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SERVICE

WORK ORDERS - CLOSE WORK ORDER

All work order transactions must be completed e.g. issuing parts, invoicing

etc., before a work order can be closed. A work order must be completed
before it can be closed.

Work Orders can be closed from a Call or from a Work Order.

Ribbon Access: Service > Work Orders

e Equipment /Locations  Confract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales | Service | Reporting  Utlities

O B & W H B B @ |05(® I =pririd . §

a ’ . o L) & Work Management | [2] My Tickets

TechMap Scheduing CurrentTech Technicans Avallabiity ~SiteExcepbions | Cals CalRequests |WorkOrders| Serviee My Work
Activity Exceptions Requests (9 Time Review ("] All Open Tickets

1. The Work Orders Listing screen will be displayed.
2. Select the Site where the work order was raised.

e The example has Durban selected.
3. Change the Status to Completed.

4. Click on the row of the work order you wish to close.
5. Click on Close.
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Work Orders - Close Work Order

$ - Work Order Listing - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (=JlBo)(x]
| @ | rome | Equpment/iocstions  Contract  Finence/HR Inventory [Projects i Sales  Service  Reporting  Utlities - & x
@ E} b 4 1] Save Layout Q uEa Durban -| "E]
= Workspaces Completed ~| @ Find WO
ol EX 0 i Save Filter D S G Refresh Lot
Maintai . P Format . Print P Current 4 Reports [l

WOCode WOType | CalReference  Description Capitalise | CalDesc RequestDa... v Priority | Invoicesble Projectief  ProjectDesc  Status!

Mk e e e L #0c = = #Dc "0 e (L=
» [ WO0006261  IMP CNDOD5305  BE004 No 86004 04/04/2022 2 No M
WO000625¢  IMP CNO005302  New machine implementation No New machine implemen... 18/01/2022 1 No M
B WO0006253 PR CND005301  Replace part - current fauity No Replace part - current .. 18/01/2022 3 No M
WO0006244  SM CNOOD5297 M - 2 month service No 2MS - 2month service  16/11/2021 2 No M
& wWOo0006234 M CN0005296 -Bathroom No -Bathroo... 05/11/2021 2 No L
WO0006223  SM ONO005295  BathBinMaint - Bathroom No -Bathroo... 29/10/2021 2 No M
B WO0006214  INST  CNOOO5291  Tier - Commerdial Tier Test No Tier - Commercial Tier ... 16/10/2021 2 No M
[r— Bl WO0006136  NDS  CNDOO5274  PROJ4060R002 No PROJ4060R002 01/10/2021 2 No M
B WOo0006131  INST 1818-1-1 - Check network requirements  No 19/08/2021 2 No PRIODO0411  Site Inspect.. M
WO0005785  NDR 0sU1001 No 24/03/2021 2 No PRIOO0D407 OSUIO0T M
Bl WO0002350  TEST  CNDOOOS40  Repair machine No Tested email 23/04/2020 3 No M
Wo0002347 TR CNDOD0B4S testing No testing 22/04/2020 3 No M
WO0002340  TEST  CNO00D845  Thisisa brand new call No Thisis abrandnew call  20/04/2020 3 No M
Bl WO0002333  TEST  CNOODOS44  Thisis anew cal- testing emai functionaiity  No Thisis a new call- testi. 20/04/2020 3 No M
L WOD002332  TEST  CNOODDS40  Tested email . No Tested email 16/04/2020 3 No M
WO00002329 TEST CND000837 Testing email functionality No Testing email function...  14/04/2020 3 No M
WOD002325  TEST  CNOODDS33  testing a loan unit No testing aloan unit 07/04/2020 3 No M
Swap Outs WO0002319  SERV  CNOODDS27  Driver connect testing - toner delvery No Driver connect testing ... 21/11/2019 3 No M
WOo0002315 R CND0D0823  Test call for Mail Service No Test call for Mail Service  16/07/2019 3 No M
WO0002314  IMP CNO0D0S22 test No test 04/07/2019 2 No M
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6. When you receive the Input Validation message to confirm;

* Are you sure you want to close this work order, no.

[work order number]? Answer 'Yes' to close the work

order.

7. Click on Yes.

$ - Work Order Listing - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 C=JmJx)
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v e o e 0 e - = o oo o~
» [ WO0D06261  IMP CND0D5305  BE004 No 86004 04/04/2022 2 No M
WO0006254 ™ CND005302 New machine implementation No New machine implemen... 18/01/2022 1 No M
B WO0006253 PR CNOOO5301  Replace part - current faulty No Replace part - current .. 18/01/2022 3 No M
WO0006244 M CNO0D5297 M5 - 2 month service No 2MS - 2month service  16/11/2021 2 No M
B WO0006234  SM CND005296 -Bathroom No -Bathroo... 05/11/2021 2 No M
E -Bathroom No -Bathroo... 29/10/2021 2 No M
B WO0006214 N Input Validation pmmercial Teer ... 16/10/2021 2 No M
Bl WO0006136 NI BOR002 01/10/2021 2 No M
B woooos131 | IN 0 Are you sure you want to close this work order, no, WO00062617 gl 2iNo) EFROORH LR SR npect 2
WO0005785 N Answer 'Yes' to close the work order. 24/03/2021 2 No PRIO00D407 OSUIOOT M
B W00002350 TR email 23/04/2020 3 No M
W00002347 ™ 22/04/2020 3 No M
WO00002340 e No brandnewcal  20/04/2020 3 No M
=B = T T ury o o new call- testi.. - 20/04/2020 3 No M
WOD002332  TEST  CNOODDS40  Tested email . No Tested email 16/04/2020 3 No M
WO0002329 TEST CNOO00837 Testing email functionality No Testing email function...  14/04/2020 3 No M
WO0002325  TEST  CNOOODS33  testingaloan unit No testing aloan unit 07/04/2020 3 No M
Swap Outs WO00002319  SERV  CNDOD0B27  Driver connect testing - toner delivery No Driver connect testing ... 21/11/2019 3 No M
WO0002315 R CND0D0823  Test call for Mail Service No Test call for Mail Service  16/07/2019 3 No M
WO00002314 P (CN0000822 test No test 04/07/2019 2 No L
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* A Work Order Module - Closure message box will pop up inform-
ing you that,
» The work order, no. [ ], has been closed.
* Click on Ok.
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* The closed work order can now be found in the Work Order List-
ing screen where the status is set to Closed.
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