=3
BPO2 Controls and Functions

INTERFACE AND ENVIRONMENT

USING BPO - CONTROLS AND FUNCTIONS

Understanding the Controls & Functions and Working Environment of BPO2

is important as it minimises confusion when using the system. All BPO begin-
ners should familiarise themselves with these two manuals in to get the most
out of the system functionality. Additionally, it will be beneficial to review

Datagrids and Datagrid Filtering.

MULTIPLE DATA GRIDS IN A SCREEN

* Some screens have more than one data grid.
* For the system to know which data you want to work with, just
click anywhere in that specific data grid.

° In this example there are 2 data grids in the screen.
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Financial Periods - BPO: Version 2.1.0.64 - Example Company a X
Home Equipment and Locations Contract Finance and HR. Inventory and Projects N Sales Service. Reporting Utilities - &8 x
HOo =
Ssve  Back | Savelayout Workspaces
Drag and Drop Closed periods to this grid to open the selected periods
Month Monthiame Year IsClosed
v
» 1 January 2017 Mo
1 January 2018 No
2 February 2017 No @
2 February 2018 No
3 March 2017 Mo
3 March 2018 No
4 Apr 2017 Mo
4 Aprl 2018 No
5 May 017 Mo
5 May 2018 No
Drag and Drop Open periods to this grid to close the selected periods
Month Monthiiame Vear IsClosed
u
> 1 January 2019 Yes
1 January 2020 fes
1 January 2021 Yes
1 January 2022 Yes
1 January 2023 Yes @
1 January 2024 Yes
1 January 2025 Yes
2026 Yes
2019 Yes
2020 fes
2021 Yes
2022 Yes
2023 Yes
2024 Yes
2025 Yes
2026 Yes
Open Windaws ~ || 27 hug 2018

DRAG AND DROP FUNCTIONALITY

The drag and drop screen feature enhances user experience by enabling you

to move data back and forth between two grids in the same screen.

You can select a single item line or multi select item lines and move them

from one grid to the other.
In the image below,

1. the Stock Status screen is divided into
2. the Selected Warehouse data grid and
3. the Selected Items data grid.
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TEcHNOLOGTES BPO2 Controls and Functions

DRAG AND DROP A SINGLE ITEM LINE

4. Click and hold in the row selector column of the single item line you
wish to move.
5. Drag this item line across to the second grid, (in this example, the 'Selec-

ted Items' grid) and drop it anywhere in this grid.

s ¥ Stock Status - BPO: Version 2.5.0.3 - Example Company v2.5.0.0 - a x
|_e_ | rome | Equipment /Locations  Contract  Finance [HR  Inventory [Projects  Manufacturing  Procurement  Sales  Service  Reportng  Utilities =
@ Durban - -\Q; E"'H
. Save Layout Workspaces |l parts < Refresh | Soport
. Process | Format ‘ Current 4| Print 4 @
Selected Items n
+ Warehouse |oTC_yhse_pan |
. |PartType  PartTypeDesc PartCode | PartName | ModelNo . | CategoryDe... Categary
v ol o o e e B o
PartType | PartTypeDesc PartCode  Partiiame ModelNo | Categ
¥ | "0 o3 o3 g g o 4]
c Non Serisised Parts  WHEELDL  Whels Ton
c Non Serisised Parts  MOUDO1  Mouse Ton
c Non Serisised Parts  KEYBODL  Keyboard Ton -
c Non Serisised Parts  A4NB7S A4 Bound Notebaok - 73 pages st
c Non SerigisedParts 1717147 Black Toner SP1717 147 Ton 7 ’
A Serialised Equipment  SPI717MFC  SP1717 Multi Functional Copier v I L7
B Serialised Sparcs 1785 Drum for 5P1717 pa
3 Seriglised Equipment  ACRI1111  |Acer Copier i =4
B Serialised Spares ACR-01 Acer copier outer shel s
c Non Seriised Parts ~ ACR-02 Acer rollers . £
B Serialised Spares DR111111  Drum ) Ace
Non Seridised Parts ~ DR-01 Drum Component 1 g Acc
T Nondkedrats  BRo2 | bnutComonents | T o
A Serialised Equipment  SP2121 SP2121 Copier Har
A Serialised Equipment  SP6161 SP5161 Sprint Copier SPE161 Har
C Non Serialised Parts SP21-45637  SP 2121 Accessory Acc
B Serialised Spares 16-856 Drum for SP1616 Spa
c Mon Serialised Parts 16156-147K Black toner 5P1616 Ton
c Mon Serialised Parts 1414-147K SP1414 MFC Ton +f
. R . v

* The single item line can now be seen in the Selected Items frame
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a v Stock Status - BPO: Version 2.5.0.3 - Example Company v2.5.0.0 =8 | X
fr B | Home | Equpment/Locaiors  Contract  Finance /HR  Inventory [Projects  Manufactring  Procurement  Sales  Service  Reportng  Utilies - & x
E ~% ® = o | G | TR
Requisiton  Stock  Stock Inter Warchouse | Savelayout Workspaces | | Allparts <] Refiesh | Export
Transfer  Adjust Request =
Process Format Current 4| Print . o
Selected Selected Ttems [
Warehouse |OTC_Whse_DBN -
PartType  PartTypeDesc PartCode Partame  ModelNo | CategoryDesc |Category Warel
v o 0 e e o o 0 0
PartType PartTypeDesc PartCode Parthame ModelNo C
ST = = = = oy O Seriglised Equipment  ACR11111  Acer Copier Hardware  MAMNGR  OTC
c Non Serigised Parts ~ WHEELDL  Wheels T
c Non Serigised Parts ~ MOUDO1  Mouse T
c Non Seridised Parts ~ KEYBOD1  Keyboard T
c Non Seridised Parts ~ A4NB7S A4 Bound Notebook - 73 pages
c Non Seridised Parts 1717147 Black Toner SP1717 1% T
A Serialised Equipment SP1717MFC  SP1717 Multi Functional Copier F
B Serialised Spares 17-856 Drum for SP1717
N-= Senaised Equipment ACR11111  Acer Copier F
B Serialised Spares ACR-01 Acer copier outer shel ]
c Non Serialised Parts ACR-02 Acer rollers -1
B Serialised Spares DR111111 Drum £
c Mon Serialised Parts DR-01 Drum Component 1 £
c Mon Serialised Parts DR-02 Drum C omponent 2 £
A Serialised Equipment  SP2121 SP2121 Copier F
A Serialised Equipment  SP6161 SP6161 Sprint Copier SPE161 F
c Mon Serialised Parts SP21-45637  SP 2121 Accessory ’
B Serialised Spares 16-856 Drum for SP1616 -1
c Mon Serialised Parts 1616-147K Black toner 5P1616 T
C Mon Serialised Parts 1414-147K SP1414 MFC T+

DRAG AND DROP MULTIPLE ITEM LINES

You may wish to select more than one item line, either

a. ablock of item lines or

b. several item lines that are in nonsequential order.

Select Multiple Item Lines - Block

There are two methods to select a block of item lines:
Method 1

° Select the first row in the block that you wish to move.

° Press and hold the Shift button on your keyboard.

° Use your mouse to click on the final row in the block you wish to
move thereby highlighting all the rows between and including the

first selected and the last.
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° Still pressing the Hold button, click in the row selector column of
the final row and drag and drop the whole block to the second

grid.
Method 2

° Select the first row in the block that you wish to move.

° Press and hold the Shift button on your keyboard.

° Use the Up and Down arrows on your keyboard to select all the
rows that you wish to move. As you select each line, it will high-
light.

° Still pressing the Hold button, click in the row selector column of
the final row and drag and drop the whole block to the second

grid.

s Stock Status - BPO: Version 2.5.0.3 - Example Company v2.5.0.0 — (= ])(x]
| @ | Home | Equpment/locaons  Contrat  Finance /MR Inventory  Mantenance [Projects  Manufaciring  Prouement  Sdles  Service  Reporng  Utiities - & x
%‘# W :‘y{} @ E Durbzn - ‘@i ‘E‘H
Requisiton  Stock  Stock Inter Warehouse | Savelayout Workspaces | | allparts +| Refiesh | Export
Transfer Adiust  Request -
Process Format Current | print 4 )
Selected Selected Ttems [
Warehouse |GTC_Whse_DEN =
PartType | PartTypeDesc PartCode  PartName  ModelNo  CategoryDesc |Category | Warel
v | o o o o o o oo oo
PartType | PartTypeDesc PartCode  Parthame Modelo  Cats
= = = = Ok Serialised Equipment  ACR11111  Acer Copier Hardware  MAMNGR | OTC.|
c Non Serisised Parts ~ WHEELO1  Wheels T
E Non Serisised Parts ~ MOUDO1  Mouse i
c Non Serisised Parts  KEYBOD1  Keyboard 1
© Non Serisised Parts  A%NBTS A4 Bound Notebook - 73 pages -
c Non Serisised Parts  1717-147  Black Toner SP1717 147
A Serialised Equipment  SPI717MFC  SP1717 Multi Functional Copier P -
B Serialised Spares 1785 Drum for 521717 5 LT
A Serisised Equipment  ACR11111 | Acer Copier P
Ap Senisledspsres  ACROL  Acer coperoutsrshel i
ES Non Serislised Parts _ ACR-02 Acer rollers E
g & mem spares  © DRULLLLL  Dum 7 £
c Non Serisised Parts  DR-01 Drum Companent 1 ¢
c Non Serisised Parts  DR-02 Drum C omponent 2 ’
A Serialised Equipment  5P2121 5P2121 Copier 5
A Serialised Equipment  5P6161 SP5161 Sprint Copier ES) 5
c Non Serisised Parts  SP21-45637 P 2121 Accessary ¢
B Serialised Sparcs 1585 Drum for 571616
E Non Serisised Parts 1616147 Black toner SP1616 T
c Non SerisisedParts  1414147C  SP1414MFC i~

e The block selection of item lines is now reflected in the Selected

Items frame
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& - Stock Status - BPO: Version 2.5.0.3 - Example Company v2.5.0.0 [(=J(m]lsx]
| & | Home | Equpment/Locatiors  Contract  Finance /HR Inventory [Projects  Manufactring  Procurement  Sales  Service  Reportng  Utiities - & x
> @ B | & o | B
g, Durban - E
~” % W e
Requisiton  Stock  Stock Inter Warchouse | Savelayout Workspaces | | Allparts <] Refiesh
Transfer  Adjust Request -
Process a Format Current 4| Print D
Selected Selected Ttems [
Warehouse |OTC_Whse_DBN -
PartType  PartTypeDesc PartCode PartName  ModelNo | CategoryDesc |Category Warel
| o o o o o o o o
PartType PartTypeDesc PartCode Parthame ModelNo Cate
v A Seriglised Equipment  ACR11111  Acer Copier Hardware  MAMNGR | OTC.|
v O ol ol ol o N ek bt
3 Non Scridlised Parts  KEYBOD1  Keyboard Toner Part 5i... TOMNGR  OTC_|
c Non Serigised Parts ~ WHEELDL  Wheels T : =
c Non Seridlised Parts  A4NB73 A4Bound N.. Stationery  COMNGR  OTC.|
c Non Serigised Parts ~ MOUDO1  Mouse T
C Non Serialised Parts ~ 1717-147K Black Toner 147K Toners TOMNGR. OTC_}
c Non Seridised Parts  KEYBODI  Keyboard 1
A Serialised Equipment  SP1717MFC  SP1717 Mul Hardware MAMNGR OTC_}
c Non Seridised Parts  A4NBTS A4 Bound Notebook - 78 pages H
B Serialised Spares 17-856 Drum for SP. Spare Parts SPMNGR OTC_}
c Non Seridised Parts 1717147 Black Toner 5P1717 1% 1
A Serialised Equipment  ACR11111  Acer Copier Hardware MAMNGR. oTC_y
A Serialised Equipment SP1717MFC  SP1717 Multi Functional Copier F
B Serialised Spares 17-856 Drum for SP1717 B
N-= Serialised Equipment  ACR11111 | Acer Copier r
B Serialised Spares ACR-01 Acer copier outer shel ]
c Non Serialised Parts ACR-02 Acer rollers 5
B Serialised Spares DR111111 Drum £
c Mon Serialised Parts DR-01 Drum Component 1 £
c Mon Serialised Parts DR-02 Drum C omponent 2 £
A Serialised Equipment  SP2121 SP2121 Copier F
A Serialised Equipment  SP6161 SP6161 Sprint Copier SPE161 F
c Mon Serialised Parts SP21-45637  SP 2121 Accessory ’
B Serialised Spares 16-856 Drum for SP1616 -1
c Mon Serialised Parts 1616-147K Black toner 5P1616 T
C Mon Serialised Parts 1414-147K SP1414 MFC T+
1 3 B -

Select Multiple Item Lines - Nonsequential order

° Select the first row in the block that you wish to move.

° Press and hold the Control button on your keyboard.

° Using your mouse, click on each individual line that you wish to
move.

° Still pressing the Control button, click in the row selector column
of the final row of your selection and drag and drop the whole

block to the second grid.
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Stock Status - BPO: Version 2.5.0.3 - Example Company v2.5.0.0 =8 | x|

g || Home | Equpment/Locations  Contract  Finance fHR  Inventory  Mantenance [Projects  Manufacturing  Procurement  Sales  Service  Reportng Utiities - @ x

R B~ o

Savelayout Workspates | Inswdconly - Reffesh

Format 4 Current 4| Print 4 >
Selected Ttems n
Warehouse | JohnS_Boot
PartType  PartTypeDesc PartCode  Partame  ModelNo  CategoryDesc Category  Warel
v o B B B o o o0 0
PartType  PartTypeDesc PartCode  Partiame ModelNo Cate
| "0 L 3 g L g
Serialised Spares ACR-01 Acer copier outer shell Acce
serialised Equipment  SP2020 SP2020 Sprint Colour MF Copier SP2020 Spri
Mon Serialised Parts SP19-147K Black Toner SP1919 Tone
Mon Serialised Parts SP19-147Y Yellow Toner -5P1919 Tor ,4
Mon Serialised Parts 5P19-14M Magenta toner - SP1919 Tone . .
Mon Serizlised Parts  2020-147C  Cyan toner SP2020 Tory 4
Mon Serizlised Parts  123452N 2N Paper Stati ‘
Mon Serizlised Parts 147888741 K147 Yellow Toner Tory P
Mon Serizlised Parts 1027854 Network cable Spai e
Serialised Equipment  TMACH Test Machine Harc| ~f
Non Serialised Parts ~ CONVOD1  ACDC Convertor Tory
Serialised Spares 202085  Drum Acc
Non Serialised Parts  A4CS A4 Clear Platic Cover o St
Non Serizlised Parts  SAN Sanitizer Z
Non Serialised Parts ~ 2020-147Y  Yellow toner 5P2020 A Tor
> > > > -
N 5

* The nonsequential selection of item lines is now reflected in the

Selected Items frame

Stock Status - BPO: Version 2.5.0.3 - Example Company v2.5.0.0 | =B || x|

| Equipment / Locations Contract Finance [HR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utilities - &® X
= — A
E/ E Durban - “@i

Requisiton  Stock  Stock Inter Warehouse | Savelsyout Workspacss | nsiockonly | Refresh
Transfer  Adjust Request -

Process 4 Format g Current | Print 4 s
Selected Selected Ttems [
Warehouse | Johns_Boot |
PartType  PartTypeDesc PartCode  Parthame  ModelNo  CategoryDesc Category  Warel
v obc s s s ol o0 s o
PartType  PartTypeDesc PartCode  Partiame ModelNo E
b C Non Serislised Parts  SP19-147K  Black Toner .. Toners TOMNGR  Johng
ol ol o ol o
c Non Serislised Parts  SP1S-147M  Magenta to... Toners TOMNGR  Johng
Serialised Spares ACR-01 Acer copier outer shel Acce S :
E Non Serialised Parts  123452N 2N Paper Stationery ~ COMNGR  Johng
Serialised Equipment  5P2020 SP2020 Sprint Colour MF Copier SP2020 Spri
A Serialised Equipment  TMACH Test Machine Hardware MAMNGR  Johng
Mon Serizlised Parts  SP19-147K  Black Toner SP1919 Tone S :
E Non Serialised Parts  SAN Saritizer Spare Parts  SPMNGR. Johns}
Mon Serizlised Parts  SP19-147Y  Yellow Toner -5P1919 Tory
Mon Serizlised Parts  SP19-147M  Magenta toner - 5P1919. Tone
Mon Serizlised Parts  2020-147C  Cyan toner SP2020 Tory
Non Serialised Parts  123452N 2N Paper Stati
Non Serialised Parts  147-888741 K147 Yellow Toner Tory
Non Serizlised Parts 1027854 Network cable Spai
Serialised Equipment  TMACH Test Machine Harc
Non Serialised Parts ~ CONVOD1  ACDC Convertor Tor
Seriaised Spares 202085  Drum Acce
Non Serialised Parts  A4CS A4 Clear Platic Cover Stati
rilc Non Serialised Parts  SAN Sanitizer Spar
c Non Serialised Parts ~ 2020-147Y  Yellow toner SP2020 Tory
4 » h 4

Undo Item Line Move
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Any item line move can be undone by reversing the processes above and mov-

ing either a single item line or multiple item lines back to the first data grid.

Important Note: A row (item line) must be dragged from the row selector column. You
cannot select and drag from anywhere else in the row.

SORTING DATA COLUMNS

You may wish to reorganise (sort) the contents of a data column in the grid

that you are working in.

* Click on the column header.
* In this image Part Code has been selected.
* A Sort button will be revealed, the direction it is pointing depends
on the way it will sort the column.
* If you click on the sort arrow when it points down, the
column will sort in ascending order.
* If you click on the sort arrow when it points up, the
column will sort in descending order.
* |n this example, the Part Code column data have been sorted in

ascending order.
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Machine List for Durban - BPO: Version 2.1.0.64 - Eample Company - & X
[ Home | EquipmentandLocations  Contract  FinanceandHR  Inventory and Projects Sales  Service  Reportng  Utiities - &8 X
@ ﬁ Durban - Lﬁ “E’a E
View | Savelayout Workspaces SaveFlter | |l - Prit Export | Reports
> Current s Process .| et 4| Report ‘
Links a
Description partcoge [<Jseraino ModelNo AssefRegho CustomerName  Depthame  StartDate  Status |CategoryDesc | IsFixedAsset |ParentType | Asset |I
2 5
SP2020 Sprint Colour Multi Functonal Coper 52020 12345 SP2020  AREGDODIES 12Apr017 A Hardware Mo WHSE No
SP2020 Sprint Colour Multi Funconal Coper 52020 20209999 5P2020  AREG000210 22May2017 A Hardware Mo WHSE No
SP2020 Sprint Colour Multi Functonal Coper 52020 488 SP2020  AREGDDD308 08Mar2018 A Hardware Mo WHSE No
SP2020 Sprint Colour Multi Functional Copier 52020 487 SP2020  AREG0D0309 08Mar2018 A Hardware Mo WHSE N
5P2020 Sprint Colour Multi Functonal Copier 52020 B2 SP2020  AREGDDD311 08Mar2018 A Hardware Mo WHSE No
SP2020 Sprint Colour Multi Functonal Copier 52020 483 SP2020  AREG00D312 08Mar2018 A Hardware Mo WHSE No
5P2020 Sprint Colour Multi Functional Copier 52020 B4 SP2020  AREGD0D313 08Mar2018 A Hardware Mo WHSE N
5P2020 Sprint Colour Multi Functonal Copier 52020 85 SP2020  AREGD0D314 0BMar2018 A Hardware Mo WHSE N
SP2020 Sprint Colour Multi Functonal Coper 52020 85 5P2020  AREGDOD31S 0BMar2018 A Hardware Mo WHSE No
SP2020 Sprint Colour Multi Functonal Coper  5P2020 999939 SP2020  AREGDOD321 24Apr018 A Hardware Mo WHSE No
SP2020 Sprint Colour Multi Functonal Coper 52020 588388 SP2020  AREGDDD3Z2 24Apr2018 A Hadware Mo WHSE No
SP2020 Sprint Colour Multi Functional Copeer 52020 b SP2020)  AREGDDD3Z3 24Apr 2018 A Hardware Mo \WHSE N
5P2020 Sprint Colour Multi Functonal Copier 52020 665556 SP2020  AREGDDO324 24Apr2018 A Hardware Mo WHSE No
SP2020 Sprint Colour Multi Functonal Coper 52020 00010101 SP2020  AREGDDD32S 24Apr2018 A Hardware Mo WHSE N
Beet SP2020 Sprint Colour Multi Functional Copier 52020 8301 SP2020)  AREGDDD330 24May2018 A Hardware Mo WHSE No
SP2020 Sprint Colour Multi Functonal Copier 52020 AB302 SP2020)  AREGDOD331 24May2018 A Hardware Mo WHSE N
SP2020 Sprint Colour Multi Functonal Coper  5P2020 48303 SP2020)  AREGDDD332 24May2018 A Hardware Mo WHSE No
arranties SP204 Colour Copier 204 20410203 P04 Titan Group 13AUg2014 A Hardware Mo SINY No
SP204 Colowr Copier 204 S04 YougBlectric  SalesDepart. 18Nov2014 A Hardware Mo cTRT No
SP204 Colour Copier 204 04983898 P04 AREGODO24  HopeWorks  Technial 07AUg2017 A Hardware Mo cTRT N
Motes SP204 Colour Copier 204 001912105029 SP204 11Nov2014 A Hardware Mo WKOR No
SP2121 Copier 2121 AREGO00213 22May 2017 A Hardware  Yes WKOR N
Sprint Colour Copier P50 21212 AREG000031 132016 A Hadnere  Yes \WHSE No
et SP5161 Sprint Copier SP5151 1616234 P16l AREGDODISG 0Mar217 A Hardware Mo WHSE N
SP5161 Sprint Copier SP5151 1516123 SP5151  AREGDODIS? DMar 017 A Hardware Mo WHSE No
SP5161 Sprint Copier 5151 16165437t SPGl61  AREGODDISS DMar 017 A Hardware Mo WHSE No
Test Machine TMACH T123 11AUG2014 A Hardnere Ve cTRT No
M Test Machine TMACH testo87554 11Aug2014 A Hardware Yes CwRT No
Test Machine TMACH 40201 11AUG2014 A Hardnere  Yes cTRT No
TestMachine TMACH mach00000700 AREGO00295 08AUG2017 A Hardware  Yes WKOR N
Deprediation Test Machine TMACH &T123* 11Aug 2014 A Hardware No WHSE No
Test Machine TMACH fmach00000003 11AUg2014 A Hardware Mo WHSE N
Test Machine TMACH 6841234 11AUG2014 A Hardware Mo WHSE No
Mirosoft Mouse X821932.002 MM78.955 1954 AREGOOODSG 075p 16 A Accessories Mo WHSE No
Ve - v
Open Windows ~ | 27 hug 2018

SEARCH FOR DATA - THE FILTER BUTTON

* As you hover over a column header, the Filter button will appear.
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Machine List for Durban - BPO: Version 2.1.0.64 - Eample Company - & X
[ Home | EquipmentandLocations  Contract  FinanceandHR  Inventory and Projects Sales  Service  Reportng  Utiities - &8 X
@ Durban - Lﬁ “E’a E
View | Savelayout Workspaces SaveFlter | |l - Prit Export | Reports
> Current s Process .| et 4| Reports ‘
Links a
Description PartCode ModelNo AssefRegho Customerbame  Depthiame StartDate  Status |CategoryDesc | IsixedAsset ParentType  Asset
2 =
SP2020 Sprint Colour Multi Functonal Coper 52020 12345 SP2020  AREGDDD1ES 12Apr2017 A Hardware Mo WHSE N
SP2020 Sprint Colour Multi Funconal Coper 52020 20209999 SP2020  AREG00D210 22May 2017 A Hardware Mo WHSE N
SP2020 Sprint Colour Multi Functonal Coper 52020 B8 SP2020  AREGDDD308 8Mar2018 A Hardware Mo WHSE No
SP2020 Sprint Colour Multi Functional Copier 52020 487 SP2020)  AREGDDD309 08Mar2018 A Hardware Mo WHSE N
5P2020 Sprint Colour Multi Functonal Copier 52020 B2 SP2020  AREGDDO31L 08Mar2018 A Hardware Mo WHSE N
SP2020 Sprint Colour Multi Functonal Copier 52020 483 SP2020  AREGODD312 08Mar2018 A Hardware Mo WHSE N
5P2020 Sprint Colour Multi Functional Copier 52020 84 SP2020)  AREGD0D313 08Mar2018 A Hardware Mo WHSE No
5P2020 Sprint Colour Multi Functonal Copier 52020 85 SP2020  AREGDDD314 08Mar2018 A Hardware Mo WHSE No
SP2020 Sprint Colour Multi Functonal Coper 52020 86 SP2020  AREGDDD31S 08Mar2018 A Hardware  No WHSE N
SP2020 Sprint Colour Multi Functonal Coper  5P2020 999999 SP2020  AREGDDDI2L 24Apr2018 A Hardware Mo WHSE N
SP2020 Sprint Colour Multi Functonal Coper 52020 888388 2020 AREGDDD3Z2 24Apr2018 A Hardware Mo WHSE No
SP2020 Sprint Colour Multi Functional Copeer 52020 77T SP2020)  AREGDDD3Z3 24Apr2018 A Hardware Mo WHSE N
5P2020 Sprint Colour Multi Functonal Copier 52020 656656 P02 AREGDDD324 24Apr2018 A Hardware Mo WHSE N
SP2020 Sprint Colour Multi Functonal Coper 52020 00010101 2020  AREGODD3ZS 24Apr2018 A Hardware Mo WHSE N
Beet SP2020 Sprint Colour Multi Functional Copier 52020 AB301 SP2020)  AREGD0D330 24May2018 A Hardware  No WHSE No
SP2020 Sprint Colour Multi Functonal Copier 52020 AB302 SP2020)  AREGDOD33L 24May 2018 A Hardware Mo WHSE No
SP2020 Sprint Colour Multi Functonal Coper  5P2020 48303 SP2020)  AREGDDD3Z2 24May2018 A Hardware  No \WHSE N
arranties SP204 Colour Copier 204 04-10203 P04 Titan Group 13AG2014 A Hardware Mo Sty N
SP204 Colowr Copier 204 204 YoungHectrc  SalesDepart.. 18Nov2014 A Hardware Mo TRt No
SP204 Colour Copier 204 04983838 P04 AREGDDO234  HopeWorks  Technical 07AUG017 A Hardware Mo cTRT N
Motes SP204 Colour Copier 204 001912105029 SP204 11Nov2014 A Hardware Mo WKOR Mo
SP2121 Copier 2121 AREG000213 22May2017 A Hardware  Yes WKOR N
Sprint Colour Copier P50 121212 AREGO00031 132016 A Hadwere  Yes WHSE No
et SP5161 Sprint Copier SP5151 116234 SP5151  AREGDODISG 0Mar 2017 A Hardware Mo WHSE No
SP5161 Sprint Copier SP5151 1636123 SPE161  AREGDDDIST WMar2017 A Hardware Mo WHSE N
SP5161 Sprint Copier 5151 16165437t SPGl61  AREGOODISS DMar017 A Hardware Mo \WHSE N
Test Machine TMACH T123 11AG2014 A Hardware  Yes TRt No
M Test Machine TMACH testoa7654 11AUg 2014 A Hardware Yes CRT No
Test Machine TMACH ma0201 11AG214 A Hardware  Yes cTRT N
TestMachine TMACH mach00000700 AREG000295 0BAUG017 A Hardware  Yes WKOR N
Deprediation Test Machine TMACH &T123* 11Aug 2014 A Hardware No WHSE No
Test Machine TMACH tmach00000003 11AIG20M4 A Hardware Mo WHSE No
Test Machine TMACH me841234 11AUG2014 A Hardware Mo WHSE N
Mirosoft Mouse 821932002 MM73-965 1454 AREGOO00SG 075p 2016 A Accessories Mo WHSE N
Ve v
Open Windows ~ | 27 hug 2018

* When you click on this button, a Custom drop-down list will be
displayed, the contents of which depend on the column header
selected.

* This will be a quick reference list of all the different numbers (or
names) in that column.

e Click on any number (or name) in the list.

* In this image, the part code number 102-478 has been

selected.
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Machine List for Durban - BPO: Version 2.1.0.64 - Eample Company = X
(W@  rome | Equpmentandlocatons  Contract  FnanceandHR Inventory and Projects i Sales  Service  Reportng Utiities - & x
OZXE B B % = - & | 0
Add Dl Vien | Savelayout Workspaces Savefiter | [y -] k| Print Export | Reports |
Maintena ) a Current s Process | | |
Links a
Desaription PartCode & i Modeih Regh < Deptiiame StartDate  Status  CategoryDest | [sFixedAsset ParentType  Asset
Functions v i o — -
SP2020 Sprint Colour Multi Functional Copier  SP2020 1455-96523 SP2020  AREGO00185 12Apr 2017 A Hardware No WHSE No.
SP2020 Sprint Colour Multi Functional Copier  5P2020 ;;ﬁ:ﬁs SP2020)  AREG000210 22May 2017 A Hardware No WHSE o
5P2020 Sprint Colour Multi Functional Copier  5P2020 2020008 SP2020  AREG000308 08Mar 2018 A Hardware Mo WHSE No
SP2020 Sprint Colour Multi Functional Copier  5P2020 i‘;:;;m SP202)  AREG0D0309 08Mar 2018 A Hardware No WHSE No
5P2020 Sprint Colour Multi Functional Copier  5P2020 7500 SP202)  AREGODO31L 08Mar 2018 A Hardware o WHSE No
SP2020 Sprint Colour Multi Functional Copier  SP2020 CR111111 SP2020  AREGO00312 08Mar 2018 A Hardware Mo WHSE No
SP2020 Sprint Colour Multi Functional Copier  5P2020 :ﬂ:&sm SP202)  AREGO00313 08Mar 2018 A Hardware No WHSE No
5P2020 Sprint Colour Multi Functional Copier  SP2020 PChoNoD1 SPO020  AREGO00314 08Mar 2018 A Hardware Mo WHSE No
SP2020 Sprint Colour Multi Functional Copier  5P2020 SE i:ig SP202)  AREGOD031S 08Mar 2018 A Hardware No WHSE No
SP2020 Sprint Colour Multi Functional Copier  5P2020 5P 19-123456 SP202)  AREGO0D321 248 2018 A Hardware No WHSE No
SP2020 Sprint Colour Multi Functional Copier  SP2020 5P1919 SP2020  AREGD00322 24Apr 2018 A Hardware No WHSE No
SP2020 Sprint Colour Multi Functional Copier  5P2020 gg;iﬂ SP202)  AREGODD323 24Ar 018 A Hardware No WHSE No
5P2020 Sprint Colour Multi Functional Copier  5P2020 sp2121 |00 arecoonz2s 2480 2018 A Hardware o WHSE No
SP2020 Sprint ColoLr Multi Functional Copier  5P2020 |00 arecoo0325 24Ar 2018 A Hardware No WHSE No
Beet SP2020 Sprint Colour Multi Functional Copier  5P2020 ABSOL SPI2)  AREGOD0330 24May 2018 A Hardware No WHSE No
5P2020 Sprint Colowr Multi Functional Copier  5P2020 AB902 SPI02)  AREGOOD331 24May 2018 A Hardware No WHSE No
SP2020 Sprint Color Multi Functional Copier  5P2020 ABI03 SP02)  AREGOD0332 24May 2018 A Hardware No WHSE No
Varranties 5P204 Colour Copier 5P204 204-10203 sP204 Titan Group 1BAG 014 A Hardware No SINV No
5P204 Colour Copier 5P204 P04 YoungElectric  SalesDepart... 18Nov2014 A Hardware No CRT No
5P204 Colour Copier 5P204 04989898 SPI04  AREGO0D234  Hope Works Technical 07AUg 2017 A Hardware No CTRT No
MNotes 5P204 Colour Copier sP204 001912105029 SP204 11Nov 2014 A Hardware o WKOR No
SP2121 Copier 5P2121 AREG000213 22May 2017 A Hardware ves WKOR No
Sprint Colour Copier 5P500 121212 AREGO00031 13Jn2015 A Hardware Yes WHSE No
e 5P6161Sprint Copier 5P6161 1616-234 SP6I61  AREGODD1S6 30Mar 2017 A Hardware No WHSE No
SP&161 Sprint Copier 5P6161 16161233 SP6I61  AREGODDIST 30Mar 2017 A Hardware No WHSE No
SP6161 Sprint Copier 5P6161 1616-5437t SP6I61  AREGODD15S 30Mar 2017 A Hardware No WHSE No
Test Machine TMACH T123 1LAUg 2014 A Hardware Yes CRT No
M Test Machine TMACH testoa7654 11AUg 2014 A Hardware Yes CRT No
Test Machine TMACH ma0201 11AUg 2014 A Hardware ves CRT No
Test Machine TMACH mach00000700 AREGO00295 08AUg 2017 A Hardware ves WKOR No
Deprediation Test Machine TMACH &T123* 11Aug 2014 A Hardware No WHSE No
Test Machine TMACH machD0000003 1LAUG2014 A Hardware No WHSE No
Test Machine TMACH nmeB41234 1LAUg 2014 A Hardware No WHSE No
Microsoft Mouse X821932-002  MM78-955 1454 AREGODOOSG 075ep 2016 A Accessories  No WHSE No
‘ v
Open Windows ~ | 27 Aug 2018

The system will filter your selection in the data grid and the filter row
of the Part Code column will contain the number (or name) that you
selected for filter.

The Title row of the data grid will display the filter selection.

The Edit Filter row of the data grid will also display the filter selection.

Data grid filtering is covered in more detail in the Data grid filtering manual.
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TEcHNOLOGTES BPO2 Controls and Functions

Machine List for Durban - BPO: Version 2.1.0.64 - Eample Company - a %
| Home | Equipmentandlocations  Contract  FinanceandHR  Inventory and Projects Sales  Service  Reportng  Utiities - &8 X
n =S = e — ey o 3 ot =
IR RS
@ @ = & L LB
Add Delet= View | Savelayout Workspaces SaveFiter | | a) - Refresh c | Print Expart | Reports
Feiecs J . o | = |
a | Applied Filter : [PartCode] = '1020-478" |4—‘
)
Functions Description PartCode  ~ 7 |seriaiNo Modello | AssetRegha CustomerName  Deptilame StariDate  Status  CategoryDesc IsFixedAsset ParentType Asset

v 1020478

ot Staple Unit 1020478 478-1234 1020478 AREGO00D04 04May 2017 A Accessories Mo WKOR No
Staple Lnit 1020478 478-1011 1020478 AREGO00260 22017 A Acessoies  No WHSE N
Staple Lnit ./ 1020478 475-1012 1020478 AREGDDOZ51 2UIN2017 A Accessories Mo WHSE N
[ story

istory

X /] [PartCode] = '1020-478' ~ Edit Filter

Open Windows + |27 Aug 2018

CLEAR A SEARCH

e Either, remove all text from the Filter row,
* Or, click on the [X] in the Edit Filter row, to remove the filter(s).
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=3
BPO2 Controls and Functions

Machine List for Durban - BPO: Version 2.1.0.64 - Example Company - 8 X
| Home | Equpmentandlocatons  Contract  FinenceandHR  Inventory andProjects Sales  Service  Reportrg  Utiliies - & x
Al = == = ——————— a= e o 3
/ = ﬁ Durban -4 2 ILN 4 Q o
O xXxE EH B8 & L i?)
Add  Edi Delsie View | Savelayout Workspaces SaveFiter | a1 <] Refresh | 2 - Sack | Print Export | Reports
Mantenance 4|  Forma t Prox Print 4| Repors .
Links 2 Applied Fifter : [PartCode] = '1020-478'
7 »
Functions Desaription PartCode _+ 7 Serialio ModeMo AssefRego CustomerName  Depf¥ame StarfDate | Status | CategoryDesc |IsixedAsset |ParentType  Asset
- 1020478
ot Staple Unit 1020478 478-1234 1020478 AREGO00D04 04May 2017 A Accessories Mo WKOR No
Staple Lnit 1020478 4751011 1020478 AREGDDO250 22017 A Acessoies  No WHSE N
Staple Lnit 1020478 4751012 1020478 AREGDDOZ51 22017 A Acessoies  No WHSE N
x | Partcode] - ‘1020478 ~ Edit Fiter
Open Windows ~ | 27800 2018

SEARCH FOR DATA - THE FILTER ROW

* Select the column header.
* Type the data you are searching for in the Filter text box.
* In this image, the applied filter is for a Part Code that
contains the number 204.
* The system will immediately start filtering for the first number /
letter as you type it.
* Note 1: The filter is not case sensitive.

* Note 2: You can type any part of a word or number.

Data grid filtering is covered in more detail in the Data grid filtering manual.

Help v2.5.1.4 - Pg 13 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHNOLOGSTES BP02 ContrOIS and Functions

Machine List for Durban - BPO: Version 2.1.0.64 - Example Company — al X
| Home | Equpmentandlocations  Contract  FinanceandHR  Inventory and Projects Sales  Service  Reportng  Utiities - &8 X
| =| =] = — e = 3 g g
= = B 3
OZXE B B % o & iy @/ 0
Add  Edi  Delei=  View | Savelayout Workspaces SaveFiter | [u +| Refresh nvert | Print Export | Reports
Maintenance Format Current Process. a Print 4| Reports i
Links n Applied Filter : Contains([PartCode], 2047
Er Pl
Functions Description PartCode v 7 SerialNo ModelNe  AssetRegho CustomerName DeptName StartDate Status  CategoryDesc  IsFixedAsset ParentType Asset
’
WO History _
5P204 Colour Copier SP204 001912105029  SP204 11Nov 2014 A Hardware No WKOR. Ne
5P204 Colour Copier SP204 204-289898 SP204 AREGD00294 Hope Works Technical 07Aug 2017 A Hardware No CTRT Ne
5P204 Colour Copier SP204 SP204 ‘Young Electric SalesDepart... 18Nov 2014 A Hardware No CTRT Ne
Pre y 5P204 Colour Copier SP204 204-10203 SP204 Titan Group 13Aug 2014 A Hardware Mo SINV No
5P204 Black Toner 204-197X AREGD00037 18Feb 2016 A Toners No WHSE Ne
5P204 Black Toner 204-147K AREGD00036 18Feb 2016 A Toners No WHSE No
5P204 Black Toner 204-1947% AREGD00035 18Feb 2016 A Toners No WHSE No
5P204 Black Toner 204-147X AREGDO0034 18Feb 2016 A Toners No WHSE No
5P204 Black Toner 204-147K AREGD00033 18Feb 2016 A Toners No WKOR. Ne
5P204 Black Toner 204197 101 AREGDO0001 18Feb 2015 A Toners No WKOR Ne
5P204 Black Toner 204-197X 001912105050 11Nov 2014 A Toners No WKOR Ne
X /] Contains([PartCode], '204) ~ Edit Filter
Open Windows | 27 Aug 2018

SEARCH FOR DATA - MULTIPLE SEARCHES

* |f you want to search in more than one column, then do not
remove the first filter selection.
* Type the new search data in the filter row in the next column of
choice.
* In this image the first filter is for Part Codes con-
taining the number 204.
* The second filter is for Model Numbers containing the
letters / numbers sp204.
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TEcHNOLOGTES BPO2 Controls and Functions

Machine List for Durban - BPO: Version 2.1.0.64 - Example Company - & X
| Home | Equpmentandlocstions  Contract  FinanceandHR  Inventory andProjects Sales  Service  Reportrg  Utiliies - & x
Al = = ——————  aey = D dah o
Q2 X G [ & MG @m0
Add Vien | Savelayout Workspaces Savefiter | [a) <] Refresh Print  Exart | Reports
Maintenance . Format " Current Process a Print Reports 4
Links 2 Applied Filter : Contains{[PartCode], '204') And Contains([ModelNo], 'sp204)
E »
Functions Desaription PartCode 7 Serialio ModelNo 7 AsselRegho | CustomerlVame  Deptiiame StartDate | Status CategoryDesc IsFixedAsset PareniType | Asset IsFinanced
v |EX | sp204 |
WO History =
SP204 Colour Copier  SP2D4 0410203 P24 Titan Group 132014 A Hadware Mo smw No Mo
SP204 Colowr Copier  SPID4 P04 YongHectic  SdesDepartment 18Nov2014 A Hardware o [ No Mo
SP204 Colour Cogier  SP2D4 04909898 P04 AREGO00294 HopeWorks  Technical 07AQ017 A Hadeare Mo cmRT No Mo
SP204 Colour Copier  SP2D4 001912105029 5P204 iUNov20i4 A Hadware Mo WKR  No Mo
X 7] Contains([PartCode], ‘204) And Contains{[ModelNo], 'sp204) Edit Fiter
Open Windaws ~ | | 27.4ug 2018

CLEAR MULTIPLE SEARCHES

e FEijther, remove all text from the Filter row,
* Or, click on the [X] in the Edit Filter row to remove the filter(s).
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=3
BPO2 Controls and Functions

Machine List for Durban - BPO: Version 2.1.0.64 - Eample Company = a %
| Home | Equpmentandlocatons  Contract  FinenceandHR  Inventory andProjects b Sales  Service  Reportng  Utiities - & x

o Al (| =E - ——————— = ' = 2 . ==
; = ‘@ Durban B 2 Iﬁh B Lg O
OO XE B B8 & L T
Add E lete  View Save layout Workspaces Save Filter Al ~+ Refresh Reval = Back Print  Export Reports
Print 4| Repors .
ik a Applied Filter : Contains([PartCode], '204°) And Contains([ModelNo], 'sp204')
5 »
Description PartCode 7 SerialNo ModelNo 7 AssetRegNo  CustomerName DeptiName StartDate Status  CategoryDesc IsFixedAsset ParentType Asset IsFinanced
L] 204 sp204
5P204 Colour Copier SP204 204-10203 SP204 Titan Group 13Aug 2014 A Hardware No SIny Mo Mo
5P204 Colour Copier SP204 SP204 Young Electric Sales Department 18 Nov 2014 A Hardware No CTRT Mo No
5P204 Colour Copier SP204 204-589898 SP204 AREG000294 Hope Works Technical 07 dug 2017 A Hardware Ne CTRT No No
5P204 Colour Copier SP204 001912105028  SP204 11Nov 2014 A Hardware No WKOR No No
xc ([PartCode], "204) And C 0 1, '5p204) Edit Fiter
Open Windows | 27 Aug 2018

COLUMN WIDTH

You can change the width of the columns within a data grid.

* Click and hold on the line between two columns in the column
header row.

* White double ended arrow heads will appear and the dividing
line between the columns will be highlighted.

* Move the mouse either left or right to increase or decrease the

column width.
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TEcHNoLosT=s BPO2 Controls and Functions

Machine List for Durban - BPO: Version 2.1.0.64 - Eample Company - X
[ Home | EquipmentandLocations  Contract  FinanceandHR  Inventory and Projects Sales  Service  Reportng  Utiities - &8 X
@ Durban - Y “E’a E
Vien | Savelayout Workspaces SaveFiter | n1  +| Print  Export Reports
> at - Current s Process .| et 4| Reports ‘
Links a

Description PartCode g |sggaie Modeio AssetRegNo | CustomerName  Deptiiame Startate  Stotus CategoryDesc IsFixedAsset ParentType | Asset IsFinanced

7 i -
SP2020 Sprint Colou... 5P2020 20-12355 SP2020 123 Hope Works  Technical 2732015 A Herdware Mo cTRT Mo Yes
SP1919 Sprint Colou... SP1912 19-12345 1919 Derton Technal... 07Apr2014 A Hardware Mo cRT Mo Mo
SP1919 Sprint Colou... 5P1918 1950201 1919 Office Supplies... 09Apr2014 A Herdware Mo cTRT No Mo
K147Kyocera Colou... 145896523 K147-123456789 K147 Office Supplies... 06May2014 A KyoceraMul... No cRT Mo Mo
Kruger 2N Fax Machne KZN-122TF8 sn1234sses 122 YoungBlectric  SalesDepartment O6May 2014 A Hardware Mo wHsE Mo Mo
K147Kyocera Colou... 145896523 sn123 K147 YoungBectric  SalesDepartment 06May 2014 A KyoceraMul.. No cTRT Mo Mo
K147Kyocera Colou... 145896523 199652365 K147 Westwood Dyn... 07May2014 A KyoceraMu... No WHSE No Mo
SP2020 Sprint Colou... 5P2020 abe1azc Sp2020 Derton Technal... 07May2014 A Herdware Mo cTRT No Mo
K147Kyocera Colou... 145896523 SINz2413546 K147 Hope Works  Technical BUNT A KyoceraMu.. No cTRT Mo Mo
SP19-12 Colour Copier 5P19-123456 SPi9-12185274 SP1S-12 Titan Group 1Bun214 A Hadware Mo cRT Mo No
SP19-12 Colour Copier 5P19-123456 19121201 sP1912 Titan Group 214 A Hadware  No cRT Mo No
SP19-12 Colour Copier SP19-123456 19121202 SP1o12 Samanthas Diner 214 A Hadware  No cwr Mo No
SP19-12 Colour Copier SP19-123456 191210031 SP19-12 Samanthas Diner 0232014 A Herdware Mo cRT No Mo
SP19-12 Colour Copier 5P19-123456 191210032 SP19-12 Bothas Netor... 0232014 A Herdware Mo cRT Mo No
Beet SP2020 Sprint Colou... SP2020 2020102047 SP2020 Dancing Shoes 21Wn2017 A Hardware Mo WHSE No Mo
SP19-12 Colour Copier 5P19-123456 191210034 SP19-12 Danny Storm 1 0232014 A Herdware Mo S No Mo
SP19-12 Colour Copier 5P19-123456 1912102035 SP13-12 Office Supplies... 0232014 A Herdware Mo Sy Mo No
arranties SP19-12 Colour Copier  5P19-123456 1912100%  SP19-12 Westwood Dyn 0232014 A Herdware Mo SN Mo No
SP2020 Sprint Colou... 5P2020 202010201 P00 Titan Group 0232014 A Hedware Mo cRT Mo No
SP2020 Sprint Colou... SP2020 2020202 sP2020 Office Supplies... 0232014 A Herdware Mo S Mo No
Motes SP2020 Sprint Colou... SP2020 20210203 sP2020 Westwood Dyn 0232014 A Herdware Mo Sty No Mo
SP2020 Sprint Colou... SP2020 2201004 spa0x Office Supplies... 0232014 A Herdware Mo cRT Mo No
SP2020 Sprint Colou... SP2020 20210205 P20z Bothas Networ... 0212014 A Hardware Mo SNV No Mo
et SP2020 Sprint Colou... SP2020 202004 SP2020 8ig Bargains 032014 A Herdware Mo S No Mo
SP19-12 Colour Copier 5P19-123456 1912102043 SPI9-12 Hope Works  Technical 032014 A Herdware Mo cRT Mo No
SP19-12 Colour Copier  5P19-123456 191210044 SP19-12 CashSales Acc... SalesDepartment 03Xl2014 A Hardware Mo St Mo No
New Machine NMACH nm10301 Hope Works  Technical 0832018 A Herdware Mo cRT Mo No
M SP204 Colour Copier  5P204 20410203 SP204 Titan Group 13Aug2014 A Hardware No SINV Mo MNo
SP2020 Sprint Colou... SP2020 19122010101 SP2020 Hack PC -ITS. 11Nov2014 A Hardware Mo wHsE No Mo
SP204 Colour Copier  5P204 204 YoungBectric  SalesDepartment 18Nov2014 A Hardware Mo cRT Mo No
Deprediation SP2020 Sprint Colou...  SP2020 20457896 SP2020 Derton Technel. 073an 2015 A Hardware No CTRT No No
SP19-12 Colour Copier 5P19-123456 19123456 sP1s-12 Panda Copiers 08ln2015 A Herdware Mo cTRT No Mo
SP2020 Sprint Colou... SP2020 147708 SP2020 Hack PC - ITS. MMay2015 A Hardware Mo cRT Mo No
SP2020 Sprint Colou... SP2020 147807 Sp2020 Hack PC -ITS. 062015 A Herdware Mo cRT Mo No

- = : = e e = = = .

Open Windows ~ | 27 hug 2018

SAVE LAYOUT

* When you are happy with the data grid changes, click on Save Lay-

out to save the changes made.
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TECHMNOLOGSTES

BPO2 Controls and Functions

Machine List for Durban - BPO: Version 2.1.0.64 - Eample Company - & X
[ Home | EquipmentandLocations  Contract  FinanceandHR  Inventory and Projects Sales  Service  Reportng  Utiities - &8 X
@ ﬁ Durban - Lﬁ “E’a E
Save Layout | Workspaces  SaveFiter | |y - Prit Export | Reports
at - Current Process .| et 4| Reports ‘
Links a

Description PartCode Seriaio ModeliNo AssetRego  Customeriame | Deptiiame StartDate  Sttus | CategoryDesc IsFixedAsset ParentType Asset IsFinanced
SP2020 Sprint Colou... 5P2020 2012345 2020 123 HopeWorks  Technical 27kn015 A Hadware Mo cTRT No  Yes
SP1919 Sprint Colou... SP1912 19-12345 1919 Derton Technol... 07Apr014 A Hadware Mo cTRT No Mo
SP1919 Sprint Colou... 5P1918 1950201 1919 Office Supplies... 0942014 A Hadware Mo crRT No Mo
K147Kyocera Colou... 145896523 K147-123456789 K147 Office Supples... 06May2014 A KyoceraMul. No cTRT No Mo
Kruger 2N Fax Machne KZN-122TF8 sni234sses  ZN122 YoungBlectric  SalesDepartment O6May 2014 A Hardware Mo WHSE No Mo
K147Kyocera Colou... 145896523 sn123 K147 YoungElectic  SalesDepartment O6May 2014 A KyoceraMul. Mo crRT No Mo
K147Kyocera Colou... 145896523 199652365 K147 Westwood Dyn... 07May2014 A KyoceraMul. No WHSE No Mo
SP2020 Sprint Colou... 5P2020 abetazc 2020 Derton Tedhnol... 07May2014 A Hardware Mo crRT No Mo
K147Kyocera Colou... 145896523 SINZ24135% K147 HopeWorks  Technical 19D A KyoceraMil.. No cTRT No Mo
SP19-12Colour Copler SP19-123456  SP19-12185274  SP19-12 Titan Group 13un2014 A Herdware Mo cTRT No Mo
SPI19-12Colour Copler SP19-123456  19-12/1201  SP19-12 Titan Group 17Wn2014 A Herdware Mo crRT No Mo
SPI9-12Colour Copier SP19-123456  19-12/1202  SP1-12 Samanthas Diner 17WN2014 A Hardware  No cTRT No Mo
SPI9-12Colour Copier SP19-123456 1912102031  SP1S-12 Samanthas Diner 0212014 A Hadware  No cTRT No Mo
SPI9-12Colur Copler SP19-123456 1912102032  SP1S-12 Bothas Networ 0202014 A Hadware Mo crRT No Mo
Beet SP2020 Sprint Colou... SP2020 2020102047 SP2020 Dancing Shoes 213nM017 A Hadware Mo \WHSE No Mo
SP19-12Colour Copier SP19-123456 1912102034 SPI3-12 Danny Storm L. 0232014 A Hadware  No B No Mo
SP19-12Colour Copler SP19-123456 1912102035  SP1S-12 Office Supplies 0212014 A Hadware  No B No Mo
arranties SP19-12Colour Copler SP19-123456 191210203  SP13-12 Westwood Dyn. 020014 A Hadware Mo SNy No Mo
SP2020 Sprint Colou... 5P2020 02010201 SP2020 Titan Group 0212014 A Hadware  MNo crRT No Mo
SP2020 Sprint Colou... SP2020 02010202 SP2020 Office Supplies 0202014 A Hadware Mo B No Mo
Motes SP2020 Sprint Colou... SP2020 02010203 SP2020 Westwood Dyn. 0212014 A Hadware  No B No Mo
SP2020 Sprint Colou... SP2020 02010204 P2 Office Supplies 0202014 A Hadware Mo crRT No Mo
SP2020 Sprint Colou... SP2020 02010205 SP2020 Bothas Networ 0202014 A Hadware  No B No Mo
et SP2020 Sprint Colou... SP2020 2020102048 SP2020 Big Bargains. 032014 A Hadware  No B No Mo
SP19-12Colour Copler SP19-123456 1912102043 SP1S-12 HopeWorks  Technical 0312014 A Hadware  No cTRT No Mo
SP19-12Colour Copler SP19-123456 1912102044 SP13-12 CashSalesAcc... SalesDepartment 0312014 A Hardware Mo Sy No Mo
New Machine NMACH m 10301 HopeWorks  Technical 08Jn 2018 A Hadware  No crRT No Mo
M SP204 Colour Copier  5P204 20410203 sP204 Titan Group 13802014 A Hardware No SNV Mo No
SP2020 Sprint Colou... SP2020 019122010101 SP2020 Hack PC-ITS... 1iNov2014 A Herdware Mo \WHSE No Mo
SP204 Colour Copier  5P204 204 YoungBlectic  SalesDepartment 18Mov2014 A Hardware Mo crRT No Mo
Deprediation SP2020 Sprint Colou...  SP2020 20-457896 SP2020 Derton Technol. 073an 2015 A Hardware No CTRT No No
SP19-12Colour Copier SP19-123456  19-123456 P1912 Panda Copiers 08Jn2015 A Hadware  No crRT No Mo
SP2020 Sprint Colou... SP2020 147708 2020 Hadk PC-ITS... 14May2015 A Herdware  No cTRT No Mo
SP2020 Sprint Colou... SP2020 147807 220 Hadk PC-ITS... 0612015 A Hadware Mo crRT No Mo

= = e — o e = = =

Open Windows ~ | 27 hug 2018

EXPORT DATA

* Click anywhere in the data grid you wish to export.
* Click on Export.
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TECHMNOLOGSTES

BPO2 Controls and Functions

Machine List for Durban - BPO: Version 2.1.0.64 - Example Company - a8 X
‘HTme} Equipment and Locations Contract Finance and HR. Inventor and Projects N Utilities - &8 x
e g =t _ T o ——— Iifies: 2
@ X & G e ol BRY- |
Add  Edt Delte View | Savelayout Workspaces Savefiter | ) BuyBack | Print Reports
Maintenance 4 nat . Current 4| Reports
2
»
Description PartCode Serialo ModelNo AssetRego  CustomerName | Depthiame StartDate  Status | CategoryDesc | Is-bedAsset ParentType Asset | IsFmanced
Functions v 4
SP2020 Sprint Colou... 5P2020 012345 sp2020 123 HopeWorks  Techrical 273n2015 A Hadware  No cRT No s
SP1919 Sprint Colou... | SP1913 19-12345 1919 Derton Technol... 07Ar 014 A Hadware  No cmRT No Mo
SP1919 Sprint Colou... | SP1919 1990201 1919 Office Supplies... 09APr014 A Hadware  No cmRT No  No
K147Kyocera Colou...  1458-96523 K147-123456789 K147 Office Supplies... 05May2014 A KyoceraMul... No cRT N No
Kruger 2N Fax Machine. KzN-122TFB Sni235se8 ZNLZ2 YoungElectic  SalesDepartment 06May2014 A Hardware  No WHSE Mo Mo
K147Kyocera Colou...  1458-96523 sn123 K147 YoungElectic  SalesDeparment 06May2014 A KyoceraMil.. No cRT No Mo
K147Kyocera Colou...  1458-96523 149652365 K147 Westwood Dyn... 07May2014 A KyoceraMul... No WHSE  No Mo
SP2020 Sprint Colou... SP2020 abc14zc 2020 Derton Technol... 07May2014 A Hadware  No cTRT N No
K147Kyocera Colou...  1458-96523 SINIA135% K147 HopeWorks  Techrical 181017 A KyoceraMul.. No cRT No Mo
» SP19-12Colowr Copler SPIS-123956  SP19-12185274  SP1S-12 Titan Group 1BIN2014 A Hadware  No cmRT N No
SPI9-12Colour Copier SPI9-123456 19121201 SP1s-12 Titan Group 17In2014 A Hadware  No cmRT No  No
SP19-12Colour Copier SP19-123456 19121202 SP1s-12 Samanthas Diner 7IN2014 A Hadware  No cmRT N No
SPI3-12Colour Copier SP19-123456  1912-102031  SP1s-12 Samanthas Diner 0212014 A Hadware  No cRT N No
SP19-12Colour Copier SP19-123456  1912-102032  SP1S-12 Bothas Networ 0202014 A Hadware  No cRT No  No
SP2020 Sprint Colou... SP2020 00102047 P00 Danding Shoes 21WnMT A Hadware  No WHSE  No Mo
SP19-12Colour Copier SPI9-123456  1912-102034  SP1S-12 Danny Storm L. 0212014 A Hadware  No £ N No
SP13-12Colour Copier SP19-123456  1912-102035  SP1S-12 Office Supples 0212014 A Hadware  No B No Mo
SP19-12Colour Copier SP19-123456  1912-10203%  SP1s-12 Westwood Dyn. 0212014 A Hadware  No B N MNo
SP2020 Sprint Colou... | SP2020 0001 P2 Titan Group 0212014 A Hadware  No cmRT N No
SP2020 Sprint Colou... SP2020 0210202 201 Office Supplies 0212014 A Hadware  No smv N No
SP2020 Sprint Colou... SP2020 0210203 a0 Westwood Dyn. 0212014 A Hadware  No £ N No
SP2020 Sprint Colou... SP2020 0010204 P22 Office Supplies 0202014 A Hadware  No cRT No  No
SP2020 Sprint Colou... SP2020 0010205 P Bothas Networ 0212014 A Hadware  No B No  No
T P2020 Sprint Colou... SP2020 021004 a2 Big Bargains 03M2014 A Hadware  No £ N No
SP13-12Colour Copier SPI9-123456  1912-102043  SP1S-12 HopeWorks  Techrical 032014 A Hadware  No cRT No Mo
SP19-12Colour Copier SP19-123456  1912-102044  SP1s-12 CashSalesAcc... SalesDeparment 03XI2014 A Harcware  No smv N MNo
New Machine NMACH nm10301 HopeWorks  Techrical 08Jan018 A Hadware  No cmRT N No
M SP204 Colour Copier  5P204 20410203 sP204 Titan Group 13802014 A Hardware No SNV Mo No
SP2020 Sprint Colou... | SP2020 019122010101 SP2020 HackPC -ITS... 1iNov2014 A Hardware  No WHSE Mo Mo
SP204 Colour Copler  SP204 204 YongElectic  SalesDeparment 18Nov20l4 A Hardware  No cRT No  No
Deprediation SP2020 Sprint Colou...  SP2020 20-457896 SP2020 Derton Technol. 073an 2015 A Hardware No CTRT No No
SP19-12 Colour Copier SP19-123456  19-123456 Pi3-12 Panda Copiers 08Jan015 A Hadware  No cmRT N No
SP2020 Sprint Colou... | SP2020 147708 2020 HackPC -ITS... 14May2015 A Hardware  No cRT No Mo
SP2020 Sprint Colou... | SP2020 147807 2020 HackPC-ITS... 052015 A Hadware  No cmT N MNo
- = e — e e 7‘ = =
Open Windaws = | |27.4ug 2018
* This will open with a new spreadsheet and load all the
pen MS Excel with preadsheet and load all th
data from the data grid into that spreadsheet.
oY h [ h for d it f inti
ou can then view, search for data, prepare it for printing, etc.
L]

Close the Excel spreadsheet when you are done.
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Insert  Page Lay Fermulas  Data  Review View Addins Team @ Tellr

. o Calibri Bt 3 £ Wiap Text General B £ | s = Ay jo)
) copy - - = B OE S g
e o B 1 U - Eibsecomer < (% » |3 | Contiom rorts Gt | bes O, 08 e
Clipboard < Fant 5 Alignmen n Number & styles cells Editing ~
@ UPDATES AVAILABLE Updates for Office are ready to be installed, but first we need 1o close some apps. Update now x
AL - S Description -
| A B [ D E F (] H 1 J K L M N o -
1 Description ~ |PartCode = |SerialNo ~ |ModelNo | - |AssetRegl - | CustomerNai - |DeptName ~ |StartDate - |Stat - |CategoryD - |IsFixedAs: ~ [ParentTy * [Assi - |IsFinan| - |PaymentT - |Use
2 SP2020 Sprint Colou{SP2020 20-12345 5P2020 123 Hope Works | Technical 27Jan 2015 |A Hardware _|No CTRT No _|[ves TRANS
3 SP1919 Sprint Coloui5P1919 19-12345 1919 Derton Technol 07 Apr 2014 |A Hardware No CTRT No  [No
4 |5P1919 Sprint Colou(SP1919 19-90201 1919 Office Supplies 09 Apr 2014 |A Hardware No CTRT No  [No
5 K147 Kyocera Colouf1458-96523 K147-12345678 K147 Office Supplies 06 May 2014A Kyocera Mult{No CTRT No [No
6 Kruger ZN Fax MachiKZN-122TFB __[sin12345568 |ZN122 Young Electric_|Sales Departmen{06 May 2014A Hardware _|No WHSE No  [No
7 K147 Kyocera Colou| 1458-96523 sin123 K147 Young Electric_|Sales Departmen{06 May 2014A Kyocera Mult{Ne CTRT No  [No
8 K147 Kyocera Colou| 1458-96523 14-9652365  |K147 Dyn: 07 May 2014A Kyocera MultiNo 'WHSE No  [No
9 |SP2020 Sprint Colou|SP2020 abcl47c SP2020 Derton Technok 07 May 2014A Hardware No CTRT No [No
10 K147 Kyocera Colouj 1458-96523 SIN32413546 |K147 Hope Works | Technical 19Jul 2017 |A Kyocera Mult{No CTRT No  [No
11 'SP19-12 Colour Copi|SP19-123456 5P19-12185274/5P19-12 Titan Group 13 Jun 2014 |A Hardware No CTRT No  [No
12 SP19-12 Colour Copi{SP19-123456 _ |19-12/1201 _ |5P19-12 Titan Group 17 Jun 2014 A Hardware _ |No CTRT No [No
13 SP19-12 Colour Copi|SP19-123456 19-12/1202 SP19-12 Dingf 17 Jun 2014 |A Hardware No CTRT No  [No
14 5P19-12 Colour Copi[SP19-123456 1912-102031 |SP19-12 Dingf 02 Jul 2014 [A Hardware No CTRT No  [No
15 SP19-12 Colour CopiSP19-123456 1912-102032 |SP19-12 Bothas Network 02 Jul 2014 |A Hardware No CTRT No [No
16 SP2020 Sprint ColouSP2020 2020-102047 _|5P2020 Dancing Shoes 21 Jun 2017 |A Hardware _[No WHSE No [No
17 SP19-12 Colour Copi|SP19-123456 1912-102034 |5P19-12 Danny Storm IT 02 Jul 2014 |A Hardware No SINV No  [No
18 SP19-12 Colour Copi|5P19-123456 1912-102035 |SP19-12 Office Supplies 02 Jul 2014 |A Hardware No SINV No  [No
19 SP19-12 Colour Copi{SP19-123456  1912-102036 |5P19-12 Westwood Dyn. 02Jul 2014 [A Hardware  [No SINV No [No
20 |SP2020 Sprint Colou|SP2020 2020-10201 _ |SP2020 Titan Group 02 Jul 2014 (A Hardware  |No CTRT No  [No
21 | SP2020 Sprint Coloui SP2020 2020-10202 _ |5P2020 Office Supplies 02 Jul 2014 |A Hardware No |SINV. No  [No
22 |5P2020 Sprint Colou|SP2020 2020-10203  |SP2020 Dyn: 02 Jul 2014 |A Hardware No SINV No  [No
23 SP2020 Sprint Colou|SP2020 2020-10204  |5P2020 Office Supplies 02Jul 2014 A Hardware  |No CTRT No [No
24 |5P2020 Sprint Colow|SP2020 2020-10205  |5P2020 Bothas Networl 02 Jul 2014 |A Hardware No SINV No  [No
25 SP2020 Sprint Coloul5P2020 2020-102049 _|5P2020 Big Bargains 03 Jul 2014 |A Hardware _ |No SINV No [No
26 SP19-12 Colour Copi|SP19-123456 1912-102043 |5P19-12 Hope Works | Technical 03 Jul 2014 |A Hardware  |No CTRT No  [No
27 |SP19-12 Colour copjsnngaass 1912-102044 _|5P19-12 Cash Sales AccofSales Departmen{03 Jul 2014 |A Hardware _|No [sinv No  [No
28 New Machine NMACH nm10301 Hope Works | Technical 08 Jan 2018 |A Hardware No CTRT No  [No
29 5P204 Colour Copier|SP204. 204-10203 __ [5P204 Titan Group 13 Aug 2014/A Hardware |No SINV No [No
30 SP2020 Sprint Coloui$P2020 019122010101 |SP2020 Hack PC - IT Shq 11 Nov 2014A Hardware No WHSE No [No
31 SP204 Colour Copier| SP204 5P204 Young Electric_|Sales Departmen{18 Nov 2014 A Hardware No CTRT No  [No !
32 5P2020 Sprint Colou|SP2020 20-457896 |SP2020 Derton Technol 07 Jan 2015 |A Hardware No CTRT No  [No
33 SP19-12 Colour Copi|SP19-123456 _|19-123456 _ |SP19-12 Panda Copiers 08 Jan 2015 |A Hardware |No CTRT No [No
34 | SP2020 Sprint Colou|SP2020 147708 $P2020 Hack PC - IT Shq 14 May 2019A Hardware No CTRT No [No
35 SP2020 Sprint Coloul SP2020 147807 5P2020 Hack PC - IT Sh 06 Jul 2015 A Hardware |No CTRT No [No
36 Copier 5P1020 1020-1478 5P1020 Hope Works | Technical 17 Apr 2015|A Hardware  |No SUPP No [No -
¢ Sheet | () “ »
Ready B MO - ] + 100%

SELECT A ROW (ITEM)

1. Click in the row selector column of the item you wish to work with.
By selecting a row (or item), you can do various things:

2. View more information about the item by clicking one of the Functions
tiles.
3. Edit, View or Delete the item.
* Note 1: There are only certain screens where items can be
deleted.
* Note 2: When an item is deleted, it will still be within the
database, but it will be set to inactive and therefore not

viewable to users any more.
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Machine List for Durban - BPO: Version 2.1.0.64 - Example Company - & X
EqupmentandLocations _ Contract  Financeand HR___ Inventory andProjects 1 Seles senviee. | utittes. -5 x
R B % = G oy @'
Savelayout Workspaces SaveFiter | ‘wi | | Print Export | Reports |
‘ : Curent s Process | | |
Description o PartCode SerialNo ModelNo AssetRegNo  CustomerName  Deptiiame StartDate  Status | CategoryDesc |IsFixedAsset | ParentTypel
SP2020 Sprint Colour Multi Functonal Copler  5P2020 20-12345 2020 123 HopeWorks  Technica 273215 A Hadware  No cRT
SP1919 Sprint Colour MFC sP1918 19-12335 1519 Derton Technol... 07AP 014 A Hadware Mo cRT
SP1919 Sprint Colour MFC sP1918 1990201 1919 Office Supples... 09API014 A Hardware Mo cRT
K147Kyocera Colour Copier 1458.96523 K147-123456789 K147 Office Supples... 05May2014 A KyoceraMul... No cRT
Kruger 2N Fax Machine KeN-1221FB 12345568 aN1Z2 YoungElectric  SalesDepartment 0O6May2014 A Hardware  No WHSE
K147Kyocera Colour Copier 1458.96523 sni23 K147 YoungElectric  SalesDepartment 0O5May2014 A KyoceraMil.. No cRT
K147Kyocera Colour Copier 1458.96523 14965235 K147 Westwood Dyn... 07May2014 A KyoceraMul.. No WHSE
SP2020 Sprint Colour Multi Functonal Copler  SP2020 abe147c 2020 Derton Technol... 07May2014 A Hardware Mo cTRT
K147 Kyocera Colour Copier 1458.96523 SING24135% K147 HopeWorks  Technica VU7 A KyoceraMil.. No cRT
SP13-12 Colour Copier SPI19-12345  SP19-12185274  SP19-12 Titan Group 1BIN2014 A Hadware Ko cwRT
SP13-12 Colour Copier SPI9-12345 1912101 SP1912 Titan Group TXn014 A Hadware  No cRT
SP13-12 Colour Copier SPI9-123456 1912102 SP19-12 Samanthas Diner 7Xn2014 A Hadware  No cRT
SP15-12 Colour Coper SPI9-12345 1912102031 SP19-12 Samanthas Diner 0232014 A Hadware Mo cRT
SP13-12 Colour Copier SPI19-123455 1912102032 SP1S-12 Bothas Networ... 0202014 A Hadware Mo cRT
5P2020 Sprint Colour Multi Functonal Copler  SP2020 2020102047 SP2020 Danding Shoes 2107 A Hadware Mo WHSE
151208 SPI9-12345 1912102034 SP1S-12 Danny Storm L. 02342014 A Hadware Mo B
SP13-12 Colour Copier ‘ SPI19-12345 1912102035  SP15-12 Office Supples... 0242014 A Hadware Mo B
SP13-12 Colour Copier SPI9-123456  1912-1020%  SP19-12 Westwood Dyn 0202014 A Hwdware  HNo s
SP2020 Sprint Colour Multi Functonal Copler  SP2020 2010201 sP2020 Titan Group 02342014 A Hadware Mo cRT
SP2020 Sprint Colour Multi Functional Copler  SP2020 20010202 SP2020 Office Supples... 0202014 A Hadware Mo s
SP2020 Sprint Colour Multi Functonal Copler  SP2020 20010203 sP2020 Westwood Dyn 0232014 A Hadware Mo B
SP2020 Sprint Colour Multi Functonal Copler  SP2020 20010204 P00 Office Supples.... 0202014 A Hadware Mo cRT
SP2020 Sprint Colour Multi Functional Copler  SP2020 22010205 sP2020 Bothas Networ... 02342014 A Hadware Mo B
T SP2020 Sprint Colour Multi Functional Copler  SP2020 20102049 SP2020 Big Bargains 032014 A Hwdware Mo B
SP13-12 Colour Copier SPI9-12345 1912102043 SP1S-12 HopeWorks  Technica 0302014 A Hadware Mo cRT
SP13-12 Colour Copier SPI9-12345 1912102044 SP19-12 CashSalesAcc... SalesDepartment 032014 A Harcware Ko s
New Machine NMACH m10301 HopeWorks  Technica 08JnZ018 A Hadware  MNo cRT
M 5P204 Colour Copier SP204 20410203 SP204 Titan Group 13Aug2014 A Hardware No SNV
SP2020 Sprint Colour Multi Functonal Copler  SP2020 013122010101  SP2020 HackPC-ITS... 1Nov2014 A Hardware  No WHSE
SP204 Colour Copler SP204 E YongElecric  SslesDepartment 18Nov2014 A Hardware  No
SP2020 Sprint Colour Multi Functional Copler  SP2020 20457896 P22 Derton Technol 07302015 A Hadware Mo
SP13-12 Colour Coper SPI9-123456 19123456 P18-12 Panda Copiers 08315 A Hadware Mo
SP2020 Sprint Colour Multi Functonal Copler  SP2020 147708 P22 HackPC -ITS... 14May2015 A Hardware  No
SP2020 Sprint Colour Multi Functonal Copler  SP2020 147807 P22 HackPC -ITS... 052015 A Hadware Mo
- e — ; — Erse i :
Open Windows ~ | 27 hug 2018

ADD AN ITEM

* Always click on the data grid that you wish to add a new record to
- especially where more than one data grid is present. The row
selector will indicate where you are in the data grid.

* Click on Add to open the Maintain screen. You will need to load

the data as required before saving.
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% g Machine List for Durban - BPO: Version 2.1.0.64 - Example Company - & X
WY one | coprentodiontns  comeer  Fremcesndtn imventry mdpropcs | i Sdes  Servce  ReportrnUsites = o
() [:? A @ = \Tf# ot | @ ml!ja i
Add | Edit Delte Vien | Savelayout Workspaces SaveFiter | | an <] Refresh | Revale C: Print  Exart | Reports
Maintenance J Format - Curent Process A |
[
o
Description PartCode Seriallio ModelNo hsselRegho  Customeriiame  Depthiame StariDate  Status CategoryDesc IsFixeddsset ParentTy
% =
SP1919 Sprint Colour MFC 1919 19258 1919 06Nov2014 A Hardware Mo WKOR
WO History SP204 Colour Copier P304 001912105028  SP204 11Nov 2014 A Hardware No WKOR
SP204Black Toner 204147 001912105050 1Nov2014 A Toners No WKOR
SP2020 Sprint Colour Multi Functonsl Copler  SP2020 001812105020  SP2020 1Nov2014 A Hardware  Yes WKOR
SP2020 Sprint Colour Multi Functonsl Copier  SP2020 187111 sP2020 0632015 A Hardware  Yes emr
SP204Black Toner 204147 101 AREGD00001 18Feb2015 A Toners No WKOR
Staple Uit 1020-478 478-1234 1020478 AREGD00004 04May2017 A Accessories  No WKOR
Copier P1020 10010102 SP1020 AREGO00007 Hope Works  Technical W15 A Hardware  Yes cmT
Copier 1020 10010105 SP1020 REGDO001 Apple Juicelnc  SalesDepartment 223n2015 A Hardware  Yes emT
]SPZDZB Sprint Colour Multi Functional Copier  SP2020 20%0-147 sP2020 AREGD00013 Hope Works  Technical 06Dec2017 A Hardware  Yes cmT
Drum 202085 856-25652 AREGD00028 10Nov2015 A Accessories  No VIKOR
SP2020 Sprint Colour Multi Functional Copler  SP2020 testi2i212 P20 AREGO00030 HopeWorks  Technical 1330206 A Hardmere  Yes et
SP204 Black Toner 204147 AREGD00033 18Feb2016 A Torers No WIKOR
SP2020 Sprint Colour Multi Functional Copler  SP2020 test1234 sP2020 AREGOO038 HopeWorks  Technical 18Feb2016 A Hardmere  Yes et
Drum 2020856 AREGD00040 15AN2016 A Accessories Mo WIKOR
SP2020 Sprint Colour Multi Functonal Copler  SP2020 007w SP20R AREGO00042 Apple Jucelnc  SalesDepartment 0102015 A Hardware  Yes cmT
Drum 202045 856-1010 AREGDO0043 D116 A Accessoes  No WIKOR
Drum 202045 856-1020 AREGDO0044 012016 A Acessoes  Yes WKOR
SP2020 Sprint Colour Multi Functional Copler  SP2020 200-03050  sP2020 AREGD0046  Panda Copiers 05046 A Hardnare  Yes et
SP2020 Sprint Colour Multi Functional Copler  SP2020 200-03053 P20 AREGO00048 HopeWorks  Technical 0SM 015 A Hadware  Yes et
SP2020 Sprint Colour Multi Functional Copler  SP2020 200-103053  sP2020 AREGO00048 HopeWorks  Technical 05M2016 A Hardnare  Yes et
SP2020 Sprint Colour Multi Functional Copler  SP2020 00-03054 P20 AREGD0004S 052016 A Hardnere  MNo WKOR
SP2020 Sprint Colour Multi Functional Copler  SP2020 200103055 SP2020 AREGD000SD 052016 A Hadnere  No WIKOR
SP2020 Sprint Colour Multi Functonal Copler  SP2020 200-103053  sP2020 AREGO000S4 Hope Works  Technical 05M216 A Hadnare  Yes cmT
SP2020 Sprint Colour Multi Functional Copler  SP2020 2020-103060  SP2020 AREGDO00SS 052016 A Hardware  Yes WIKOR
Copier P00 111111 SP1020 AREGDODL1S FHN7 A Hardnare  Yes WKOR
Acer copier outer shel ACR-0L 12345 AREGO00L1S BFHWI7 A Accessores  No VIKOR
Acer copier outer shel ACR-0L 1234 AREGOO0L17 B/FHI7 A Accessories  No VIKOR
Acer copier outer shel ACR-0L 12347 AREGD00L1B B/FLNI7 A Accessories  No WIKOR
Acer copier outer shel ACR-0L 12348 AREGDO0L1S B/FLNI7 A Accessories  No WKOR
Acer copier outer shel ACR-0L 12349 AREGD00120 B/FLNI7 A Accessores  No WIKOR
Acer copier outer shel ACR-0L 12340 AREGD00121 BVFLNI7 A Accessories  No WKOR
Acer copier outer shel ACR-0L 12341 AREGD00122 W/FLI7 A Accessories  No WIKOR
Acer copier outer shel ACR-0L 12342 AREGD00123 BFHI7 A Accessories  No WKOR
Acer copier outer shel ACR-0L 12343 AREGD00124 BFHWI7 A Accessores  No VIKOR
Acer copier outer shel ACR-0L 4377654 AREGD00129 W/FH7 A Accessories  No VIKOR ~
v
Open Windows ~ | 27 hug 2018

MAINTAIN SCREEN OVERVIEW

1. Save: Click here to save the changes made to the screen / Back - click
here to return to the previous screen without saving any changes.

2. Yellow Search Text Boxes: Either type in the data or click on the
search button and select the data from the lookup screen. If you want
to change the details already populated in the yellow box, clear the field
(remove the text in the text box) and start the search again.

3. White Text Boxes: are for you to type in data.

4. Grey Search Text Boxes: These are uneditable. You cannot type into
these boxes. There may be a search button which you can click on and
select information from the lookup screen that will pop up.

5. Date Fields: Either type in or click on the drop-down arrow and use the

calendar function to select the date.
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6. Check Boxes: Click in the check box to select the item / clear the check
box (click on it again) to remove the selection.
7. Radio Buttons: Click on the button that will enable you to select from a

specified range of data.

- New Equipment - BPO: Version 2.1.0.64 - Example Company - & X
‘ Home | Equipment and Locations Contract Finance and HR. Inventory Maintenance and Projects Manufacturing Procurement Sales Service Reporting Utilities - & x
= o
B8O @
Save Back
Process
Links X Finance 2
Lad Branch Durban <+ Cost 0
— o E— s %
Asset Reg o Ts Financed [ |
g e — DR e —
4 Address 3 = Finance Type -
Payment Type -
Proj %y‘ Technician - PaymentDay = 1 5|
=) o e ® e

Priority B Payment Start

NN

SLA Hours 0z Payment End
Partho.| o Is Escalated []
[ EscalationAmount 03
e — DY ——
Category TravelDistance 03
loation| o TravelRate| 03
BOM . parentiocaton | Refurbishment Date 30 Aug 2018 v
H Loan Unit [ WO Default Ttem [] Depreciation Start 30 Aug 2018+
nService [ WO Hotification || Useful Life 0
'm-arrarm& 1 Rotable || Tﬂsk@ -+ . Ts Fixed Asset [ |

Operational Status

Maintenance

Open Windows + | 27 Aug 2018

Finance | Other Data

LOOKUP SCREEN

Lookup screens give you a list of information that you can link to the Main-

tain screen that you are busy populating.

1. Click on the search button in either one of the grey or yellow text
boxes.
° In this example | am searching for a part number to request

from store.
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2. The relevant Lookup screen will pop up. The details in this screen will

be

linked to the search instigated.

° In this example, the search was initiated in the Part
No. text box therefore the lookup screen contains a

list of parts to select from.

% - New Equipment - BPO: Version 2.1.0.64 - Eample Company = a X
Jm-\ Equpmentandlocations  Conwact  FinanceandHR  Inventory  MantenanceandProjects  Manufactring  Procrement  Sales  Service  Reporting  Utiities - & x
4 Q
Save  Back
Process
Links x Finance L
Lad Branch Durban -+ Cost 0
Fiistane Serial o * ReplacementCost 0 %
Asset Reg o Ts Financed [ |
Customer o= Finance Co. | -
Address  p Finance Type <
Payment Type -
Technician - Payment Day Tl
StartDate 31Aug2018  ~ ; — (o x
Priority S [
SLA Hours 03 | =
Part lo. @ @ @
- ‘ Ok Back | Savelayout
ool Process Format
Category
Location pl*
Parentlocation | | PartCode Description Rate  PartType Status TaxType CatDescripion ModeNo  Weight Volu
Loan Unit [ WO Default Ttem [ || 7 =
InService [1 WO Notification [ || ¥ 5P2020 52020 Sprint Colour Multi Funcional Copier 15,00 A A VAT Hardware sP2020 5.2
Rotable [ ] Tasks [] 5P1919 5P1919 Sprint Colour MFC 1500 A A VAT Hardware 1919
5P1818 Sprint copier 1500 A A VAT Hardware
1458-96523 K147 Kyocera Colour Copier 1500 A A VAT KyoteraMul... K147
KZN-122TFB  Kruger ZN Fax Machine 1500 A A VAT Hardware 122
KM2SOMFP Konica Minolta Colour Multi-Functional Copier  15.00 A A VAT Hardware
5P19-123456 SP13-12 Colour Copier 1500 A A VAT Hardware 5P19-12
SP204 5P204 Colour Copier 15.00 A A VAT Hardware sPan+
204147 SP204Black Toner 1500 A A VAT Toners
TMACH Test Machine 1500 A A VAT Hardware
NMACH New Machine 1500 A A VAT Hardware
202085%  Onum 15.00 B A VAT Accessories
020998 Staple Unit 1500 A A VAT Accessories
5P1020 Copier 15.00 A A VAT Hardware 5P1020
1020478 Staple Unit 1500 B A VAT Accessores 1020478
X821932-002 Microsoft Mouse 15.00 A A VAT Accessories 1454
5P500 Sprint Colour Copier 1500 A A VAT Hardware =
| Finance | Other Data
Open Windaws ~ || 27 hug 2018

e Either select the row and click on Ok or double click on the selec-

ted row.
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% £ New Equipment - BPO: Version 2.1.0.64 - Example Company = o x
WP | rome | equpmentandiomtons  Contract  FinanceandHR Inventory andProjects b Sales  Service  Reportng  Utiities - & x
(= <]
Save  Back
Proc s
Links 1 Finance x
tiiali L Branch Durban ~ ]+ Cost s
Functions Serial No . Replacement Cost 03
Asset Reg o Ts Financed ||
customer @ Fnanceco. <
Address|  p o * Finance Type #
Payment Type -
Technician Payment Day
StartDate 31Aug2018  ~ oy in ]
Priority S = i
SLA Hours 0%
Partho.| o @
Back | Savelayout
TG, | Frocess .| Fomat .
Category
Location Ladnd
BOM = parentlocaton | PartCode Description Rate  PartType Status TaxType | CatDescription ModelNo  Weight | Volum
H Loan Unit (] WO Default Ttem [ || ¥ =
Inservice [] WO Hotification [ 5P2020 52020 Sprint Colour Multi Funcional Copier 15,00 A a vaT Hardware sP220 5.2
Rotable [ ] Tasks [] 5P1919 5P 1919 Sprint Colour MFC 1500 A A VAT Hardware 1919
5P1818 Sprint copier 1500 A A vaT Hardware
1458-96523 K147 Kyocera Colour Copier 1500 A A var KyoceraMul... K147
KZN-122TFB  Kruger ZN Fax Machine 1500 A a vaT Hardware 122
KMZSOMFP  Konica Minolta Colour Multi-Functional Copier  15.00 A A vaT Hardware
5P19-123456 5P13-12 Colour Copier 1500 A A vaT Hardware 5P19-12
] SP204 5P 204 Colour Copier 1500 A A VAT Hardware sPa04
e 04147 SP204Black Toner 1500 A A VAT Toners
TMACH Test Machine 1500 A A VAT Hardware
NMACH New Machine 1500 A A vaT Hardware
Lidinto € 2020856 Drum 1500 B a VAT Accessories
2020998 Staple Unit 1500 A a vaT Accessories
5P1020 Copier 1500 A A vaT Hardware 5P1020
1020478 Staple Unit 1500 B A vaT Accessories 1020478
X821932-002 Microsoft Mouse 1500 A A VAT Accessories 1454
SP500 Sprint Colour Copier 1500 A A vaT Hardware =
| France | Other Data
Open Windaws ~ || 27 hug 2018

* The selected details will populate the fields linked to the text box
that you initiated the search in.
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< New Equipment - BPO: Version 2.1.0.64 - Example Company = &
| Home | Equpmentandlocatons  Contract  FinenceandHR  Inventory andProjects b Sales  Service  Reportng  Utiities - &
Save  Back
Process
Links 1 Finance
tiiali i L Branch Durban ~ ]+ Cost s
Functions Serial No . Replacement Cost 03
Asset Reg o Ts Financed ||
Customer * Finance Co. -
Address p - Finance Type #
Payment Type -
Technician - PaymentDay = 1 3
Start Date [30 Aug 2018 + Payment Amount B
Priority e i Payment Start
SLA Hours 03 Payment End
Part No. SP204 o+ 1Is Escalated [|
5P204 Colour Copier Escalation Amount =
Model Ho. SP204 Escalation Period 0
Category Hardware Travel Distance 0
Location A Travel Rate o3
Parent Location Refurbishment Date 30 Aug 2013
Loan Unit [] WO Default Ttem [ ] Depreciation Start |30 Aug 2018
InService [ WO Notification || Useful Life ]
'“-arrarm@ Rotable [ | Tasks || Is Fixed Asset [ |
. Operational Status
Documents
Maintenance
T
Finance | Other Dats
Open Windows ~ | |27 ug 2018

MNU.000.004
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