Assign / Remove an External Labour Resource

We are currently updating our site; thank you for your patience.

MAINTENANCE

TASKS - ASSIGN /[ REMOVE AN EXTERNAL
LABOUR RESOURCE

Tasks are set up in order to perform scheduled maintenance / service.

You can assign an External Labour Resource to a Task. This gives you the

ability to see which subcontract services are required for the Task to be com-

pleted. Third Party Service Requests will be created when the Task is gen-

erated.

Ribbon Access: Maintenance / Projects > Tasks

a ) BPO: Version 2.5.0.0 - Example Company v2.5.0.0 -8B x
% Equipment /Locations  Contract  Finance /HR  Inventory | Maintenance / Projects Manufacturing  Procurement  Sales  Service  Reporting  Utiities
| = e =0y =2, | =] -
= B 0 5% =5 & | &

Instructions | Tasks | Generate | WorkRequests | Maintenance | Projects  Standard ~ Work Order Technician
Tasks Radar Methodology ~ Allocation  Allocation

1. The Tasks list screen will be displayed.

2. Click on the row of the task you wish to assign an External Labour
Resource to.

3. Click on Edit.

®Short cut key: Right click to display the All groups menu list. Click on Add.
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Assign / Remove an External Labour Resource

$ - Tasks - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 (= (el x]
| @ | Home | Equpment/locatons  Contract  Fance [HR  Inventory i [Projects i Sales  Service  Reportng  Utiities - & x
c a ] = == \ =
O||X & ®| & B
Add | Edt |Delete View | Savelayout Workspaces | Refresh Export
1 @
TaskDesc  TaskClass  TaskClassD.. WOType WOTypeDesc  Priority InServiceTask SingleWO ~ WOPerAsso... | WOPerInstr.. EmployeeN.. CreateProject Cred
e L3 e e e = 0 e e e e e e
Daily, Colou... SRV Service M Scheduled .. 2 Yes No Yes No DUT001 No v
Daily, Mono... SRV Service M Scheduled .. 2 Yes No Yes No SHADD1 No v
Weekly, Mo SRV Service sM Scheduled .. 2 Yes No Yes No DUT001 No r
Weekly, Cal... SRV Service M Scheduled ... 2 Yes No Yes No SHADD1 No ’
Weekly, Mo... SRV Service sM Scheduled ... 2 Yes No Yes No 5HADO1 No ’
Monthly, M... SRV Service: M Scheduled ... 2 Yes No Yes No SHADO1 No v
‘Monthly, C.. SRV Service sM Scheduled ... 2 Yes No Yes No DUT001 No v
Monthly, M... SRV Service sM Scheduled . 2 Yes No Yes No SHADD1 No v
Bi-annually, .. SRV Service M Scheduled .. 2 Yes No Yes No DUTO01 No r
8i-annually,... SRV Service: M Scheduled ... 2 Yes No Yes No DUT001 No v
Bi-annually,... SRV Service SM Scheduled ... 2 Yes No Yes No DUT001 No ’
Yearly, Mon... SRV Service sM Scheduled ... 2 Yes No Yes No S5HADO1 No ’
Yearly, Colo... SRV Service SM Scheduled ... 2 Yes No Yes No SHA0O1 No ]
Yearly, Mon... SRV Service M Scheduled .. 2 Yes No Yes No DUT001 No v
2Daily -Cal.. SRV Service sM Scheduled ... 2 Yes No Yes No SHADD1 No )
2Weekly - SRV Service M Scheduled .. 2 Yes No Yes No SHADD1 No \
2Monthly - ... SRV Service M Scheduled .. 2 Yes No Yes No DUTO01 No Al
2Yearly-C.. SRV Service M Scheduled ... 2 Yes No Ves No DUT001 No A ‘
001 Daily -Call .. SRV Service M Scheduled .. 2 Yes No Yes No MUD0O1 No 3
TESTO01 TestTask SRV Service NSP Inspection 2 Yes No Yes No SHADD1 Yes ’
TT06MCS  6MonthMa.. SRV Service SCH Scheduled .. 2 Yes No Yes No SHAO01 No \
T042 B-annually, .. SRV Service SM Scheduled .. 2 Yes No Yes No MUD0O1 Yes v ‘
Open Windows ¥ | User : JulandaK | 12/05/2021 | Version : 2.5.0.0 | Example Companyv2.5.0.0

The Edit Task screen will be displayed.

5. Click on the External Labour Resource tab to display the External
Resource frame.

6. Expand the External Resources panel until all the columns can be

viewed. This will make it easier to work with.

ADD AN EXTERNAL RESOURCE

7. Right click in an available line in the data grid to display the Process
menu.
8. Click on Add - Add an External Resource.
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Assign / Remove an External Labour Resource

£ .___bhﬁtTnsk-mVasinm..-hmﬂeCﬂmmvm I —lla | x
ﬂnm jpment /Locations  Contract  Finance /HR  Inventory i JProjects i Sales  Service Reportng  Utiities - & x

HO |
=}

Save  Back ‘Ssvelavnut Workspaces

= Format

.

TaskNumber TTosMcs | External Resource ——
Task Description 6 Month Machine Clean and S¢

Person Responsible | Belinda Sharman < .. ServiceCode | ServiceDesc.. WorkDesc  SupplierCode ' SupplierName = Quantity EstCost EstDur Contracthum  Status
D o0 A B o = = - B o0

82IN053Y [PUIBIT

Work Order Type Scheduled Maintenance A

Task Class  Service 1| Process -
In Service Task V/ ‘Add
Is Overhaul | | <------="°=°-"°"°"°

Short Interval 4 Delete
Methodology =3 from Actua % oocte Eaternal Resource\v

Long Interval 4
Meth dogy Interval Enforced \

Schedule Definition

- | ScheduleType | ScheduleTy... | ServiceEvery
b93 . T Time 1.0
= C Condition 50,000.0

o3
g |

Open Windows ~ | User: Jdandak | 13/05/2021 | Version:2.5.0.0 | Example Company v25.0.0

9. The Select a Service screen will be displayed.

i. Click on the row of the service you wish to assign to this task.
ii. Click on OK.
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Assign / Remove an External Labour Resource

$ - £dit Task 0-¢ . = — —
e Home | Equipment/Locations  Contract  Finance /[HR  Inventory  Maintenance /Projects  Manufacturing  Procurement Sales  Service Reporting  Utiities - & X

HO | E8

Save Back | Savelayout Workspaces

@D

Task Number | TTOSMCS et P = |

g

Task Description 6 Month Machine Clean and S¢ 2

Person Responsible Belinda Sharman -l .. ServiceCode  ServiceDesc...| WorkDesc SupplierCode  SupplierName = Quantity EstCost EstDur ContracthNum  Status é’

¥ o o0 o0 0 oD - = = o e 5

Work Order Type Schedued Maintenance 9 - g g B o o H
10 0 0 0.00 0.00

Task Class  Service M
In Service Task V/

Is Overhaul [ |
- | -_—'s;lectaServ‘»ceq—. — J(o ][ x

Short Interval d
Method Interval from Actual prom
Long Interval = ¥
ooy | Interval Enforced i @
Save Layout
| Process .| Foma o
Schedule Definition
ServiceCode | ServiceDescription Type Class TaxRate Status
- | ... ScheduleType ScheduleTy... ServiceEvery v o L:3 L¢3 e = o -
L4kl B e 10 N cauw Call Out Fee T SR 15.00 A
9 .. C Condition 50,000.0 Z]cu: Cleaning Fee INT £ 15.00 A
g | | DEA Dealer Service Fee T SR 15.00 A
DEL Defivery Fee INT SER 15.00 A
DES Design consultation INT SER 15.00 A
NP Inspection NT SER 1500 A
Open Windows ~ | User:JulandaK | 13/05/2021 | Version:2.5.0.0 | Example Company v2.5.0.0 -

10. The Service Code, Service Description, Work Description, Quantity,
Estimated Cost, Estimated Duration and Status fields will populate

with the service you have selected.

SELECT THE SUPPLIER

11. Click in the Supplier Code field to display an ellipsis button.
i. Click on this button to display the Select a Supplier screen.
ii. Click on the row of the supplier you wish to outsource the task
to.
iii. Click on OK.
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Assign / Remove an External Labour Resource

® - Edit Task - 50: Version 2 = e
[ e Home | Equipment/Locations  Contract  Finance /[HR  Inventory /Projects Sales Service Reporting  Utiities - & X
HO =
@ = .
Save  Back ‘ SaveLayout Workspaces o
Processing 4| o
Task Number | TTOSMCS Extennsl Resowes S > . — 2 e
g
Task Description 6 Month Machine Clean and S¢ - o ; 2
(—— 4 | - e g
Person Responsible Beinda Sharman - .. | ServiceCode | ServiceDesc... WorkDesc SupplierCe e, SupplierName = Quantity * EstCost EstDur Contracthium  Status g
¥ o o0e o e UL - N= = Wl Ty 5
Work Order Type Scheduled - B g Pak B Y B oy 8 LEN L&
— {1 ofaa Cleaning Fee  Cleaning Fee | - | 1 500.00 0.00 [«
Task Class  Service M
In Service Task v/
Is overhaul [ 8 Select a Supplier £ —lax
Short Interval d I
Methodology | ["t=rval from Actual | HD,'“e i
Long Interval - 2 | £9 @
Long Interval (1.1l Enforced (V<]
Ok Back Save Layout
Schedule Definition
SupplierCode  SupplierName ContactName  SupplierType  Status
* o o e W o
. | ScheduleType ScheduleTy... | ServiceEvery
DUR0OL Durban Copy Shop Megan Jones GEN A
»93 . T Time 10
; GMEDOL Game Suppliers Jackie Peters  GEN 1
93| ..|C Condition 50,000.0
P .. GREOO1 Green Office Mary Watson GEN A
MADOO1 Maddys Haberdashery Maddy Jones GEN A
MET001 Metro Peach Jessica Johns  GEN A
MFC001 Motor Finance Corporation FINH A
NEW00S New Way Recyding Patrick smith  GEN A
OAFO01 Office Automation Financing Teddy Jones  FINH A
LOmehchmv | User:JulandaK | 13/05/2021 | Version:2.5.0.0 | Example Company v2.5.0.0

The Supplier Code and Supplier Name fields will populate with
the supplier information you have selected.

Quantity: This field will be populated. To change the quantity,
click in the field to type in or use the directional arrows to specify
the number of external resources, if required.

Estimated Costs: This field will be populated. To change the
estimated cost, click in the field to type in, or use the directional
arrows to specify the estimated cost, if required.

Estimated Duration: Click in the field to type in, or use the dir-
ectional arrows to select the estimated duration (in hours) for this
external labour resource.

Contract Number: Click in the field to type in the service contract

number, if applicable.
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Assign / Remove an External Labour Resource

SAVE ASSIGNED LABOUR RESOURCE

12. When you have finished adding the details to the External Resources
frame, click on Save.

$ - Edit Task - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 = o] x
| @ | Home jpment /Locations  Contract  Finance /HR  Inventory i [Projects  Mar i Seles  Service  Reporting  Utiities - & x
-
© =

=]
Back

| savelayout Workspaces

&
Task Number | TTOSMCS sl S bl
g
Task Description 6 Month Machine Clean and S¢ 2
e — =
Person Responsible | Belinda Sharman = - ServiceCode  ServiceDesc... WorkDesc SupplierCode  SupplierName Quantity EstCost EstDur Contracthum  Status g
? e o lc o e = = = 13 e =
Work Order Type Scheduled Maintenance v g a L L 0 - g o o

— filoaa CeaningFee CleaningFee [GREDDI  GreenOffce [ 1 500.00 1.00{GO100059 |

Task Class Service -

In Service Task /!

Is Overhaul [
ShortInterval 7, . o o
Methodology | IMerval fom Actua
Llong Interval .~ . . _
Methodology | IMterval Enforced

Schedule Definition

. | scheduleType | ScheduleTy... | ServiceEvery,
P93 . T Time 1.0

53| c Condition 50,000.0
«HN

Open Windows ~ | User : JulandoK | 13/05/2021 | Version : 2.5.0.0 | Example Company v2.5.0.0 4|

13. You will return to the Tasks list screen.
14. When you receive the Tasks message to confirm that;

* The Task: [task number] has been saved.
15. Click on OK.
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$ - Tasks - BP0: Version 2.5.0.0 - Example Company v2.5.0.0 W TN
| @ | Home | Equpment/iocaons  Contact  Fnance /MR Inventory  Mantenance [Projects  Manufachwing  Proarement  Sales  Service  Reporting  Utiites - & x
| . a1 = =8 » '
QX E ] &
Add  Edt Delete View | Savelayout Workspaces | Refresh Export
aintenance i Format Cument 4| Bxport . ad
|[ Links 2
i Pl [faswm  |TasDesc | TaskClass  |TaskClessD.. |WOType | WOTypeDese | Prorty InServiceTask SngleWO  WOPerAsso... | WOPerlnstr... EmployeeN... CreateProject Cred
¥ e 0 e e e = 0 e e e e e L
TT056 Daily, Colou... SRV Service M Scheduled .. 2 Yes No Yes No DUTO01 No ]
Tos7 Daly, Mono... SRV Service M Scheduled .. 2 Yes No Yes No SHADDL No v
S8 Weekly, Mo.. SRV service sM Scheduled ... 2 Yes No Yes No DUT001 No v
058 Weekly, Cal... SRV Service sM Scheduled ... 2 Yes No Yes No SHADO1 No [}
060 Weekly, Mo... SRV Service sM Scheduled .. 2 Yes No Yes No 5HADOL No r
61 Monthly, M... SRV Service sM Scheduled .. 2 ves No Yes No SHADO1 No v
62 Monthly, C... SRV Yes No Yes No DUT001 No v
7063 Monthly, M... SRV Tasks 4—. X Iyes No Yes No SHADOI Mo '
064 Bi-annually, .. SRV o Yes No Yes No DUT001 No v
e Gl £ “ e Task: TTOATCS hasbeen soved. res e e e SO 1
TT066 Bi-annually,... SRV Yes No Yes No DUT001 No ’
67 Yearly, Mon... SRV Yes No Yes No SHADOL No [
TT068 Yearly, Colo... SRV Yes No Yes No SHAOOL No t
069 Yearly, Mon... SRV ‘_> Yes No Yes No DUT001 No v
7 2Daily -Cal... SRV Service Ed Scheduied 7 Yes No Yes No SHAOD1 No \
71 2Weekdy-... SRV Service sM Scheduled 2 Yes No Yes No SHADO1 No A
072 2Monthly - ... SRV Service M Scheduled ... 2 Yes No Yes No DUTO01 No Al
73 2Yearly-C... SRV Service sM Scheduled .. 2 Yes No Yes No DUT001 No A
001 Daly -Call .. SRV Service sM Scheduled ... 2 Yes No Yes No MUD0O 1 No 3
TESTOO!  TestTask SRV Service ™SP Inspection 2 Yes No Yes No SHADOL Yes r
» TTOSMCS 6MonthMa... SRV Service SCH Scheduled 2 Yes No Yes No SHA001 No ]
042 Bi-annually, .. SRV Service sM Scheduled .. 2 Yes No Yes No MUD00 1 Yes v
Open Windows | User : JulandaK | 12/05/2021 | Version: 2.5.0.0 | Example Companyv2.5.0.0

REMOVE AN EXTERNAL LABOUR RESOURCE

1. In the External Resource frame,

2. Right click in the row of the supplier you wish to remove from the Task,
to display the Process Menu.

3. Select Delete - Delete External Resource.
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Assign / Remove an External Labour Resource

- Edit Task - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 L=llB ] x
| Home i ocations ontract i s -
| L [of Finance /HR  Inventory [Projects facturir Sales Service  Reporting  Utilities F X
-
HOe X
=] o=
Save  Back ‘ Savelayout Workspaces T
Processing | y il &
Task Number | TTOSMCS External Resource < e
3
Task Description 6 Month Machine Clean and S¢ 2
e — )
Person Responsible | Belinda Sharman - .. ServiceCode | ServiceDesc.. WorkDesc  SupplierCode ' SupplierName = Quantity EstCost EstDur Contracthum  Status g
¥ o oc o0 B o - - - oBe o0 H]
Work Order Type Scheduled Maintenance v B 8 8 g B g 8 o
—_— 5 CLA Cleaning Fee  Cleaning Fee  GREDO1 Green Office 1 500.00 100 GO1000%3 A
Task Class |Service M I Deliverv Eee_ Delivery Fee | Bits and Bobs 1 550.00 0.00 A
In Service Task i/ rocess “ -

1s Overhaul [ ] & Add
—_— Add an External Resource
Short Interval (1. o/ om Actual J <- -

Meﬂmtlohqyl * Delete
Long Interval = Delete External Resource |
Meth tooy Interval Enforced

Schedule Definition l

- | ScheduleType ScheduleTy... | ServiceEvery
b |93 .|T Time 1.0
= C Condition 50,000.0

o3
g |

Open Windows ~ | User: Jdandak | 13/05/2021 | Version:2.5.0.0 | Example Company v25.0.0

4. When you receive the Delete Supplier message to confirm;
* Are you sure you want to delete this supplier [supplier
code]?
5. Click on Yes if you are certain about your selection, or
e Click on No to ignore the request and leave the supplier

assigned to the Task.
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Assign / Remove an External Labour Resource

$ - Edit Task - 5°0: Ver 0.0 =EJEd
‘ Fl! Home | Equipment/Locations Contract  Finance /HR  Inventory i [Projects i Sales Service Reporting  Utiities - & Xx
-
HO |
=]
Save Back | Savelayout Workspaces
-
sing ‘ Format @
Task Number | TTOSMCS Externsl Resowes . = e
g
Task Description 6 Month Machine Clean and S¢ 2
e =
Person Responsible | Belinda Sharman - .. ServiceCode | ServiceDesc.. WorkDesc  SupplierCode ' SupplierName = Quantity EstCost EstDur Contracthum  Status %}
v |l o0 o0 Iy e - - - 0 o0 H
Work Order Type Scheduled Maintenance v B g 8 8 B o o &
e o3 5 CLA Cleaning Fee  Cleaning Fee  GREDO1 Green Office 1 500.00 1.00 GO100088 A
™ E -
et 1 0oDA DeliveryFee  DelveryFee  BITo01 Bits and Bobs 1 550.00 0.00 A
In Service Task ¥/
Is Overhaul [ |
Short Interval d
Methodalony | nterval from Actual

Long Interval |~ o
Lo Interval Enforced Delete Supplier 4—.

L
Are you sure you want to elete this supplier DEL?

Schedule Definition

@ — [ 1 ~ |

- | ScheduleType ScheduleTy... ServiceEvery|
b |93 .|T Time 1.0
= C Condition 50,000.0

o3
g |

Open Windows ~

| User:JulandakK | 13/05/2021 | Version: 2.5.0.0 | Example Company v2.5.0.0 i

6. The external resource has been removed from the External Resource
grid.
7. Click on Save to save all the changes.
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Assign / Remove an External Labour Resource

Work Order Type Schedued Maintenance
TaskClass Senice -
In Service Task ¥/
Is Overhaul [ |

Short Interval d
Methodok Interval from Actual

LongInterval [ .~ . . _
Meth dogy Interval Enforced

Schedule Definition

- | ScheduleType ScheduleTy... ServiceEvery|

b 50A

-l

Edit Task - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 =l & x
Contract  Finance /HR  Inventory i [Projects i Sales Service Reporting  Utiities - & x
o
Task Number | TTOSMCS Externsl Resowes N = e
3
Task Description 6 Month Machine Clean and S¢ 2
Person Responsible | Belinda Sharman - .. ServiceCode | ServiceDesc.. WorkDesc  SupplierCode ' SupplierName = Quantity EstCost EstDur Contracthum  Status g
¥ o H]
Bl

0 o l e = = = Wae o

1 500.00 100 GO1000%3 A

»/93 . T Time 1.0
93| ..|C Condition 50,000.0

1N

4

Open Windows ~

| User:JulandaK | 13/05/2021 | Version:2.5.0.0 | Example Company v2.5.0.0 -

8. You will return to the Tasks list screen.

9. When you receive the Tasks message to confirm that;

* The Task: [task number] has been saved.

10. Click on OK.
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$ - Tasks - BPO: Version 2.5.0.0 - Bxample Company v e
| @ | Home | Equpment/iocatons  Conract  Finance /MR Inventory fProjects  Manufacturing Sales  Service  Reporting  Utities - & x
S i =
© 2 X R e W
Add  Edt Delete View | Savelayout Workspaces | Refresh Export

Maintenance ‘ Format Current 4| Export . 2
TaskNum  |TaskDesc | TaskClass  TaskClassD... InServiceTask SngeWO  WOPerAsso...| WOPerlnstr... EmployeeN... CreateProject Cred

¥ "0 0 e 0 e e e e e L

TT056 Daily, Colou... SRV Service Yes No Yes No DUTO01 No ]

Tos7 Daly, Mono... SRV Service Yes No Yes No SHAODL No '

e TT058 Weekly, Mo.. SRV Service Yes No Yes No DUTE01 No '

TT053 Weekly, Cal... SRV Service Yes No Yes No SHAOO1 No r

TT060 Weekly, Mo... SRV Service Yes No Yes No SHAOD1 No '

TTo61 Monthly, M... SRV Service Yes No Yes No SHAOO1 No '

062 Monthly, C... SRV ves No Yes No DUTE01 No '

7063 Monthly, M... SRV Tasks 4—. X Iyes No Yes No SHADOI Mo '

064 Bi-annually, .. SRV o Yes No Yes No DUT001 No v

Ll bl /1) a e Tesk s THOMACS s i b L b o IIROLEI 1

TT065 gi-annually,... SRV Yes No Yes No DUTO01 No )

067 Yearly, Mon... SRV Yes No Yes No SHAOD1 No ’

TT068 Yearly, Colo... SRV Yes No Yes No SHAOOL No t

069 Yearly, Mon... SRV ‘_> Yes No Yes No DUT001 No v

o7 2Daily -Cal... SRV Service £l Stheded - 7 Yes No Yes No SHAOD1 No \

o7t 2Weekdy-... SRV Service M Scheduled .. 2 Yes No Yes No SHAOD1 No \

072 2Monthly - ... SRV Service M Scheduled ... 2 Yes No Yes No DUTO01 No Al

o073 2Yearly-C... SRV Service sM Scheduled ... 2 Yes No Yes No DUTO01 No \

001 Daly -Call .. SRV Service sM Scheduled ... 2 Yes No Yes No MUDOO1 Mo \

TESTO01  TestTask SRV Service ™SP Inspection 2 Yes No Yes No SHAODL Yes '

» TTOSMCS 6MonthMa... SRV Service SCH Scheduled .. 2 Yes No Yes No SHA001 No ]

042 Bi-annually,... SRV Service sm Schedued .. 2 Yes No Yes MUD0O1 Yes '

. ,

Open Windows ~ | User : JulandaK | 12/05/2021 | Version: 2.5.0.0 | Example Companyv2.5.0.0
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