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SERVICE

CALLS - START WORK

You can begin the Start Work process from the Call Listing screen in BPO.

From here you can Start and End work on the Calls you are working on.

You or the Call Centre, can start work on behalf of a Technician, but the Tech-

nician will need to end work for themselves.

A Call must be in the New status to enable Start Work. It will then move to

the In Progress status where you can continue the process until End Work.

If a technician is using Tech Connect, then he can Start Work on the Call

from his device.

Ribbon Access: Service > Calls
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| @ osprment/Locatons  Convect  France[HR  lnventry  Mantmace/Projects  Manufschrng  Prorement  Sdes | Sevce | Reportng  Ulites
a ﬂ;f; - [l Technicians ﬁ @ "2‘ % ,i;': wIP & My Work Orders R
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1. The Call Listing screen will be displayed.
2. Select the Site the call has been logged for.
* The example Durban is selected.
3. Ensure that the status has been set to New.
4. Click on the row of the Call you wish to start work on.

[%9 This can be an Unassigned call or a call where you have been assigned the

Technician.

5. Click on Start.
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< B CopeTom 0 B CND00S282  03/03/2021  UnAssigned 08:00:00  BathBinMaint - Bathroom Bin Maintena... SM Scheduled
O New 0 B CNOOOS5281  27/08/2021  UnAssigned 08:00:00  BathBinMaint - Bathroom Bin Maintena... SM Scheduled
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6. The Time Logging Express screen will be displayed.

START WORK DETAILS

* Employee: The employee field will populated with the per-
son currently logged onto the system. Click on the down

arrow to select an alternative employee, if required.

e Call: The call number and description of the selected call will

populate this field. Click on the down arrow to select an
alternative call number from the call list, if required.

* Work Order: If only one Work Order is linked to this call,
then this field will populate with the work order number
and description.

* If more than one Work Order has been linked to

the call, click on the down arrow to select the
required Work Order.
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* Equipment: Once the Work Order has been selected, the
equipment field will populate with the serial number and
description of the machine linked to the work order, if

applicable.
¢ Location: If a functional location has been linked to the

work order, then this field will populate with the location.

E/T Note that the Work Order will be linked to either a machine or

a location.

e Status: The final unlabelled text box will contain a descrip-
tion of the current status of the work e.g. "Work not star-
ted".

PRINT WORK ORDER REPORT

7. Once the Work Order has been selected, you can Print the Work Order
Report.
8. Click on Print.
9. When you receive the Report Generation message to confirm;
* Do you want to print the WO report for WO[number]?
10. Click on Yes.
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$ - Time Logging Express - BPO: Version 2.5.0.7 - Example Company v2.5.0.7 =) ]x]
\7§7 Home [locations  Contract Finance fHR  Inventory /Projects  Manufa Sales  Service Reportng  Utiities - & x
o 0 &

Surt endwork | prnt 4"_.

Employee Julanda Kessler -

call Cn000S295 - 6 th ce
Work Order WO0006229 hd \BinMaint - Bathroom Bin ar

Location Checkers Centre - Hillcrest

Report Generation 4—.
‘Work not started. - .
Do you want te print the WO report for WO WO00062297
@O—[ =]
‘}hmwrnbm' | User : JulandeK | 19/01/2022 | Version: 2.5.0.7 | Example Company v2.5.0.7

11. The Work Order will display in the Reports Preview screen.

12. From the preview screen you can make cosmetic changes to the doc-
ument as well as Save, Zoom, Add a Watermark, Export or Email the
report.

13.

Click on Close to return to the Time Logging Express screen.
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(8 previen +——————)

Work Order

Example Company v2.5.0.7

StreetNo and Road Name POBox1234

Area New Town

City Durban

South Africa South Africa

o000 1234

RegNo.: 0000000asa4521 FaxNo.: 031124545

VATNo.: 0000000 Tel No.: 031123 4567

WO Barcode Customer: Westwood Dynamic Tel No.: 031789 4561

Code: WES001 Contact: Jason March
Area: Priority : 2

Billable: nNO

Shipping Address: 965 BarletStr Call Date : 29/10/202100:00:00 08:00
WestDunes Call Ref. : CND005295
Location : Checkers Centre - Hillcrest
Model No. :
Error Code :
2345 WO Code:  WO0006229
Machine Location : WO Desc: BathBinMaint - Bathroom Bin
Maintenance
Contract No. : C.0D Inclusions :
Stock Requested
Part Code Part Description Quantity
5P13-147K Black Toner 5P1919 2.00000
Prior Issues:
| Call Ref. Call Date Issue Solution Technician
iCNDGDEQB? 22/10/2021 BathBinMaint - Bathroom Ein Julanda Kessler
{ 00:00:00 Maintenance
§cmmnszsn 15/10/2021 inMaint - Bathroom Bin
| Pagelof1 100% (=)

File View Background -1
| B0 #% IH AR &6 808 B ® @ |Q [mw% ~ & SN -I@]

START WORK

14. From the Time Logging Express screen,
15. Click on Start Work.
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$ - .———brmmm»mwmr-wmvm [—][a ][ x
- @ | rome ipment [Locations  Contract  Finance fHR  Inventory  Mai [Projects  Man Sadles  Service Reportng  Utlities - & x
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start |Endwork | Print
Work q_\__'
Process .| priot S
T ——
call Cn000S295 - 6 - Bath
Work Order /00005229 ~ [BathBnMaint - Bathroom Bn
Equipment

Location Chedkers Centre - Hillrest

Work not started.

Open Windows v

| User:Juandak | 19/01/2022 | Version:2.5.0.7 | Example Companyv2.5.0.7

16. You will return to the Call Listing screen.
17. When you receive the Time Processing message to confirm that;

* Work started on work order WO[number].
18. Click on OK
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Q al 0 v« e »
Open Windows ~ | ser : JuiandaK | 19/01/2022 | Version: 2.5.0.7 | Example Company v2.5.0.7

19. The Call has been removed from the Call Listing screen where the
status is New.

20. Click on the In Progress status to view the call.

21. Note the Call State for the call has change to Started Work.
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Call Listing - BPO: Version 2.5.0.7 - Example Company v2.5.0.7
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| User:Juandak | 19/01/2022 | Version:2.5.0.7 | Example Companyv2.5.0.7

END WORK

1. To end work on a call, ensure that the Status has been set to In Pro-

gress.

2. Click on the row of the call you wish to end.
3. Click on Start.
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Q© Closed
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2
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Count: 3

M »

4. The Time Logging Express screen will display.
5. Click on End Work.

$ - .__—brmmzm-mvmu.m-wc_—nm — (o )(x
Home [locatons  Contract Finance /HR  Inventory  Mai [Projects i Sses  Service  Reporting  Utiites - @ x

End Work| | Print |

[ianda Kessler
Call CNDODS295 - inMaint - Bathy
Work Order WO0005229 - - Bath

Equipment

Location Chedkers Centre - Hilrest

‘Work Started on work order WO0006229 on the 19/01/2022 at 16:31:11.

Open Windows + | User: Janda | 13/oy/2022 | Verson: 2507 | Example Conpany v2.50.7
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6. The Close Open Work frame will display.
7. Any previous work will be noted in the Prior Work and Tech Comment

frames.

* Click on a row in the Prior Work frame. The corresponding
observation from the Technician responsible for the work,
will reflect in the Tech Comment frame, if a comment was
recorded.

* The corresponding rectification observation from the Tech-
nician responsible for the previous call, will reflect in the
Rectification Comment frame, if a comment was recorded.

* Use the scroll bar to scroll across the Prior Work frame to
view more information related to previous calls, such as the
previous work date(s), the previous Technician responsible
for the work order, etc.

$ - .—_’ﬂneoquwk-'&Ve-‘-mJ-hin*Emmvu‘J (== ](x]
| @ | Home | Equpment/locations Contract Finance /MR Inventory i [Projects  Mar i Sdles Service Reportng  Utiites - & x
© =
End Work | Save Layout
,,,,, Forn I~y
Employee Juanda Kessler Prior Work
Call [cn0005295 BathBinMaint - Bathroom Bin Maintenance 1qhmwmdm
ParentRef |WOCode | Desciption | Status StatusDesc | Rectificatio... |WorkDate | Te
Work Order /00006279 BathBinMaint - Bathroom Bin Maintenance Hl [: ]O |M I ‘Dwum ]
Location | Checkers Centre - Hillerest
Work State
(O Unresolved Client Qunresolved OResolved ‘
ion Code | \v\ ‘ o
Comments Tech Comment
B
-
Rectification Comment
=
Work Started on work order WO0006229 on the 19/01/2022 at 16:31:11
-]
Open Windows v | User: Jianda | 19/01/2022 | Version:2.5.0.7 | Example Companyv2.5.0.7
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OPEN WORK DETAILS

@ Note that this information cannot be edited in this screen.

* Employee: The employee field will auto populate with the person
selected on the Time Logging Express screen.

* Call: The call field will display the Call number and description.

* Work Order: This field will display the selected Work Order num-
ber and description.

* Equipment: The equipment field will display the serial number
and description, if a machine was linked to the work order.

* Location: The functional location will populate this field, if a loc-

ation was linked to the work order.

Employee Julanda Kessler

Call [CN0005295

Work Order |1/00005222

Equipment | \‘

Location ‘O»edrasCentre-Hlaest
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WORK STATE

It is important to select the correct Work State as each selection will place the call in a
different status:

Calls - Place on Hold

Calls - Move to Pending Status

Calls - Complete a Call

Resolved

1. Click on the Resolved radio button.
2. Rectification Code: Click on the down arrow to select the appropriate

rectification Reason Code and Description from the options list.

@ The Hold reason codes are set up in Static Data in the Configurator.

3. Comments: Click in the text box to type in a comment related to the

call rectification.
4. Click on End Work.
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$ - Close Open Work - BPO: Version 2.5.0.7 - Example Company v2.5.0.7 —Jajix
| e Home = Equipment /Locations  Contract  Finance fHR  Inventory i /Projects  Man Sales Service Reportng  Utlities - & X
End Work | | Save Layout
4 Formal a ~
Employee  Juanda Kessler Prior Work
call . BathBinMaint - Bathroom Bin Maintenance Eﬂuﬂ:mw that column
ParentRef \wocnne |Description | Status. StatusDesc | Rectificatio... \wm'ld)are Te
» CNODOS295 | WO0006229  BathBinMain... O Open 01/01/1900
Work Order 9 BathBinMaint - Bathroom Bin Maintenance
Equipment
Location |Checkers Centre - Hilerest
Work State ™ ’
(O Unresaived Cient Ounesaived A kesctved L ‘
Rectification Code | Serviced Machine M| K v
Comments  Machine service completed as scheduled| Tech Comment :
Rectification Comment
| Work Started on work order WOD006229 on the 19,01/2022 at 16:31: 11 =
| |
Open Windows ~ | User : JuiandaK | 19/01/2022 | Version: 2.5.0.7 | Example Company v2.5.0.7 |

Unresolved / Unresolved Client

The procedure for an Unresolved or Unresolved Client Call is very similar. For the pur-

pose of the example, the Unresolved Client option will be followed.

1. Click on the Unresolved or Unresolved Client radio button.
* In the example the Unresolved Client radio button was
selected.
2. Rectification Code: Click on the down arrow to select the appropriate
rectification Reason Code and Description from the options list.

@ The Hold reason codes are set up in Static Data in the Configurator.

3. Comments: Click in the text box to type in a comment as to the reason

for call being unresolved.
4. Click on End Work.
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5. When you receive the Work Process message requesting;

* Do you wish to assign this to the next person?
6. Click on Yes to assign the call to the next person, or

* select No to leave the call open as Unassigned.

$ - Close Open Work sion 2. Example Company v2.5.0.7 — G
@ | rome | Equpment/locstons Contract Fimance /HR  Inventory Maintenance /Projects  Manufactuing  Proawement Ssles  Service  Reporfing  Utities - & x
End Work || Save Layout
P Format o
Employee  Julanda Kessler Prior Work
Call [CN0005295 BathBinMaint - Bathroom Bin Maintenance lmhmwmm
| ParentRef | wocode l,D?SE“?""‘ | Stabe Statusbesc | Rectificatio... | WorkDate | Te
. |wooo0s229 | in... O |01/01/1500
Work Order | 1/00006220 BathBinMaint - Bathroom Bin Maintenance
Equipment

"~ - _ Location |Checkers Centre - Hilcrest

Work State —
® Unresolved Client ~ Ounesaved OResolved
Rectification Code | Awaiting Scheduied Date E]‘ “ v
Comments |Bathroom unavailable due to repairs required - Tech Comment
‘ -]
Work Process 4—.
I .
Do you wish to assign this to the next person? j
® - o
Work Started on wark order WO0006225 on the 19/01/2022 at 16:31
Open Windows ~ | User ; JulandaK | 19/01/2022 | Version: 2.5.0.7 | Example Company v2.5.0.7 é‘

Assign Call

7. The Call Assignment : Reference No: CN[number] screen will be dis-

played.
* Assigned To: Click on the down arrow to select the person

you wish to assign the work order to.

@ Note that you can assign the work order to yourself, if

required.

* Detail: The information linked to the work order will display

in this field. Add or edit the information as required.
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* Assignment Date: and Time: This will auto populate with
the current date and time.

e Date: Type in or click on the down arrow to use
the calendar function to select an alternative
date, if required.

* Time: Type in or use the arrow indicators to
select an alternative time, if required.

* Assigned By: The name of the person currently logged on to
the system will display in this field. Click on the down arrow
to select an alternative person, if required.

* Create new Work Order: Click on the check box to create a
new work order to be linked to the call.

* Open Work Orders: All the open work orders for the call
will be displayed in the open work orders frame. Click to
select the relevant work order if you wish to assign the work
to an existing work order.

8. Click on Save.

$ -~ > Call Assi : Ho.: € - BPO: Version 2.5.0.7 - Example Company v2.5.0.7 — x

o
| & | rome ipment /Locations  Contract  Finance [HR  Inventory i J Projects Jfacturi Sdes Service Reporting  Utiities 8 x
= JL<) H
sa

ve | Back | Savelayout | View Cal

Process 4| FONNEt | Vie 4 2

Assigned To | Wesley Haynes v]=

Detail iint - Bathroom Bin

Assignment Date | 19/01/2022  ~ |16:37:55 3 *
Assigned By lulanda Kessler -|=

Create new work Order

Open Work Orders

WOCode Description

O
O ‘WO00006229 BathBinMaint - Bathroom Bin Mainte

»

Open Windows v | User:JulandaK | 19/01/2022 | Version: 2.5.0.7 | Example Company v2.5.0.7 v

Help v2.5.0.14 - Pg 15 - Printed: 25/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



=3
Calls - Start Work

Unfulfilled Part Requests

9. When assigning a work order, and unfilled part requests related to the
call exists, then you will receive an Input Validation message to con-
firm;

* There are completed work orders with unfilled part
requests related to this call. Do you want to move these
requests to the new work order?

10. Select Yes to move the part requests to the new work order, or

* select No to complete the unfilled part requests. Refer to

Work Orders - Part Requests

$ - Call Assi : Ref ek s Gy — =

e Home | Equipment/Locations Contract Finance fHR  Inventory  Maintenance [Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & X

HO B E

save Back | Sevelayout | ViewCal

Assigned To | Wesley Haynes -

Detail int - Bathroom Bin -Bin could not
be done due to the bathroom bins being damaged

Assignment Date | 19/01/2022  ~ [16:0457 3 *
Assigned By lulanda Kessler v

Create new Work Order i/

Open Work Orders

[1  WOCode Description
» [ woo006234 BathBinMaint - Bathroom Bin Mainte...

Input Validation 4—.

£
There are completed work orders with unfilled part requests related to
this call. Do you want to move these requests to the new work order?

O— [ ] ~

Open Windows v | User: JulandaK | 19/01/2022 | Version:2.5.0.7 | Example Company v2.5.0.7 i

11. The Requests To Move screen will display with a list of all the unfilled
Part Requests.

12. Click to select the part requests you wish to move to the new work
order.

13. Click on OK.
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TECHMNOLOGSTES

Calls - Start Work

Assigned By Julanda Kessler

Assignment Date | 19/01/2022 v |16:0457 S *

$ - Call Assiy : Refe No.: BPO: Version 2.5.0.7 mple P v3 =)= j(x
| e Home /locations  Contract  Finance fHR  Inventory /Projects  Manufa Sales  Service Reporting  Utiities - & x
HO & B
Save Back | Savelsyout | ViewCal
Process L= To Move < . ERRCRES
- H
Assigned To | Wesley Haynes -]+ e |
Detail int - Bathroom Bin -Bin could not @ 0
be done due to the bathroom bins being damaged
Ok | Back

¥  fidDocNo

-

Create new Work Order /|
Open Work Orders
[ woOCode Description
» O ‘WOD006234 BathBinMaint - Bathroom Bin Mainte.

v| W IPQoooos4so MM MR WOD006234

fidPart Code  fid Part Desc | fid WO Code  fid Quantity
200000

| User:Juandak | 19/01/2022 | Version:2.5.0.7 | Example Companyv2.5.0.7

CALL PROCESSING

14. You will return to the Time Logging Express screen.

15. When your receive the Call Processing message to confirm that;
* Call No: CN[number] has been assigned.

16. Click on OK

17. Close the screen.
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TECHMNOLOGSTES

Calls - Start Work

$ - .———»nmLoggingExpmss BPO: Version 2.5.0.7 - Example Company v2.5.0.7 ™

‘7e7‘ Home [Locations  Contract Finance /HR  Inventory i /Projects  Manufa Sales Service Reportng  Utiities - %E
Start  End Work Print

Process 4| Print 4 ad

Employee Julanda Kessler -

call Cno00S274 ~ | PROJ4060R002

Work Order WOD0005136 ~ | PROJ4060R002

Equipment

Location Durban North

‘Work Started on work order WOO0006 136 on the 19/01/2022 at 16:17:30.

‘ Open Windows

Call Processing 4—. X

F
0 Call No : CN0005274 has been assigned.

o—[ x|

| User:Juandak | 19/01/2022 | Version:2.5.0.7 | Example Companyv2.5.0.7

18. You will return to the Call Listing screen.

19. The Call will no longer be in the In Progress status.
20. For an Unresolved Client, the call can be viewed in the Hold status,

and the Unresolved call can be viewed in the Pending status.
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TEcHNoLosT=s Calls - Start Work

& - .——»c.lmﬁq-mvmw-h-ﬂzc_q—ymr (=Ja]ix]
Home [locations  Contract Finance fHR  Inventory M Projects i Sales  Service  Reporting  Utlitis - & x

@ ['2 01012020  ~ -\{?} [Deraat 73] | [ Savelayout | g myCal Q

| 2= Workspaces v | o Assion
Add  Edit 19/01/2022 | Refresh mycals [] 9, Save Fiter 1 st Cose Complete Hod Pendng Release PTt REper

Maintain 4 State > Format 4 Work Process 4| Print_uRepo.. . ad

© Find O Filter

G CalDate CalState Technician CalTime Description CallType CalTypeDesc
? = L= {3 e A0 L3 L3

@ CND005302 18/01/2022 Awaiting Acceptance Wesley Haynes 14:35:39 New machine implementation MP Implementatic
» B CNO0D5296  05/11/2021  No Signature Julanda Kessler 08:00:00 BathBinMaint - Bathroom Bin Maintena... SM Scheduled Ma|

Information No Of Calls
+ [ Durban 195
O New 182
O InProgress
» @ Hold

3
2
@ Pending 1
7
4

© Complete
© Closed
[0l 185
- Pretoria
© New
&) InProgress
& Hold
@ Pending
© Complete
Q© Closed
Q Al
+ [ Cape Town
© New
@ InProgress
& Hold
@ Pending
@ Complete
Q© Closed

Q al
Open Windows v | User:JulandaK | 19/01/2022 | Version:2.5.0.7 | Example Company v2.5.0.7 "

Count: 2

coocoooocoooo0o0 oo

M D — »

MNU.122.035
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