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Tasks - Add a Task

MAINTENANCE

TASKS - ADD A TASK

Tasks are set up in order to perform scheduled maintenance / service and are
linked to Serialised Items / Locations, with 'Last Done' and 'Next Due' inform-

ation.
The following items are important when setting up tasks:

* Task Work Order Type: The selected work order type code must
also exist as a call type (if you want to generate a call from the
task).

e Task Type must be set to 'Duplicate’.

* Task Generate Strategy: Create call per work order (if you want
to generate a call from the task).

e The Generation Methodology must be set up (Task Interval)

* At least one instruction must be linked to the task.

If the Company Configuration is set to Auto Apply Task Configuration to WO,
then all required resources for the task will be created as requested on all the
work orders that are created with the same Work Order Type. If this is the

case, make sure that each task is linked to a different Work Order Type.

The Auto Apply Task to WO functionality is meant for use in a simplified
planned maintenance environment where Project Methodology is not used.

These two functionalities cannot be used together.

Ribbon Access: Maintenance / Projects > Tasks
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1. The Tasks listing screen will be displayed.

ADD AN INSTRUCTION

2. Click on Add.

@ Short cut key: Right click to display the Process menu list. Click on Add.
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TaskNum TaskDesc TaskClass  TaskClassD.. WOType WOTypeDesc | Priority InServiceTask SingleWO  WOPerAsso.. WOPerInstr.. EmployesN. Cr
hL:G o0 o0 oD e o = "0 O L "D ol =
b 3MS 3Month Ser... SRV Service NDS New Deal S... 2 Yes No Yes No DuTO01 |
1MMS 1Month Ma.. SRV Service SERV Service 2 Yes No Yes No SHADD1
ws Weekdy Ser... SRV Service M Scheduled ... 2 Yes No Yes No SHAD01
BathBinMaint Bathroom Bi... SRV Service M Scheduled . 2 Yes No Yes No SHA001
AirMaint Airfreshner .. SRV Service M Scheduled 2 Yes No Yes No DUT001
Weekly WeekMond... SRV Service m IT Requirem... 2 Yes No Yes No RED001
™S 2month ser... SRV Service sM Scheduled 2 Yes No Yes No DUTO01
Tier Commercial ... SRV Service INST Installation 2 Yes No Yes No DUT001
6MS-MFC-1... 6monthser... MAINT Maintenance  SERV Service 2 No Yes No No BALOO1
TT0001 Daily -Call ... SRV Service sM Scheduled 2 Yes No Yes No SHADD1
TT002 Weekdy -Ca... SRV Service M Scheduled ... 2 Yes No Yes No SHAD01
TT003 Monthly -C... SRV Service M Scheduled 2 Yes No Yes No SHA001
TT004 Bi-annually ... SRV Service M Scheduled 2 Yes No Yes No SHADD1
TT005 Yearly - Call... SRV Service sM Scheduled . 2 Yes No Yes Ne SHAO01
TT006 Mono 1000 SRV Service sM Scheduled 2 Yes No Yes No SHADD1
TT007 Colour 1000... SRV Service M Scheduled 2 Yes No Yes No DUTO01
TT008 Mono 1000,... SRV Service M Scheduled 2 Yes No Yes No SHA001
TT009 Daily, Mono... SRV Service sM Scheduled 2 Yes No Yes No SHADD1
TT010 Daily, Colou... SRV Service M Scheduled ... 2 Yes No Yes No SHAD01
TT011 Daily, Mono... SRV Service M Scheduled 2 Yes No Yes No SHA001
TT012 Weekly, Mo... SRV Service M Scheduled 2 Yes No Yes No SHADD1
) TT013 Weekv. Col... SRV Service sM Scheduled ... 2 Yes No Yes Ne SHAO01 -
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3. The Add New Task screen will be displayed.

TASK DETAILS

* Task Number: Type in the number for the task.

* Task Description: Type in a short description to identify the task.

* Person Responsible: Click on the drop-down arrow and select
the person who will be responsible for this task, from the menu
list.
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* Work Order Type: Click on the drop-down arrow to select the

work order type, from the menu list, e.g. Scheduled Maintenance.

E/j Note 1: If the Company Configuration is set to Auto Apply Task Configuration to

WO (as explained in Important Notes), then all required resources on this task will be
created as requests, on all work orders that are created with the same Work Order

Type. Alternatively, make sure that each task is linked to a different Work Order Type.

E/T Note 2: The selected work order type code must also exist as a call type code if you

want to call to be auto generated from the task.

* Task Class: Click on the drop-down arrow to select a task class
from the menu list, e.g. Maintenance.

* In Service Task: Click on the check box if this is an In Service
task.

* Is Overhaul: Click on the check box if this is an Overhaul task.
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INTERVAL METHODOLOGY

In the follow examples: Lets say a task is due every 7 days, and was last done
on the 1st of the month, which makes the next interval the 7th of the month,

and following that the 14th of the month:

* Short Interval Methodology: (Task was performed early - before
the due date or condition was met)
° Interval from Actual: Next performance will be cal-
culated from early performance plus task interval, e.g.
* The task was done on the 5th - next due
will be set to the 12th.
° Interval with Tolerance: Next performance will be
due as it should have been, had the previous task been
performed on time, e.g.
° The task was done on the 5th - next due will be set to

the 14th.

* Long Interval Methodology: (Task was performed late - after the
due date or condition was met)

* Interval from Actual: Next performance will be calculated from
late performance plus task interval, e.g.

* The task was done on the 9th - next due will be set to
the 16th.

* Interval with Tolerance: Next performance will be due as it

should have been, had the previous task been performed on time,

e.g.
¢ The task was done on the 9th - next due will be set to the 14th.
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* Priority: Specify the priority levell for the work.

* Task Duration (hrs): Specify how long, in hours, it will take to com-
plete the task.

e Down Time (hrs): Specify how long, in hours, the machine will not
be in working order due to the task being completed.

* Task Type: Click on the drop-down arrow and select D - Duplic-
ate Task Type from the list. This is the only valid option.

* |f F- Absolute or V - Relative exist in the drop down,
DO NOT select them. These obsolete options will be

removed in a future upgrade.

11 = most important and 5 = least important
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* Create Project on generation: Click on the check box if you

would like to create a project when this task schedule is gen-
erated.

One Time Task: Click on the check box if the task is not a repet-
itive task and needs to be completed once only.

Applies to all sub components: Click on the check box if you
would like to assign the task, with all its sub-components, to the
main component.

Create Call: Click on the check box if you would like to create a
call per work order for the task. Use this option when the tasks
are being generated for services on machines that are located at

the Customer.

E/j Note that the selected work order type code must exist as a call type code if you

want a call to be auto generated from the task.
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GENERATE STRATEGY

In this section, you can decide whether to create a:

* Single Work Order: Selecting this option will create one work
order for all the components that have the same inspection due.

* Work Order per Association: This is the default and recom-
mended option as it will create a work order per machine.

* Work Order per Instruction: Selecting this option creates a work
order per instruction that is assigned to the inspection and will
link all machines to the same work order.

You are now ready to:

* Add a Generation Methodology to the task.

¢ Link an Instruction to the task. At lease one instruction must be
linked to the task.
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e Add BOM details, Internal Labour Resources and External Labour

Resources where applicable.

SAVE THE TASK

4. When you have finished adding all the relevant information to the task

details from, click on Save.
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5. You will return to the Tasks listing screen.
6. When you receive the Task message to confirm that;
* The Task: [task number] has been saved.
7. Click on OK.
8. The Task listing screen has been updated with the new task details.
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Related Topics

* Add the Generation Methodology

¢ Link Instructions

¢ Assigning BOM Details

¢ Assigning Internal Labour Resources

e Add External Labour Resources

e Link Task to a Serialised Item

e Link Task to a Location

¢ Task Generation

¢ Maintenance Radar

MNU.044.002
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