
PROJECTS
WORK ORDER ALLOCATION - LINK TO NEW 
PROJECT

An unassigned work order(s) can be allocated to a new project.       

One or multiple work orders can be linked to a new project.                         

Ribbon Access: Maintenance / Projects   >  Work Order Allocation        

 

 1. The Work Order Allocation listing screen will be displayed. 

 2. This screen is divided into 2 frames:

 l Unassigned Work Orders: This frame lists all the unas-

signed work orders.                                 

 l Project Work Orders: This frame lists the projects with 

linked work orders.
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 3. In the Unassigned Work Orders frame, click on the row of the unas-

signed work order (for a single work order) you wish to allocate to a 

new project, or

 4. To select multiple work orders, 

 l Hold down the                                   Ctrl                                   key on your keyboard, then use your 

mouse to click on each                                   unassigned work order                                  you wish to 

allocate to a new project, or

 l Hold down the                                  Shift key on your keyboard, then use the                                   up                                   

and                                   down                                   arrows on your keyboard to select all the 

required           unassigned           work orders.         

 5. Click anywhere on the            selected line(s) then drag the work            order(s) you 

want to allocate,   from the            Unassigned Work Orders frame,          

 6. and drop on the New Project in the Project Work Orders            frame. 
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 7. The                                Add a new project                                screen will display.                               

 8. Click in the                                Description                                text box to type in a description for the project.

                              

 9. Confirm the editable project                                Identification                                and                                Schedule                                details, for 

example: Project Type, Start and End Dates.                              

For a detailed handling of this topic refer to Projects - Add Main 
Project

 10. When you have finished adding the relevant details, click on Save.                              
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                           VIEW NEW PROJECT                          

 11. The new project will  be displayed in the                                Project Work Orders           data grid 

as                                NEWPROJ                              .                              

 12. Click on the                                   Expand                                   button in the row of the                                   New Project to view the 

linked work order detail                                 . 

           Remember that if you have assigned the wrong work order(s), click on 

Cancel Unsaved Changes to cancel the assignment.         

 13. Click on Save Work Order to Projects.
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                              ASSIGN PROJECT NUMBER                             

 14. The newly created project will now be assigned a Project Reference 

Number.                           

 l The example project  has been assigned project number                              

PRJ0000416                          .                            

 15. Click on           Close           to exit this screen.         
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