TECHNOLOsTES Tasks - Digital Documents

MAINTENANCE

TASKS - DIGITAL DOCUMENTS

Documents can be scanned in and then linked to a task instruction.

Remember that these documents need to be saved on the server in a shared

folder.

Ribbon Access: Maintenance / Projects > Tasks
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1. The Tasks list screen will be displayed
$ - ., —— Tasks - ion 2.5.0.0 - v25.0.0 — e ]x
" e Home | Equpment/Locaons  Contract  Finance /HR  Inventory N [Projects 1 Sales  Service  Reportng  Utlities - &
a] = g =
¢ ] ) 15 ]
Oz X E R w B
Add  Edt Delete View | Savelayout Workspaces | Refresh Export
Format J curent .| Export . A
TaskNum  TaskDesc  TaskClass  TaskClassD.. WOType WOTypeDesc | Priority InServiceTask SingleWO  WOPerAsso... | WOPerInstr.. EmployeeN.. CreateProject Cred
* o L3 e L4 L e = e w0c aQc a0 e Qe i
TT056 Daily, Colou... SRV Service sM Scheduled .. 2 Yes No Yes No DUTO01 No I
TT0S57 Daily, Mono... SRV Service SM Scheduled . 2 Yes No Yes No SHADD1 No v
TT058 Weekly, Mo... SRV Service sM Scheduled . 2 Yes No Yes No DUT001 No v
TT059 WeeMly, Col... SRV Service M Scheduled . 2 Yes No Yes No SHADD1 No v
TT060 Weekly, Mo... SRV Service M Scheduled 2 Yes No Ves No SHADO1 No »
TT061 Monthly, M... SRV Service M Scheduled . 2 Yes No Ves No SHADO1 No »
TT062 ‘Monthly, C... SRV Service sM Scheduled ... 2 Yes No Yes No DUT001 No ’
TT063 Monthly, M... SRV Service sM Scheduled . 2 Yes No Yes No SHADO1 No v
TT064 Bi-annually, .. SRV Service SM Scheduled .. 2 Yes No Yes No DUTO01 No r
TT065 Bi-annually, .. SRV Service SM Scheduled . 2 Yes No Yes No DUT001 No ]
TT066 gi-annually, .. SRV Service M Scheduled . 2 Yes No Yes No DUT001 No v
TT067 Yearly, Mon... SRV Service M Scheduled . 2 Yes No Ves No SHADO1 No v
TTo68 Yearly, Colo... SRV Service M Scheduled . 2 Yes No Ves No SHADO1 No ’
TT069 Yearly, Mon... SRV Service sM Scheduled ... 2 Yes No Yes No DUT001 No r
TTO70 2Daily-Cal... SRV Service M Scheduled . 2 Yes No Yes No 5HAD01 No \
TTo7L 2Weeky - SRV Service sM Scheduled . 2 Yes No Yes No SHADO1 No \
72 2Monthly - .. SRV Service sM Scheduled . 2 Yes No Yes No DUT001 No \
TTo73 2Yearly -C.. SRV Service M Scheduled . 2 Yes No Yes No DUT001 No \
001 Daily -Call .. SRV Service M Scheduled . 2 Yes No Yes No MUD0O1 No \
TESTO01 TestTask SRV Service MSP Inspection 2 Yes No Ves No SHADD1 Yes »
lTosw:s &MonthMa... SRV Service SCH Scheduled ... 2 Yes No Yes No SHADD1 No \
T042 Bi-annually, .. SRV Service sM Scheduled . 2 Yes No Yes No MUD0O1 Yes ’
‘ »
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Tasks - Digital Documents

4. The Task Documents list screen will be displayed.
5. From this screen you can view a list of the documents (if any) that are
linked to this task.

ADD DIGITAL DOCUMENT

6. Click on Add.

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

9 - Task Documents - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 =18 | x_
\_emm B /locations  Contract ~ Finance [HR  Inventory i [Projects i Sales  Service Reporting  Utilities - & x
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7. The Task Document Maintain screen will be displayed.
8. Click on the search button in the Document text box to display the
Select File screen.
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Tasks - Digital Documents

9. Search for and select the document that you wish to link to this task.

A Important to remember that the document needs to be saved on the server

in a shared folder to enable all users with the relevant security rights to view the

document. If saved and linked from the workstation, another workstation cannot

view the document.

10. Click on Open.

$® -
% Home

Ho

Save Back

Repository Path

Description

Doc Type

Open Windows ~

Document ©

—- Task Maintain - | B
Equipment /Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utilities - =@
B @
C:\Programbata\CO3 Technologies BPO - e
\sharedDocumentTasks\ Fid
*
@ selectFile £ X
1+ « Users » JulandaK > Documents » Customers v O Search Customers »r
Organize *  New folder =~ @ O
B This PC B Name Date modified Type
= C on NBDB0DGS £32) 20210112 Customer Invoice 2021/01/08 :00PM  Microsoft Excel W
I Desktop @ Customer Sales Agreement 2020/01/10 1206 ...  Microsoft Word D...
Z Documents
& Downloads
D Music
&=] Pictures
B Videos
= Local Disk (C:)
= CD Drive (D:) v < . >
File name: | Customer Sales Agreement 4 v| Aufies () 2

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

DOCUMENT LOCATION DETAILS

* Document: This field will populate with the document selected.

* Repository Path: This field will populate with to the repository

path set up in the Configurator.

* Description: Click in the field to type in a description for the doc-

ument e.g Service Agreement.
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* Doc Type: Click on the down arrow to select the document type
from the list.

SAVE THE DOCUMENT LINK

11. When you have finished adding the task document, click on Save.

$ - Task Document Maintain - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 = JL.o ]Lx
e Home = Equipment/Locations  Contract  Finance /HR  Inventory L [Projects  Manufa Pr Sales  Service Reporting Utiities - & X
&
save | Back

Document  C:\Users\Julandak\Documents\Customers\Customer Sales A 2 *

Repository Path | C:\ProgramData\CO3 Technologies \BPO *
\sharedDocumentTasks\

Description  Service Contract *

Type | # Description

CCF  Customer Configuration
CCO  Customer Correspondence
CDS  Customer document sample
COMP  Company Documentation
CPR Customer Processes

CUS  Customer Documentation
SPEC  Spedfication

x

DocType Company Documentation !: \.

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

12. You will return to the Task Documents list screen.
13. The newly added document details can now be viewed on the task doc-

uments screen.

E/j Note that the linked documents can be printed with the work order when the task

is generated.
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¢ - Task Documents - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 =S
| @ | Home | Euipment/Locations Conract Finance [HR  Inventory i [Projects i Sdes Service  Reporting  Utities - & x
s ; == - =
X X & B
Add Edit te  Back | Ssvelsyout Workspaces = Refresh | View
Processing Format 4| Curent .| View . @D
Document DocDescription DocType
¢ e o0c W0
| c:\ProgramDatalco3 Tech. .. Service Cantract comp
Open Windows » | User: Juiandak | 13/05/2021 | Version: 2.5.0.0 | Example Company v2.5.0.0

EDIT A LINKED DOCUMENT

1. From the Tasks Documents listing screen,
2. Click on the row of the Document you wish to edit.
3. Click on Edit.

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

Tnak Ducumients = BR: Verssn 2 5 (V4= Examsple Gonspoay 2 588
,,ie,\ﬂm Equipment fLocations  Contract  Finance /HR  Inventory [Projects  Mar i Sales  Service

ent Reportng _ Utiities - fad
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Add | Edt |Delete Back | Savelayout Workspaces | Refresh

View

Format

Document

DocDescription DocType
v Al o e

\\SVDB00O01\ExamplePDFs... ~ Customer Doc cus
DC:‘ng*amData\coSTe:h . Sales Agreement CAG

Open Windows v | User: JuandaK | 09/11/2021 | Version:2.5.0.4 | Example Company v2.5.0.0

4. The Tasks Document Maintain screen will be displayed.

EJ/ Note that the fields for File, File Path and Repository Path have been
greyed out indicating that they cannot be changed.

5. Make the required changes to the File Description or select a different
Document Type from the list.

SAVE THE CHANGES

6. Click on Save to save the changes or

* Click on Back to return to the Document listing screen
without saving any changes.
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° ¥ Task Document Maintain - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =8 | x
Iiei\ Hw\; Equipment fLocations ~ Contract  Finance [HR  Inventory /Projects  Manufacturi Sales  Service Reporting  Utilities - & Xx
save | Back |
Proce: 23
Document  C:\ProgramData\CO3 Technologies \BPO\SharedDocumer
yPath C:f \CO3T )
\sharedDocumentTasks\
Description  Shles Agreement *
DocType Customer Agreements M
Open Windows v | User: JuandaK | 09/11/2021 | Version:2.5.0.4 | Example Company v2.5.0.0

DELETE/REMOVE A LINKED FILE

1. From the Tasks Documents listing screen,
2. Click in the row of the document you wish to delete from the instruc-

tion.
3. Click on Delete.

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

4. When you receive the Delete Document message to confirm;
* Are you sure you want to delete this Document?
5. Click on Yesif you are certain about your selection, or

* Click on No to ignore the request and to leave the document

on the Instruction Documents screen.
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® - P Task BPO: Version 2.5.0.4 - Example Company v2.5.0.0 C=JC=J(x)
‘7§7| Home | Equipment/Locatons Contract Finance /HR  Inventory i /Projects  Man Pr Sales  Service  Reportng  Utiite.” ) - & X
ca (] R =
QX0 = & E
Add  Edt |Delete | Back | Savelayout Workspaces | Refresh | View
Processing a Format 4| Curent .| View . Lo
Document DocDescription DocType
v o oo WO
\\SVDB000 1\ExamplePDFs...  Customer Doc cus
E C:\ProgramData\CO3 Tech... Sales Agreement CAG
Delete Document ¢———(@)
Are you sure you want to Flete this Document?
LN
o 4
N Al
Open Windows ~ | User : JuiandaK | 09/11/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0
. . )
6. When you receive the message to confirm;
* Document Deleted.
7. Click on OK.
. 5 Task Documents - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =JCeJix])
‘_ﬁ_l Home | Equipment /Locations Contract Finance fHR  Inventory i [Projects  Manufacturing  Pre Sales Service Reporting  Utilitie.’) - & X
s R =
OXO | & E
Add Edit Delete Back | Savelayout Workspaces Refresh View
Processing af Format | Cument .| View . had
Document DocDescription DocType
v e o oD
\\SVDB00O 1\ExamplePDFs...  Customer Doc cus
» C:\ProgramData\CO3 Tech.. Sales Agreement CAG
¥
Document Deleted
[ <—e
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VIEW A LINKED DOCUMENT

=

From the Instruction Documents listing screen.
2. Click in the row of the document you wish to view.
3. Click on View.

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

’ L4 k P Task - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 -
iﬂ Home | Equipment/locations  Contract  Finance [HR  Inventory i /Projects  Mar Sales Service Reporting  Utiities - & x
QX0 B & |E
Add  Edt Delete Back | Savelayout Workspaces | Refresh View <__.

Processing 4 Format 4| Current .| View . a

¥

Dﬁh\aﬁnm . Sales Agreement CAG

Document DocDescription DocType
o0 o o0
\\SVDB00O01\ExamplePDFs...  Customer Doc cus

Open Windows v

| User: JuandaK | 09/11/2021 | Version:2.5.0.4 | Example Company v2.5.0.0

4. The document will open in the software format that it was created in,
e.g Microsoft Word or Excel.
* The example has a Microsoft Word document.
* Make the necessary changes and save the document in
Microsoft Word.
5. Close Word or Excel.
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Customer Sales Agreement - Word Julanda Kessler . [za}
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6. You will return to the Instruction Documents screen.
7. Click on Back to return to the Instructions listing screen.
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» C:\ProgramData\CO3 Tech... Sales Agreement CAG
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