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Add New Generic Location

LOCATIONS

FUNCTIONAL LOCATIONS - ADD NEW
'GENERIC’ LOCATION

Generic Locations are set up to determine an 'in-house area' where work is
performed, for example, a 'workshop'. These can also be locations that
determine an area/suburb/region where a New Deal is being performed or

where a contract is located.

Follow the process below to add a new generic location.

Ribbon Access: Equipment / Locations > Functional Locations

BPO: Version 2.4.0.11 - Example Company - Jla ] x

| $ I Equipment f Locations IContra:t Finance fHR  Inventory  Maintenance /Projects  Manufacturing  Procurement t  Sales  Service  Reportng  Utlities
- .
I

Assets  Depredation Functional
Locations

1. The Functional Locations screen will be displayed.

SELECT THE SITE

2. The Site filter will be set according to your company configuration.
Click on the drop-down arrow and select the Site you wish to work in.
° In this image Durban has been selected.

° For a detailed handling of this topic refer to Site Selection.
3. Click on Add.
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SELECT LOCATION TYPE

1. An Add Location message box will pop up with the following prompt:
° Do you wish to add a sub-location?
2. Click on No, as in this example, we wish to set up a main location not a

sub-location.
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ADD NEW FUNCTIONAL LOCATION

1. The Add new functional location screen will open.

LINK SITE

2. The Site field will be auto populated with your original site selection,
but you can click on the drop-down arrow in the Site field and select an

alternative site from the drop-down list, if required.
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LINK LOCATION

* In the Location field, type in the location description.

Help v2.5.1.4 - Pg 4 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



Add New Generic Location

(\i"'i‘ L4 Add new functionsl lecation - BPO: Versen 21031 - Barmphe Comparny
\.:_,—Jl #Home | Egupmentacd bocabons  Confract Fnance and MRt brveniory  Manienance ond Projects  Marufachring  Procorement  Sales  Service  Reportng Utlities = & X
Sarve Bk
L L
3
Physical Location
Site  Durban
Location  Fuchmond Location Line 1
Locabion Lane 3
emponent Location Lime 3
Parent Location Lacation Line 4
Customer 2
T o Customer Specific Data
Class 2 Shipping Address B
Category =) SLA Hours [ 3=
Friority
Work Order
Tasks WO Notification
WO Default Item
Open Windoma = 2'5.54p20|1

* Leave the Customer field blank as you are creating a generic loc-

ation.
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SELECT TYPE

* Click on the search button in the Type field.
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1. The Select the type for this Location screen will pop up.

2. Select the row of the type you wish to assign to this location.

3. Click on Ok.
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Open Wik =

SELECT CLASS

¢ Click on the search button in the Class field.
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1. The Select the class for this Location screen will pop up.
2. Select the row of the class you wish to assign to this Location.
3. Click on Ok.
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SELECT CATEGORY

* Click on the search button in the Category field.
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1. The Select the category for this Location screen will pop up.

2. Select the row of the Category you wish to assign to this Location.
3. Click on Ok.
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SELECT PRIORITY

* Type in a Priority for this Location.
° (1 = Most Important, 5 = Least Important)
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PHYSICAL LOCATION DETAILS

1. Physical Location: You can type in extra information here, if required.
2. As we are creating a generic location, not linked to a customer, the Cus-

tomer Specific Data frame does not need input.

SAVE LOCATION

3. Click on Save.

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

CO3 Technologies (Pty) Ltd © Company Confidential



Add New Generic Location

Q?) Add new functionsl location - BRO: Vession 2.1.0.31 - Example Company
"-._-'I Home | Equpmentsnd locabons  Contract  Fnance andHR Iovenlory  Manfenance and Projects  Manulactring  Froasement  Ssles  Senice  Reporing Utites — F X

@
inkes :

Physical Location

Location  Ruchmand Location Lime 1 | Hghway County
Location Lime 2 Durhan
Localion Line 3 <IN

Parent Loaticn Location Line 4 /5.4

Customer B
L i Tpeciic
Type Software 2 e P
Class  Softwave Internal ] Shipping Address £
Category  Deskiop Applhaation SLA Hours L
Priority 2
Work Order -
Tasks WO Notification
WO Default Item
Open Windows ~ 25 5ep 20017

1. A Functional Location message box will pop up advising the following:
° The location: [] has been saved.
2. Click on OK.
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VIEW NEW LOCATION

1. You will return to the Functional Locations listing screen.

2. The new location will appear in the Functional Location tree.
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Related Topics

¢ Introduction to Functional Locations

e Edit a Functional Location

e Delete a Functional Location

¢ Location - Technical Specifications
e Location - Additional Data
¢ Location - Documents

¢ Location - Work Order History

¢ Location - Failure Analysis

¢ Location - Warranty

¢ Location - Maintenance Methodology

e Location - Add a New Location Contract

MNU.001.002
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