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Work Orders - Print Work Order Report

SERVICE

WORK ORDERS - PRINT WORK ORDER

The work order report displays all logged part and service requests, labour
time and details. It will also display the customer signature and comments,

where logged, via Tech Connect.

Ribbon Access: Service > Work Orders
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1. The Work Orders Listing screen will be displayed.
2. Select the Site where the work order was raised.
* The example has Durban selected.
3. Set the Status to Open.
4. Click on the row of the work order you wish to print.
5. Click on Print.
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E WO0006259 REP CNO00S303  Post Contract machine repair No Drum replacement req... 16/02/2022 2 Yes ‘
WO0006258 SERV CN0005303 Drum replacement required No Drum replacement req. 31/01/2022 2 No
B WO0006256 MP CN0005302 New machine implementation. Installaion ... No New machine implemen... 24/01/2022 1 No
B WO00006257 NDS CN0005274 PROJ4060R002 No PROJ4060R002 19/01/2022 2 No
B WO0006253 PR CNOD05301  Replace part - current faulty No Replace part - current .. 18/01/2022 3 No
B WO00006252 REP CNO005300 Printer displaying error code: No Printer displaying error... 18/01/2022 3 No
B WO00006251 ms CNO005299  Paper keeps on jamming in machine No Paper keeps on jammin... 18/01/2022 3 No
B WO0006250  REP CNOOO5298  Paper not feeding through rollers No Paper not feeding thro... 14/12/2021 3 No
WO0006249 SM BathBinMaint - Bathroom Bin Maintenance ~ No 23/11/2021 2 No PRI0000419
'WO0006248 SM WS - Weekly Service No 23/11/2021 2 No PPRJ0000420
WO0006247 SM BathBinMaint - Bathroom Bin Maintenance  No 23[11/2021 2 No PRJ0000418
WO0006246 5M BathBinMaint - Bathroom Bin Maintenance ~ No 23/11/2021 2 No PRI0000418
WO0006245 5M WS - Weekly Service No 23/11/2021 2 No PRI0D00417
WO0006243 SM WS - Weekly Service No 16/11/2021 2 No PRJ0000413
WO0006242 SERV 1MMS - 1 Month Machine Service No 16/11/2021 2 No PRJ0000413
‘ WO0006241 M WS - Weekly Service No 16/11/2021 2 No PRI0D00413
WO0006240 M WS - Weekly Service No 16/11/2021 2 No PRI0D00416
WO0006238 PR Test PQ Source Type Work Order No 14/11/201 5 No
WO0006239 PR Rollers need replacing No 11/11/2021 3 No PRI0000408
WO0006237 SM WS - Weekly Service No 09/11/2021 2 No .
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6. When you receive the Report Generation message to confirm;
* Do you want to print the WO report for WO [work order
number]?
7. Click on Yes.
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» [ WO0006259 REP CNODO5303  Post Contract machine repair No Drum replacement req... 16/02/2022 2 Yes ‘
| WO0006258 SERV CN0005303 Drum replacement required No Drum replacement req. 31/01/2022 2 No
B WO0006256 ™MP CN0005302 New machine implementation. Installaion ... No New machine implemen... 24/01/2022 1 No
WO00006257 NDS CN0005274 PROJ4060R002 No PROJ4060R002 19/01/2022 2 No
Bl WO0006253 PR CNOD05301  Replace part - current faulty No Replace part - current .. 18/01/2022 3 No
B WO00006252 REP CNO005300 Printer displaying error code No Printer displaying error... 18/01/2022 3 No
B WO00006251 ms CNOOOS Report Generation 4—@ br keeps on jammin... 18/01/2022 3 No
B WO00006250 REP CNoooy o br not feeding thro... 14/12/2021 3 No
WO0006249 SM . L 23/11/2021 2 No PRID00041S
De you want to print the WO report for WO WO00062597
'WO0006248 SM 23/11/2021 2 No PPRJ0000420
WO0006247 SM 23[11/2021 2 No PRJ0000418
WO0D06246 sM e_> 23/11/2021 2 No PRI0DD0418
WO0006245 5M = 23/11/2021 2 No PRID000417
WO0006243 SM WS - Weekly Service No 16/11/2021 2 No PRJ0000413
WO0006242 SERV 1MMS - 1 Month Machine Service No 16/11/2021 2 No PRJ0000413
WOD006241 sM WS - Weekly Service No 16/11/2021 2 No PRIDO00413
WO0006240 sM WS - Weekly Service No 16/11/2021 2 No PRID000416
WO0006238 PR Test PQ Source Type Work Order No 14/11/2021 5 No
WO0006239 PR Rollers need replacing No 11/11/2021 3 No PRI0000408
WO0006237 sM WS - Weekly Service No 09/11/2021 2 No .
« »
| User : Juandak | 21/02/2022 | Version: 2.5.0.7 | Example Company v2.5.0.7

8. The work order will display in the Report Preview screen.
9. From here you can make cosmetic changes to the Work Order, as well
as Save, Zoom, Add a Watermark, Export or Email.

10. Close the Report Preview screen when done.
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Work Order

Example Company v2.5.0.7

StreetNo and Road Name POBox 1234

Area New Town

City Durban

South Africa South Africa

oooo0 1234

RegNo.: 0000000asad521 FaxNo.: 031124545

VATNo.: 0000000 TelNo.: 0311234567
WO Barcode Customer: Hope Works (Pry) Ltd TelNo.: 0315551234

||I||III|‘||I”I‘ Code: HOPOO1 Contact: Henry Rowe
Area: Priority : 2

Billable: YES

Shipping Address:  Plot91 LeafRoad Call Date : 31/01/202200:00:0013:20
Leaf Hills Call Ref. : CN0005303
Pink Town SerialNo.:  478-1011
Durban South Model No.:  1020-478
South Africa ErrorCode: FA
1234 WO Code:  WO0006259
Machine Location: Reception WO Desc: Post Contract machine repair
Contract No. : C€00000010 Inclusions :
PriorIssues:
call Ref. Call Date Issue luti Technician
CNOD00543 19/12/2017 Test new swap out process on Bianca DuToit
00 0 techconnect
CN00000S2 Drum replacement re quired Belinda Sharman
CN0000030 19/06/2014 Machine wont switch on W00000134 : checked power George James Reddy
00:00:00 supply Jefferson Rohrbaugh
Technician Nameand Comments :
| Page1of1 100% (=) | } ©)
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