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SERVICE

INTRODUCTION TO MY WORK

The My Work screen deals with work that is assigned to a specific employee,

i.e. when | am logged in, | can only see work orders assigned to me.

This screen is very much like the call screen in that you can request parts, ser-
vices and loan units; book time, travel and expenses; as well as view customer

and machine detail (including warranty information).
This screen can be used by:

* a technician who does not use Tech Connect, but has access to
BPO in order to log his own part requests and book his time, etc.

* anyone assigned to the work order, where a call does not exist,
e.g. a work order was created to repair a machine in the work-

shop.

Ribbon Access: Service > My Work
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THE MY WORK LISTING SCREEN

* The My Work Listing screen will be displayed.
* This screen lists all open and completed work orders assigned to

the current user logged in to the system.
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THE WORK ORDERS FRAME

* Click on this tab to view a list of all work orders assigned to the

user logged in.
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* In the Work Orders frame, click on a work order that has a bold
(active) expand button in front of its row.
" Note: If the expand button is bold as opposed to
feint then this indicates that there is hidden content.
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The Prior Work Orders and Work Order Technicians frames will be expan-
ded.

PRIOR WORK ORDERS

e Click on the Prior Work Orders tab to display a list of prior work

orders for this serial number.

Help v2.5.1.4 - Pg 6 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cC =

TECHMNOLOGSTES

Introduction to My Work

h:.
-

£

Werk Orderd | VorkReauesia

i =
20 G 4 8 i
Computs Ol | Sweliyed Wipstes | Poilel Prt Senice
W0 Halwy | Progress

Ny Wk - BBk Version 21.0.4 - Example Company

i b =
I._,"' "‘Iﬁ L9 | Ilné 12
Pt VewCgtne Dot | Rebeh
B Repert

Wee | Engmertadloiens  Cwist FroedHl ey Menlewceandfroch Maulehry Poumenl Mm Sewe Reoig Ude - 8 X

¥

Wikode  WiDesrpion

WONOIS2  RSIYLITA0 - omm - Pt Calmga... Durtan
WODDOIG1G  Created for prodhuchon batch - 1estd  Durtan
B WO0001562  Machine pervice requred
o B W0000166  Coper to be repared

Fricr ok Crcers | Wierk O Techricors

Slam: Shhs WOhpe Wifypeless  Ongrief  Orgrlest  Ongrfype  Cistomerode Csimerfme Depffiane  5ch

H ®
I |
i 0 =
n 0

Defaut FROOO0S S rapectns NG HOPIKL

Maruhictung

Machine Fiepiars

Fope rkd

Techvcal

1§

Help v2.5.1.4 - Pg 7 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential

W Gl WCType WCTypeDesc Wiode  Reqosithele  ComplebirDate | CompebonTme  Destipbon tgsredly Enlojeslione  rerty Rectln]
bR REP MahreRear  WOODDIGED 1SMayMOD MAndB  O000N Coper i be repared 14 Abgal Mire i *
D156 B Delalt WOUDLEHD DOtEET BN B 100 Caritract Clomre - CONNNNN | i [ Tt i
HeliH; ST Tabn WOUDISH QR OtSed0l7  [20G0 Warrany cam ih par ey b George hames... 1
BrLAS TON Torr Regured WO DTAgAl WXV LW Tore requed f maching b Georpeang . 1 Mok
BI5S R et WOOLED MMa X1 MMeEI ORI workordeinked b sl I Jdiibigeng  2Enpe
BL ™ ihediedMantmance WODNILIM MPe X MNRoUD? 120000 TT0% - 2 Caky - Call per WO bGeorpelames,,. :
Bid SRY e WOOONOM] GOctMif  LAgXl 16NN £l domure sty 1 Hianca [ Tt 1 ddw
B2d TON  Torer Regured WoR Akl WX 0NN Lyl tones requred b Corpm e, 1w
UM TON e Regured WOl Tk X BATNE L3R Teri HegaKEmnt 6 Georpe il .. 1k
Bl R MaheeRean OO DM L DAgDS  1RIEM st 1 Shanca [y Tt 3 i
BUMS RP MedneReas  WOMOMG ML GArIN  LR0GD0 sl B Geprhmes. 1
Hel2HS SRY  fewe WOON ObMar D18 OSAr (S 130000 test 1 Banca [u ot i
B SRY  fewe WOOUMT ObMw 15 OSApr 1S L20GH0N it ! (wolafummt, 2
S P T A R e ¥ P e i i
i i
Open Wirdows * {7 May Mtd 4




cC o=
Introduction to My Work

WORK ORDER TECHNICIANS

* Click on the Work Order Technicians tab to display a list of tech-

nicians linked to this work order.
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VIEW WORK ORDER DETAILS

* Making sure that you are in the Work Orders frame, click on the
row selector in front of the work order that you wish to view the

details of.
e Click on Edit.
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1. The main work order details.

2. The call or project reference - if this work order is linked to a call or pro-
ject.

3. Scheduling details.
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EQUIPMENT INFO

* In the Maintain WO - Ref [ ] screen, click on the Equipment Info

tab on the right side of the screen.
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The Equipment Info docking panel will be expanded. Here you can view:
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1. Equipment Information details (e.g. part no., model no.)

2. Warranty

information

3. Equipment Notes
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CUSTOMER INFO

* In the Maintain WO - Ref [ ] screen, click on the Customer Info

tab on the right side of the screen.
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The Customer Info docking panel will be expanded.

Here you can view:
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1. Customer Information details (e.g. phone no., address).
2. Customer Notes
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REQUIRED CRAFTS

* |n the Maintain WO - Ref [ ] screen, click on the Required Crafts

tab on the right side of the screen.
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The Required Crafts docking panel will be expanded.
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* Here you can view a list of the crafts and the corresponding

labour time and crew size needed to complete this work order.
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ADDITIONAL DATA

* In the Maintain WO - Ref [ ] screen, click on the Additional Data

tab on the right side of the screen.
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The Additional Data docking panel will be expanded.
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* Here you can create customised fields of additional data per-

tinent to this work order if required.
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THE FUNCTIONS TILES

On the left side of this Maintain WO screen is the Links docking panel. This
panel contains tiles that direct you to more information linked to the selected

work order.

Time

* In the Maintain WO - Ref [ ] screen, click on the Time tile.
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The Time bookings for WO Code [ ] screen will be displayed.
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* Here you can Add to, Edit, Delete and View a list of labour time

bookings linked to this work order.
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Services

* In the Maintain WO - Ref [ ] screen, click on the Services tile.
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The Internal Services for WO Code [ ] screen will be displayed.

* Here you can Add to, Edit, Delete and View a list of requests for

in-house service (non-stock) work linked to this work order.
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THIRD PARTY SERVICES

* |In the Maintain WO - Ref [ ] screen, click on the Third Party Ser-

vices tile.
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The Services Requests for WO Code [ ] screen will be displayed.
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* Here you can Add to, Edit, Delete and View a list of requests for

third party contract work linked to this work order.
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Parts

* In the Maintain WO - Ref [ ] screen, click on the Parts tile.
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The Part Requests for WO Code [ ] screen will be displayed.

* Here you can Add to, Edit, Delete and View a list of requests for

parts from store linked to this work order
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Purchase Orders

In this screen you can also view the Purchase Orders linked to each part

request.

* Click on the row selector in front of any part request.
* Click on the Purchase Orders tab on the right side of the screen.
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* The docking panel will be expanded to display all the purchase
orders linked to the selected part.
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Loans

* In the Maintain WO - Ref [ ] screen, click on the Loans tile.
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* If your initially selected work order is not linked to a call then the
following BPO processing message will pop up;
* Loans can only be created against work orders
linked to a call.
* Click on OK.

- Maintain WO - Ref WO0001663 - BPO: Version 2.1.0.65 - Bample Company — (m] P8
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HO = o
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1. Go back to the My Work listing screen and select a work order that is
linked to a call.

2. Check the Origin Type and Origin Reference column to see whether
the selected work order is linked to a call

3. Click on Edit.
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¥ My Work - BPO: Version 2.1.0.65 - Example Company = (m] X
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‘ b
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e The Maintain WO - Ref [ ] screen will be displayed for the selec-
ted work order that is now linked to a call.

¢ Click on the Loans tile.
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The Loan Requests for WO Code [ ] screen will be displayed.

* Here you can Add to, Edit, Delete and View a list of loan requests

from store linked to this work order.

Help v2.5.1.4 - Pg 44 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Introduction to My Work

Loan Requests for WO Code WODD01701 - BPO: Version 2.1.0.65 - Example Company = (m] X
| Equipmentand Locations Contract Finance andHR  Inventory  Maintenance and Projects  Manufacturing  Procurement Sales Service Reporting  Utlitiess — & X
@'\. 7 :-..,i “) E @ ﬁﬁ oy
Delete | Back Save Layout | Return Refresh Print  Export
-
4| Format 4| Pro... Cur;;. Pr
ReguestStatus  PartCode PartDesc PartType  WarehouseMame BinLocationMame ' Quantity  IssuedStock ReguiredDate ReguestorMame Comments Billable  Status
®
3 Approved NMACH New Machine A Assets Warehouse  Internal Assets 1.00 0.00 110ct2018  Abigal Mine Mo A
Open Windows * | 711?({{0&&

Swap

Outs

* In the Maintain WO - Ref [ ] screen, click on the Swap Outs tile.
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If your initially selected work order is not linked to a call then the

following BPO processing message will pop up;
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* Only call related work orders can process swap outs,
you cannot process this transaction.
e Click on OK.
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3.

Go back to the My Work listing screen and select a work order that is
linked to a call.
Check the Origin Type and Origin Reference column to see whether

the selected work order is linked to a call
Click on Edit.

b4 My Work - BPO: Version 2.1.0.65 - Example Company = (m] X
| Home | Equipmentand Locations Contract FinanceandHR  Inventory Maintenance and Projects  Manufacturing  Procurement Sales Service Reporting  Utliies — & X
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1 b
Open Windows ~ | | 110ct2018 7

e The Maintain WO - Ref [ ] screen will be displayed for the selec-
ted work order that is now linked to a call.
* Click on the Swap Outs tile.
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The Swap Outs for WO Code [ ] screen will be displayed.

* Here you can Add to and View a list of swap outs from store

linked to this work order.
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Meters

* |n the Maintain WO - Ref [ ] screen, click on the Meters tile.
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The Meters for WO Code [ ] screen will be displayed.

* Here you can view a list of the meter readings for the items
linked to the selected work order.

* In this screen you can edit/add to the Reading Date, Reading
Time, Meter Reading and Comments columns as required.
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Expenses

* |n the Maintain WO - Ref [ ] screen, click on the Expenses tile.
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The Expense Claims for WO Code [ ] screen will be displayed.

* Here you can view a list of the expense claims linked to the selec-
ted work order.
* In this screen you can Add, Edit or Delete expense claims as

required.
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Travel

* |n the Maintain WO - Ref [ ] screen, click on the Travel tile.

Help v2.5.1.4 - Pg 54 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cC o=
Introduction to My Work

hd Maintain WO - Ref WO0001701 - BPO: Version 2.1.0.65 - Example Company == (m} x
iHUI’I’IE ‘ Equipment and Locations  Contract Finance and HR  Inventory  Maintenance and Projects Manufacturing  Procurement Sales  Service Reporting  Utilites — & X
Ho =
Save Back Save Layout Print
Maintain Format 4| Print 4
rLinks : I
Deseription | Paper jam and colour toner not * RefType [ S e E—
printing
b CALL Call Reference CNODDDS83 §
PMNG Project Reference ;
S
[=
o
Requestor  Abigail Mine b4 %
=
WO Type |Replace Drum v |*  Schedule: 3
=]
Priority |3 * Assigned To  Ed Jones il 4
RequestDate [120ct2018 v [0m:s&:05 2 Assigned By | Abigai Mine - |* o
Meters Status [0_open Scheduled Start | 120ct2058 v [o0:0:00 5 * g
@
Billable [ Scheduled End [130ct 2058~ [00:00:00 3 % =
S
Capitalise [ Actualstart [11Nov 2018 v [1z00:00 5 =
Fxpe =
i
Wik OrderTein ActualEnd |1iNov 2018 - [1zoo00 5 2
a
Functional Location (_/ Equipment (&) Delay Comments Currently on Schedule g
o
&
Item | 204-989398 £ * =
Rectification Code Y
Comment
Dog Rectification
Comments
Meters |
Open Windows + | 110ct 2018 %

The Travel Claims for WO Code [ ] screen will be displayed.

* Here you can view a list of the travel claims linked to the selected
work order.
* In this screen you can Add, Edit or Delete travel claims as

required.
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Documents

* |n the Maintain WO - Ref [ ] screen, click on the Documents tile.
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Open Windows +

The Documents for WO Code [ ] screen will be displayed.

* Here you can view a list of the digital documents linked to the

selected work order.

* In this screen you can view, Add, Edit or Delete digital documents

as required.
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Warranties Issued

* |In the Maintain WO - Ref [ ] screen, click on the Warranties

Issued tile.
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The Issued Warranties for WO Code [ ] screen will be displayed.

* Here you can view a list of the jssued warranties linked to the

selected work order.

* In this screen you can Add, Edit or Delete warranties as required.
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Instructions

* In the Maintain WO - Ref [ ] screen, click on the Instructions tile.
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The Instructions for WO Code [ ] screen will be displayed.

* Here you can view a list of the jnstructions linked to the selected
work order.
¢ In this screen you can Add, Edit, Delete or Complete instructions

as required.
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Images

* In the Maintain WO - Ref [ ] screen, click on the Images tile.
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The Images for WO Code [ ] screen will be displayed.

1. The left side of the screen will list the employee name and details of
the image name, date, create date and time. Click on the row selector
in front of the image name that you wish to view.

2. On the right side of the screen, is where you can view the image , when

you have selected the row on the left.
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Work in Progress

* |n the Maintain WO - Ref [ ] screen, click on the Work in Pro-

gress tile.
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The Work in Progress for WO Code [ ] screen will be displayed.

1. Here you can view a list of all the work in progress for the selected
work order.

2. In this screen you can Return the item linked to the WO, Invoice the
WO, Invoice the Call or Project (depending on whether the work order

is linked to a call or project).
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Maintenance

* In the Maintain WO - Ref [ ] screen, click on the Maintenance
tile.
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The Maintenance Methodology for Asset: [ ] screen will be displayed.

* In this screen, you can Add, Edit or Delete a maintenance meth-

odology as required.
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THE PROCESSING TILES

Quotes

* |n the Maintain WO - Ref [ ] screen, click on the Quotes tile.
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The Sales Quotes for Work Order [ ] screen will be displayed.

* Here you can view a list of the sales quotes linked to the selected
work order.

* |n this screen you can Add, Edit, Delete or View a selected sale
quote.

* You can also Accept, Reject or Convert the sales quote to an

order as required.
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Orders

* In the Maintain WO - Ref [ ] screen, click on the Orders tile.
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The Sales Orders for Work Order [ ] screen will be displayed.

* Here you can view a list of the sales orders linked to the selected

work order.

* In this screen you can Add, Edit, Delete or View sales quotes as

required. You can also Create an invoice, Create a New Deal

Sale or Project and Add Items to the linked work order as

required.
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Invoices

* |n the Maintain WO - Ref [ ] screen, click on the Invoices tile.

Help v2.5.1.4 - Pg 72 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cC o=
Introduction to My Work

&4 Maintain WO - Ref WOO0001701 - BPO: Version 2.1.0.65 - Example Company == o X

| Home | Equpmentandlocaons  Contract  FinanceandHR  Inventory  MaintenanceandProjects  Manufscturing  Procwement  Ssles  Service  Reporting  Utilies — & X

Savelayout | Print

4| For Print .

armat
a S ——
) Description | Paper jam and colour toner not o1 RefType ReferenceType Referencelo
prin
I CAL Call Reference CNOODDSE3

PMNG Project Reference
Requestor | Abigaitine v+
WO Type |Repair <]*  rSchedule:
Priority |3 - AssignedTo Edlones < ®
- _—

Rl

RequestDate | 120ct2018 v [0%:5805 & Assigned By  Abigail Mine x
Status |0 Onen Scheduled Start | 120ct2018 = | 00:00:00
Billable [ Scheduled End | 130ct 2018 = | 00:00:00

Capitalise || Actual Start | 11 Nov 2018 > |12:00:00

RTINS

[ e opainbay || ol s || Beq FioRppy | | ool weudinga | |

Wi Osdler Meom ActualEnd [ 1iNov 2018~ |120000 &
Functional Location () Equipment ©) Delay Comments | Currently on Schedule
Ttem 204985858 poxl*
Rectification Code -
Comment
Rectification
Comments

Completion Date | 11Nov 2013 - |12:00:00 %

| 140ct2018 %

The Sales Invoices for Work Order [ ] screen will be displayed.

* Here you can view a list of the sales invoices linked to the selec-
ted work order.
* |n this screen you can Add, Edit, record Comments and Refer-

ences and View sales invoices as required.
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Reference

Print 4 Current

InvoiceNo CustomerCode  CustomerName  InvoiceDescription  InvoiceValue | Currency | InvoiceStatus ExchangeRate | TaxRate | InvoiceDate SalesmanEmpiNo | SalesmanName  Status

INVDD0D434  HOPODL Hope Works ~ 1AB11/10/2018 149.50 ZAR N 100 1500 120ct2.. MILOOL Abigal Mine A

140ct 2018 7

Issues

¢ Click on the Issues tile in this screen.
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Edit Commentand View

Print.
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Save Layout  Workspaces

Maintain .| Format Current
a
InvaicelNo CustomerCode  CustomerMName  InvoiceDescription  InvoiceValue | Currency | InvoiceStatus ExchangeRate | TaxRate | InvoiceDate SalesmanEmpiNo | SalesmanName  Status
Functions ¥
b INVOODO434 HOPODL Hope Works ~ 1AB11/10/2018 149.50 ZAR N 100 1500 120ct2.. MILOOL Abigail Mine A
Open Windows | 140ct2018 %

The Issues for Sales Invoice: [ ] screen will be displayed.

 If there are any part issues linked to the selected sales invoice,
they will be listed in this screen.
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Credit Notes

* |n the Maintain WO - Ref [ ] screen, click on the Credit Notes

tile.
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(=
e x
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3
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S
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@
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Completion Date | 11Nov 2018 = |12:00:00 3
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1. The Sales Credit Notes for Work Order [ ] screen will be displayed.
2. Here you can Add, Edit, Delete, View, Release for Approval, Remove
from Approval, Approve or Reject the selected credit note.

Returns

e Click on the Returns tile
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* The Returns for Sales Cr Note screen will be displayed.
* |f there is a part return linked to the selected sales credit note,

then this will be listed in this screen.
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THE WORK REQUESTS FRAME

* Go back to the My Work Listing screen and click on the Work

Requests tab
* A list of work requests assigned to this specific employee will be

displayed.

® Note: A work request can be raised if additional work

is required, which can be viewed and approved / rejec-

ted by a supervisor or manager and will then become a

work order.
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Save Layout Workspaces - Export Refresh
Work Orders I Work Requests I
WACode Description WOType WOTypeDesc Status Priority | AssigneeNumber Employeehumber RequestorType RequestDate RequestTime ScheduledStartDate  ScheduledFing
\d
» WROOD00054  New drum requested to complete repair requirements. DR Default Q 2 MILOO1 SHADO1 2 22May 2018 04:10:24 22May 2018 22 May 2019
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