curent 4| Reports . @
WOCode WOType CalReference  Description Capitalise  CallDesc RequestDate  Priority Invoiceable ProjectRef | ProjectDesc
| oD o 0 0 o o = = e ol 5
t] WO0006261 ™MP CNO005305 B6004 No B6004 04/04/2022 2 No
WO0006263 swW (CNO005305 Additional Licences. Please forward aquo... No B6004 07/04/2022 2 No
Input Validation 4—0
0 Are you sure you wﬁu to close this work order, no. WOD0062617
Answer 'Yes' to close the work order.
0— =1 w
| Open Windows + | User : JuiandaK | 07/04/2022 | Version:2.5.0.8 | Example Company v2.5.0.8

Scroll to view the Status for the Work Order in the Status column.

The Status has changed to C - Closed.

COMPLETE WORK ORDER

Work orders linked to a project should be completed when the work required has been

done.
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Calls - Work Orders

1. The Work Orders for Call Ref [call reference number] screen will be
displayed.

2. Click on the row of the Work Order you wish to complete.

3. Click on Complete.

@ Short cut key: Right click to display the All groups menu list. Click on Complete.

4. When you receive the Input Validation to confirm;
* Are you sure you want to complete this work order, no.

[work order number]? Answer 'Yes' to complete the work
order.
5. Click on Yes.

@For a detailed handling of this topic refer to Work Orders - Complete

$ - o—-——bwmorders'orcanwamsws : si 0.8 - Exam \ 0.8 — alix
| Home | Equipment/Locaions  Contract  Finance /[HR  Inventory [Projects  Manufactuing  Procurement  Sales  Service  Reporting  Utiities - @ x
# A} E - [ saveLayout g ﬁa . B
= G Refresh
Oz X 5 QG| ~ . O Ll
Add  Edt Deete View | Close [Complete| Renstote | Print  Export | % Frdwo | Reports
¥, SaveFilter -
Process ‘\e F Print 4| Current .| Reports Ll
WOCode WOType CalReference  Description Capitalise  CallDesc RequestDate  Priority Invoiceable ProjeciRef  ProjectDesc
Y o e | e o o = = o e o
E] WO0006261 MP CN0005305 B6004 No B6004 04/04/2022 2 No
WO0006263 sw CN0005305 Additional Licences. Please forward aquo... No B5004 07/04/2022 2 No
Input Validation ¢—————(&))

Areyou sure yvué;a"t to complete this work order, no. WO00062617
Answer 'Yes' to complete the work order,

06— =1 =~

| User : JulandaK | 07/04/2022 | Version: 2.5.0.8 | Example Company v25.0.8 |

Help v2.5.0.14 - Pg 16 - Printed: 25/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



#$$xref$$_371
#$$xref$$_371

Calls - Work Orders

REINSTATE WORK ORDER

1. From the Work Orders for Project Ref [project ref number] screen will
be displayed.

2. Click on the row of the closed work order that needs to be reinstated.

E/T Note the status for the work order as C - Closed.

3. Click on Reinstate.

@ Short cut key: Right click to display the All groups menu list. Click on Reinstate.

4. When you receive the Input Validation message to confirm;
* Are you sure you want to re-instate this work order, no.
[work order number]? Answer 'Yes' to re-instate the work
order.
5. Click on Yes.

®
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PRINT WORK ORDER
1. From the Work Orders for Call Ref [call reference] screen,
2. Click on the row of the work order you wish to print the work order
report for.
3. Click on Print.
4. When you receive the Report Generation message to confirm,
* Do you want to print the WO report for [work order num-
ber]?
5. Click on Yes.
$ - Work Orders for Call Ref CNO005295 - £70: ¥ 2.5.0.8 - Examp 5any v2.5.0.8 —EEe
\_f W Equipment fLocations  Contract Finance /HR Inventory | Projects Manufacmmg Procurement  Sales Service Reporting Utiities - & X
@ u u 9 : Tj:;:.:z;tv u s Refresh ‘
Add Delete  View Complete einstate oo P Print | Export o) Repovs
Maintai i Process f‘ ‘\b @ ‘
21 Wocede WOType | CalReference | Description Capitalise | CallDesc RequestDate  Priorty Invoiceable ProjectRef  ProjectDesc
v ol ok 0 oD e e = = e e
m WO0006229 M (CNO005295 BathBinMaint - Bathroom Bin Maintenance No BathBinMaint - Bathroo... 29/10/2021 2 No

o

Report Generation 4—°

=
Do you want to print the WO report for WO WO00062297

o= =

| User : JuandsK | 07/04/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

The Work Order will display in the Reports Preview screen.

From here you can make cosmetic changes to the Work Order, as well
as Save, Zoom, Add a Watermark, Export or Email.

Close the Report Preview screen when done.
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(8 preview 4—0 — (=
File View Background
Na (mA 8 BO0 - B-18a amws - a -+ 810 - =] [o]s
Work Order
Example Companyv2.5.0.8
StreetMo andRoad Name POBox 1234
Area New Town
City Durban
South Africa South Africa
0000 1234
RegNo.: 0000000asa4521 Fax No.: 031124545
VATNo.: 0000000 TelNo.: 0311234567
WO Barcode Customer: Big Bargains Tel No.: 031123 4567
LTV e e
Area: Priority : 2
Billable: NO
Shipping Address: 29 Dune Ave Call Date : 04/04/2022 00:00:0012:25
New Town Call Ref.: CN0005305
Durban Location : Kingston
Model No. :
Error Code:
1234 WO Code:  WO0006263
Machine Location:  On Site with client WO Desc: Additional Licences. Please forward a
quotation for new licences
ContractNo.: c.0oD Inclusions :
Technician Name and Comments :
T Meter 1 Meter2
PartDescription Desc
Part No x Qty x x X Value
Client Comment :
S additinnal eraff mamhare srartinn an 3 My
Page 1 of 1 100% = B )

FUNCTION TILES

Services

Third Party

The Times tile will direct you to the Time booking for
Work Order screen where you can Add, Edit and Delete
Labour Time for a Work Order linked to a Project. Refer to
Work Orders - Time Booking

The Services tile will direct you to the Internal services for

WO Code screen where you can Add, Edit and Remove an

Internal Service from the Work Order. Refer to Work
Orders - Internal Services

The Third Party Services tile will direct you to the Service
Request for WO Code screen where you can Add, Edit,
Delete, issue a Requisition and do Billing for the Work
Order. Refer to Work Orders - Third Party Service Request
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Calls - Work Orders

Loans

Swap Outs

Meters

1118 R

o
g
o
-

The Parts tile will direct you to the Service Request for
WO Code screen where you can, Add, Edit, Remove an
Internal Service to a Work Order, as well as view Requis-
itions, Issues and Transfers, maintain Notes, Change the

Warehouse, Remap a Part or Create a Part on the Work
Order. Refer to Work Orders - Part Requests

The Loans tile will direct you to the Loan Requests for WO
Code screen where you can Add, Edit, Delete and view

Returns on a loan request linked to the Work Order. Refer
to Work Orders - Loans

The Swap Outs tile will direct you to the Swap Outs for

WO Code screen where you can Add swap outs on a Work
Order. Refer to Work Orders - Swap Outs

The Meters tile will direct you to the Meters for WO Code

screen where you can view the list of meter readings
against the work order. Refer to Work Orders - Meters

The Equipment tile will direct you to the Expense Claims

for WO Code screen where you can Add, Edit and Delete

and expense claim from the Work Order. Refer to Work
Orders - Expenses

The Travel tile will direct you to the Travel Claims for WO

Code screen where you can Add, Edit and Delete a travel
claim from the Work Order. Refer to Work Orders - Travel

The Documents tile will direct you to the Documents for
Work Order screen where you can Add, Edit, Delete and
View a digital documents linked to a work order. Refer to
Work Orders - Documents

The functions tile will direct you to the Issued Warranties

for WO Code screen where you can, Add, Edit and Delete

a warranty linked to a work order. Work Orders - War-
ranties Issued
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TECHMNOLOGSTES

Calls - Work Orders

Instructions

Work in Progress

TIL

Time Review

The functions tile will direct you to the Instructions for
WO Code screen where you can Add, Edit, Delete and

Complete an instruction for a Work Order. Refer to Work
Orders - Task Instructions

The functions tile will direct you to the Images for WO

Code screen where you can view and Print the images
linked to the Work Order. Refer to Work Orders - Images

The functions tile will direct you to the Work in Progress
for WO Code screen where you canReturn, Invoice WO

and Invoice Call(s) linked to the Work Order. Refer to
Work Orders - Work in Progress (WIP)

The functions tile will direct you to the Maintenance Meth-
odology for location screen where you can Add, Edit and

Delete a maintenance methodology from a Work Order.
Refer to Work Orders - Maintenance

The functions tile will direct you to the Time Not Billed for
Work Order Code screen where you can Invoice WO,

Invoice Project, Flag Reviewed and set SLA Time linked to
the Work Order. Refer to Work Orders - Time Review

PROCESSING TILES

|
|

The Quotes functions tile will direct you to the Sales
Quotes for Work Order screen where you can Add, Edit,
Delete, View, Accept, Reject, Covert and Clone a Quote
linked to a Work Order. Refer to Work Orders - Sales

Quotes

The Orders functions tile will direct you to the Sales
Orders for Work Order screen where you can Add, Edit,
Delete, View, Create Invoice, Create New Deal, Add
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Calls - Work Orders

Items to WO, New Deal Project, Print Sales Order and
Print a Proforma Invoice. Work Orders - Orders

The Invoices functions tile will direct you to the Sales
| Invoices for Work Order screen where you can Add, Edit,
add a Comment and Reference, Print and Send Invoices to
Print Queue. Refer to Work Orders - Invoices
The Credit Notes functions tile will direct you to the Sales
_ Credit Notes for Work Order screen where you can Add,
| Edit, Delete, View, Release for Approval, Remove from
Approval, Approve Cr Note and Send Cr Notes to Print
Queue. Refer to Work Orders - Credit Notes

MNU.122.033
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