
SERVICE
WORK ORDERS - ADD EMPLOYEE TIME

This process is used to log labour time per technician.

Ribbon Access:   Service   >   Work Orders   
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SELECT THE WORK ORDER

 l The Work Order Listing screen will be displayed.                                 

 l Click on the row selector in front of the work order that you 

wish to assign labour time to.                                 

 l Click on the Time tile.                                 
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ADD LABOUR TIME

 l The Time bookings for WO Code [ ] screen will be displayed.                                 

 l Click on Add.                                 
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 l The Time Entry screen will be displayed.                                 
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 l                                  Work Order:                                                                      This will auto populate with the work 

order number selected in the previous step.                                  

 l                                  Employee:                                           This will auto populate with the person 

currently logged on to the system. You can click on the 

drop-down arrow and select an alternative person if 

required.                                  

 l                                  Craft:                                                                Click on the drop-down arrow and select from 

the menu the craft to be assigned to this time entry.                                  

 l                                   Note:                                             The Craft selection available will 

depend on the crafts linked to the 

employee selected in the previous step.                                   

 l                                  Comments:                                                                Type in a description of the labour 

involved connected to this time entry.                                  

 l                                  Comments:                                                                Type in a description of the labour 

involved which resulted in this time entry.                                  

 l                                  Start Date:                                                                This will auto populate with the current 

date. Either type in, or click on the drop-down arrow 

and use the calendar function to select an alternative 

date if required.                                  

 l                                  Start Time:                                                                This will auto populate with the current 

time. Either type in, or use the directional arrows to 

select an alternative start time if required.                                  

 l                                  End Time:                                                                This will auto populate with the current 

time plus 15 minutes . Either type in, or use the dir-

ectional arrows to select an alternative end time if 

required, (this can be edited later).                                  

 l                                  Arrival Time:                                                                This will auto populate with the current 

time. Either type in, or use the directional arrows to 

select an alternative arrival time if required.      (This 

could differ from the start time. For example, a 
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technician could arrive on site at 08.00hrs.      She has to 

wait 30 minutes for all of the client employees to log 

off the system before she can initiate repairs.      Thus the 

Arrival Time will be 08:00 and the Start Time will be 

08:30).                               

 l                                  Regular Hours:                                                                This will auto calculate as the start 

and end times are added.                                  

 l                                  Overtime Hours:                                                                Either type in, or use the dir-

ectional arrows to select alternative overtime hours if 

required.                                                               

 l                                  Overtime Factor:                                                                Either type in, or click on the drop-

down arrow and select from the menu an alternative 

overtime factor if required.                                                              

 l                                  Billable:                                                                Click on this check box if this labour time is 

to be billed.                                                             
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SAVE LABOUR TIME

 l When you have finished adding the labour time details, click on 

Save.                                 
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 l You will return to the Time bookings for WO Code [ ] screen, 

where you can view the newly created labour time.                                 

Help v2.5.1.4 - Pg 11 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential

Work Orders - Add Employee Time



 l A Time Processing message box will pop up informing you that;                                 

 l Time booking on WO: [ ] complete.

 l Click on OK.                                 
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