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SERVICE

WORK ORDERS - SWAP OUTS

The system will need to be configured in order to process machine swap outs.

A default Buy Back supplier and Sell Off customer will be need to be con-

figured for this processing.

Machine swap out processing is not generally advised. If you are interested in

using this process, you will need to follow this up with CO3 Technologies.

When raising the swap out, you will need to select the original machinel, and

the replacement machine2.

BPO2 will process the buy back for the item that is returning to store, and
the sale for the item that is going out to the client.

This process is predominantly used to swap out accessories linked to
machines on contract. The original item will be removed from the contract

and the replacement item will be linked to the contract.

This process preserves the fees, but not the meters and is not generally

recommended for swapping out machines.

Item Swap Out Process Overview

This process is used when a contract remains active, but one or more of the

items on the contract are to be removed and replaced with another item. For

1The machine that the call is logged agaist and will be moving into the store

2The machine that is being sent out as replacement for the original machine
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example, 3 items (machines) are linked to the contract, but one of the items is

faulty and must be replaced with an alternative item.
Swap Outs can only be done via a Call.

The documents processed at the end of the Swap out will depend on the

Swap Out Configuration set up and what type of asset is going out:

i. An Internal Asset on Contract
ii. A Client (Customer) Asset on Contract

and what type of asset is coming in:

i. A serialised stock item

ii. An Internal Asset
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. The Work Order Listing screen will be displayed.
2. Select the Site where the work order was issued.
* The example has Durban selected.
3. Set the Status to Open.
4. Click on the row of the work order you wish to process a swap out for.
5. Click on the Swap Outs tile.
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$ - €@ workOrder Listing - BPO: Version 2.5.0.8 - Example Company v25.0.8 [=Jloilx]
E Home [Locations  Contract  Finance /HR  Inventory i [Projects Sales  Service Reporing  Utlities - & X
@ [2 x \j @ @ > [ save Layout "‘j_,
, . v 2= Workspaces +
Add Edt Delete View Close Complete Re e %, Save Fiter Rq;vorts
Maintain . Process 7 Format . Reports . ad
Links 2
Enter text tosearch... P
WOCode WOType | CalReference | Description Capitalise | CallDesc RequestDate  Priority | Invoiceable  ProjectRef
Functions v ol e e e A Al = = Al #0c =
WO00006238 PR Test PQ Source Type Work Order No 14/11/2021 5 No
= WO0006233 PR Rollers need replacing No 11/11/2021 3 No PRIOD004C
WO0006240 M WS - Weekly Service No 16/11/2021 2 No PRJI000041
WO00006241 M WS - Weekly Service No 16/11/2021 2 No PRJ000041
WO00006242 SERV 1IMMS - 1 Month Machine Service No 16/11/2021 2 No PRI000041
WO00006243 SM WS - Weely Service No 16/11/2021 2 No PRI0D0041
WO00006245 SM WS - Weekly Service No 23/11/2021 2 No PRI000041
Third Party WO0006246 M BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI000D41
WO00006247 M BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI000041
WO00006248 M WS - Weekly Service No 23/11/2021 2 No PRJ00004Z
WO00006249 M BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRJ000041
E wW00006250 REP CN0005298 Paper not feeding through rollers No Paper not feeding thro... 14/12/2021 3 No
B WO0006251 s CND005299  Paper keeps on jamming in machine No Paper keeps on jammin... 18/01/2022 3 No
B WO0006252  REP CND005300  Printer displaying error code No Printer displaying error.  18/01/2022 3 No
B WO00006253 PR CN0005301 Replace part - current faulty No Replace part - current ... 18/01/2022 3 No
E w00006256 MP CND005302 New machine implementation. Installation ... No New machine implemen... 24/01/2022 1 No
WO00006257 NDS CNO005274  PROJ4060R002 No PROJ4060R002 19/01/2022 2 No
WO00006258 SERV CND005303 Drum replacement required No Drum replacement req...  31/01/2022 2 No
D WO0006253 REP CN0005303  Post Contract machine repair No Drum replacement req... 16/02/2022 2 Yes
WO0006260 REP CND005304  Loan unit required while main unitic being ... No Loan unit required whil.  15/03/2022 3 No N
“« »
| User : JulandeK | 17/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

6. The Swap Outs for WO Code [work order code] screen will be dis-
played.

ADD SWAP OUT

7. Click on Add.
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Open Windows | User : JuandaK | 17/03/2022 | Version:2.5.0.8 | Example Company v25.08

8. The Swap Out screen will be displayed.

* WO Code: This field will auto populate with the WO
code selected.

* WO Description: This field will auto populate with the
description of the work order selected.

* Call Reference: This field auto populate with the call
reference number linked to the work order.

* Buy Back Supplier: This field will auto populate with
the code number and name of the company specified
as the default Buy Back Supplier.

i. To select an alternative supplier, click on the
search button to display the Select a supplier
for this swap out screen.

ii. Click in the row of the supplier code and supplier

name required.
iii. Click on OK.
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. 5 Swap Out - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 =B x|
\j{ K‘ Equipment /Locations  Contract  Finance /HR  Inventory i [Projects  Manufacturing  Pre Sales  Service  Reporting  Utiities - & x
HO X &
Save Back Dle::e Save Layout
WO Code | WO0006259 Processed By JuancaKesser v *
WO Description | Post Contract machine repair f EventDate 17/03/2022 =
Call Reference | CNO005303 “ V\Q ContractMo cCoOOO0OO
Buy Back Supplier |SUPOD1 E‘ a5 Select a supplier for this swap out. [(—J(allx]
Buy Back Supplier Home |
90 X
Ok Back Save Layout
OriginalSerialNo OriginalPart DestwhseName - . a sourceWhseName Source]
. nn[ nu[ nn: Process a ormat 4 B( IE
* ] | |
SupplierCode | SupplierName: ContactName SupplierType  Status Clas
v e e #lc 0c e -
APDOO1 Apple Distributors Sammy Jones GEN A I |
BONOOL Bonsai Bonanza Teddy Miler  GEN A 1
5UPOO1 Buy Back Supplier Supplier Co_..  BUY A !
» > ]aﬂm e Jackie Peters  GEN L |
KIN100 King Suppliers Jasonking  GEN A I
) MADOO1 Maddvs Haberdasherv Maddv Jones GEN A ’I'
Open Windows ¥ | User : JulandaK | 17/03/2022 | Version: 2,5.0.8 | Example Company v2.5.0.8 4

* Processed By: This field will auto populate with the
name of the person currently creating the swap out.
Click on the down arrow to select an alternative per-
son, if required.

* Event Date: The current date will be displayed in the
field. Click on the down arrow to select an alternative
date using the calendar function.

e Contract No: The contract number for the item linked
to the work order will be displayed.

* Sell Off Customer: The Cash Sales Account code and

name for the sell off customer will auto populate this
field. Click on the search button to select an altern-
ative Sell Off Customer, if required, following the steps

above.
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$ - Swap Out - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 = lrlloC |
| 7@7777‘\ Home | Equipment/Locaons Contract Finance /HR  [nventory z [Projects  Man i Saes  Service  Reportng  Utiities - @ x
Save Back Delete | Savelayout
Ttem
Process .| Format . i
WO Code | WO0006259
WO Description |Post Contract machine repair EventDate 17/03/2022  ~
Call Reference  CNO005303 Contract No  CO0000010
Buy Back Supplier GME001 Pl Sell Off Customer | CUS001 R *
Game Suppliers Cash Sales Account
OriginalSerialNo OriginalPart D D PurchasePrice t S0t Source)
? e o ol ol = o B Wl e
* | | __i
Open Windows v | User:JulandeK | 17/03/2022 | Version:2.5.0.8 | Example Company v2.5.0.8

* Original Serial No: Click in the text box.
* If only one item is linked to the contract then the field
will auto populate with the number of that item.

* If more than one item is linked, then an ellipsis button

will display.
i. Click on the ellipsis button to display the Select
the equipment to be replaced screen.
ii. Click on the row of the part code or serial num-
ber you wish to place into store.
iii. Click on OK.
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$ - Swap Out - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 = /(8 x
‘7{ Home | Equipment/Locations Contract  Finance /HR  Inventory i [Projects  Manufacturing  Pr Sales  Service Reporting  Utilities - & x
Save Back Delete | Savelayout
Ttem
Process 4| Format i
WO Code WO0006259 Processed By Jeff Rivers v *
‘WO Description  Post Contract machine repair Event Date 17/03/2022 A
Call Reference CNO00S303 Contract No CO0000010
Buy Back Supplier GME001 p = Sell Off Customer | CUS00L Rl
Game Suppliers Cash Sales Account
"2 &7 Select the equipment to be replaced — (B —
Home |
OriginalSerialNo OriginalPar| “ A @ t Sot Sourcel
? o ol o - o
Ok Back Save Layout
: 2| -
Process 4| Fof . ad
PartCode Description ModelNo SerialNo AssetRegc
v o0 Al W e e -
SP2020 SP2020 Sprint Colour MF Copier SP2020 SP2020-1234 AREGOO!
“ p[]spis-123456  sp19-12 Colour Copier P12 1912-10702
SP2020 SP2020 Sprint Colour MF Copier SP2020 2020-147 AREGOO!
SP2020 SP2020 Sprint Colour MF Copier SP2020 SP2020-147852 AREGOO!
SP2020 SP2020 Sprint Colour MF Copier SP2020 TEST147258 AREGDO!
5P2020 SP2020 Sorint Colour MF Copier SP2020 2020-7078 AREGOO! ™
« »
« »
Open Windows ~ | User: JulandaK | 17/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

* Replacement Serial No: Click in the text box.
* If only one item is linked to the contract then the field will auto
populate with the number of that item.
* If more than one item is linked, then an ellipsis button will display.
i. Click on the ellipsis button to display the Select the equip-

ment to be replaced screen.

ii. Click on the row of the part code or serial number you wish
to install in place of the original machine.

iii. Click on OK
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I 1912-1070:

SerialNo AssetRegho
¥ #0c A

Z105 AREG000419

7106 AREG000420

2107 AREG000421

@ ——>[2] v199322  arecooozr
1919-98986... AREGD00369

BrokenStock  AREG000373
4

PartCode PartDesc ModelNo WhseNar)
e e L3 i@
5P2020 SP2020 Sprint Colour MF Co... SP2020 Main ' J
SP2020 SP2020 Sprint Colour MF Co... SP2020 Main'
5P2020 SP2020 Sprint Colour MF Co... SP2020 Main '
5P1919 SP1919 Sprint Colour MFC 1919 Main '
SP1919 SP1919 Sprint Colour MFC 1919 Main '
SP1919 SP1919 Sorint Colour MFC 1919 Main' 7

$ - Swap Out - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (=JCa](x
Lf Home | Equipment/Locations Contract  Finance /HR  Inventory [Projects  Mar Sales  Service  Reporting  Utiities - & x
Save Back Delete | Savelayout
Ttem
Process 4| Format i
WO Code WO0006259 Processed By Jeff Rivers
‘WO Description Post Contract machine repair Event Date 17/03/2022 A
Call Reference CNO00S303 Contract No CO0000010
Buy | 95 Select a replacement serial no. for this swap out <. _ [ = J[ 3 ][ | KcusooL
Home ‘ N Cash Sales Account
ok | Back | Savelayout
OriginalSerig = a Sourcel
# e e o o

»

Open Windows v

| User:JulandeK | 17/03/2022 | Version:2.5.0.8 | Example Company v2.5.0.8

10. The Destination Warehouse Name and Bin and the Source Ware-

house Name and Bin have been populated according to the machine

serial numbers selected for the swap out.

SAVE SWAP OUT

11. When you have finished editing the Swap Out screen, click on Save.
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$ - Swap Out - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 L= Lol
| Home | Equpment/locatons Conact Finance /MR Inventory [Projects  Mar Sees  Service  Reportng  Utiites - ® x

E\ e |

WO Code WO0006259 Processed By Jeff Rivers
‘WO Description Post Contract machine repair Event Date 17/03/2022 A

Contract No CO0000010

Call Reference CNO00S303
Buy Back Supplier GME001 p = Sell Off Customer | CUS00L Rl
Game Suppliers Cash Sales Account

OriginalSerialNo OriginalPart Ds D
e b 0 ey 0
P19-123456 Jassets warehouse Internal Assets

» 1912-10702
. |

»

| User:JulandeK | 17/03/2022 | Version:2.5.0.8 | Example Company v2.5.0.8

Open Windows v

12. You will return to the Swap Outs for WO Code screen.
13. When you receive the Swap Out Processing message to confirm that;

* Swap Out saved successfully.

14. Click on OK.
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Add Back Save Layout Workspaces | Refresh = Export

-
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Drag a column header here to group by that column /
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Swap Out Processing 4_’@ X

o Swap Out sav‘:d successfully.
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15. You can now view the recorded swap out in this screen.

Maintenance 4

Format Curr. Print 23
Drag a column header here to group by that column ;
SupplierCode SupplierName CustomerCode {Ulm CalReference 'WOCode ‘WODesc Contract)
v D s o et o e 0 o0c
»
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Print the Sales Invoice Accept the Supplier Invoice

EXPORT SWAP OUT LIST

1. From the Swap Outs for WO Code screen,
2. Click on Export.

$ - e__—pﬁnmhrmcmwmzs-mvuﬁ-uu-wmvma (=J(aJ(x
| @ | tome | Equpment/locaons  Contract  Finance /MR Inventory [Projects b ; Seles  Serviee Reporing  Utiities - & x
00 ®] & (T
=1 L8
Add  Back | Savelayout Workspaces | Refresh || Export < G
Maintenance J| Pt L &
SupplierCode SupplierName CustomerCode CustomerName CallReference WOCode WODesc ContractNo
? o0 o o0 o o e e
» B SUPOOL Buy Back Supplier cusoo1 Account Po
Open Windows v | User : Julandak | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 Q

3. The list of swap outs for the work order will be exported to an Excel

Spreadsheet.
4. Edit and Save the document in Excel as required.

5. Close the spreadsheet to return to BPO.
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