Work Orders - Travel

SERVICE

WORK ORDERS - TRAVEL

Confirm with your supervisor as to whether you will log your travel, or
whether the call centre administration will do this.

a Travel will automatically be updated for clients using Tech Connect.

Ribbon Access: Service > Work Orders
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1. The Work Order Listing screen will be displayed.

2. Select the Site where the work order was assigned.
* The example has Durban selected.

3. Set the Status to Open.

4. Click on the row of the work order you wish to add a travel claim to.
5. Click on the Travel tile.

Help v2.5.1.4 - Pg 1 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential




TECHMNOLOGSTES

Work Orders - Travel

$ - o__pmomm-mwﬁ-uu-wcmym (=J(B](x]
\_EJ Home | Equipment/Locatons  Contract  Finance [HR  Inventory [Projects Mar i Pr Sales  Service  Reporting  Utilties - & x
@ E} x 0 Q P I8 save Layout Q nEa Durban [~ 4—9 "'EI
2 £ Workspaces v d ¥ Find WO
Add  Edt Delete View | Cose Complete A e Pt Export | s Reports
Maintain i Process P Format “ print .} vb 4| Reports .} ol
WOCode ~ WOType | CalReference | Desaription Capitalise | CallDesc RequestDate  Priority Invoiceable | ProjectRef  Proje
o o e o0 e ol = = wc W of -
WO0006260  REP CNOODS304  Loan unit required while main unit is being .. No Loan unit required whil... 15/03/2022 3 No J
WO0006259  REP CNO0DS303  Post Contract machine repair No Drum replacement req...  16/02/2022 2 Yes
WO0006258  SERV ~ CNODO5303  Drum replacement required No Drum replacement req...  31/01/2022 2 No
WO0006257  NDS CNO005274  PROJ4060R002 No PROJ4060R002 19/01/2022 2 No
Bl WO0006256  IMP CNO0DS302  New machine implementation. Instalation .. No New machine implemen... 24/01/2022 1 No
W00006253 PR CNOO05301  Replace part - current faulty No Replace part - current .. 18/01/2022 3 No
WO0006252  REP CNOODS300  Printer displaying emror code No Printer displaying error_.. 18/01/2022 3 No
WO00006251 ms CNOQ05299 Paper keeps on jamming in machine No Paper keeps on jammin... 18/01/2022 3 No
WO0006250  REP CNO00S298  Paper not feeding through rollers No Paper not feeding thro... 14/12/2021 3 No
WO0006243  SM BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRIO00041S ¢
WO0006298  SM WS - Weekly Service No 23/11/2021 2 No PRI0000420  S¢
W00006247  SM BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI0000418  Sc
WO0006246  SM BathBinMaint - Bathroom Bin Maintenance  No 23/11/2021 2 No PRI000D418  Sc
WO0006245  SM WS - Weekly Service No 23/11/2021 2 No PRI0000417  S¢
W00006243  SM WS -Weekly Service No 16/11/2021 2 No PRI0000413  PF
WO0006242 SERV 1MMS - 1 Month Machine Service No 16/11/2021 2 No PRI0000413 PR
WO0006241  SM WS - Weekly Service No 16/11/2021 2 No PRI0D00413  PF
W00006240  SM WS - Weekly Service No 16/11/2021 2 No PRIO000416  Se
WO0006239 PR Rolers need replacing No 11/11/2021 3 No PRI0000408  M:
WO0006238 PR Test PQ Source Type Work Order No 14/11/2021 5 No .
4 »
| User : JuandaK | 22/03/2022 | Version: 2.5.0.8 | Example Companyv2.5.08

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

ADD TRAVEL CLAIM

7. Click on Add.

@ Short cut key: Right click to display the Process menu list. Click on Add.
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$ - o-——b'rmdchmfurwocodewooooﬂso-mvmm}-mmphmvma = (B ]ix
= ‘57J ;ta;zﬁ‘ Equipment [ Locations Contract Finance [ HR. Inventory |Projects  Manufacturing Procurement  Sales Service  Reporting  Utilities - & x
. -
QX0 B & W
add | Edt Delete Back | Savelayout | Refresh | Export
a Format 4| Curr [~y
fdWOTrav.. AdWOD  AdWOAss.. fdEmploye.. fidFulName | fdTravelD.. AdDistance  fidRate fid Rate Code | fdRate De... fid Descripti... fidDestinati... fidBileble | fid Status
v = = = = e = = = e oc e e o0 0
Open Windows ~ | User : Julandak | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.08

8

. The Travel Entry screen will be displayed.

E/j Note that Travel will not be billed from here. Travel Radii or Travel Zones
determine a set fee to charge a client for travel within a certain range of kilo-

metres.Refer to Travel Radii

Work Order: The work order initially selected will be pop-
ulated in the text box.

Employee: The name of the person currently adding the
travel claim will display in the text box. Click on the down
arrow to select the name of the employee the travel claim is
being logged for.

Travel Date: The current date will display in the field. Click
on the down arrow to use the calendar function, to select
the travel date.

Type: Click on the down arrow to select the type of travel

that applies to the travel claim.
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Work Orders - Travel

* Detailed Description: Click to type in a description or
reason for travelling.
* Destination: Click to type in the travel destination you are
claiming for.
* Distance: Click to type in or use the arrow indicators to spe-
cify the total distance travelled in kilometres
9. When you have finished adding the travel details, click on Save.

$ - e—_prmvdmm-mvmuu-m-demmwvm _— e Jx]
e | Home Equipment [ Locations Contract Finance /[HR  Inventory i [Projects  Manufa Procurement  Sales Service  Reporting  Utllities - & X
Save | Back
&
Work Order WO0006260
Employee Jade Rivers - .
Travel Date | 18/03/2022  ~
Type AATravel Rate -|*
Detailed Description | Travelled to customer site to advise on installation of network systems.
Destination Balito
Distance 68 3 *
Open Windows v | User:Juandak | 22/03/2022 | Verson:2.5.0.8 = Example Companyv2.5.0.8

10. You will return to the Travel Claims for WO Code screen.

11. When you receive the Travel Processing message to confirm that;
» Travel Claim on WO: [work order code] complete.

12. Click on OK.
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. v Travel Claims for WO Code WO0006260 - 11°0: Version 2.5.0.8 - Example Company v2.5.0.8 (=JaJx]
\7§ | Home | Equpment/lLocatons  Contract  Finance [HR  Inventory i [Projects  Manufacturing  Procrement  Sales  Service  Reporting  Utiities & x
Add Edit Delete Back | Savelayout | Refresh | Export
Processing Format 4| Curr 4| Print 4 2
fid WO Trav... fid WOID fid WO Ass... fidEmploye... fid Ful Name |fid TravelD... fid Distance | fidRate fid Rate Code fidRate De... | fid Descripti.. fid Destinati... fid Bilable fid Status
v = = = = o = = ac e Al Wl e 0
» 173 3688 3686 21 JadeRivers  18/03/2022 68.00 4.5000 AA AATravelR... Traveled to... Balito No A
Travel Processing 4—@ x

=
” Travel Claim on WO : WOO0006260 complete.

&—[ o« ]

Open Windows ~

| User : JulandaK | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 4

13. You can now view the travel claim in the Travel Claims for WO Code
screen.

¥

Open Windows ¥

& - Travel Claims for WO Code WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 =)
| @ tome | Equpment/locatins Contiact  Fance [HR  Inventory M [Projects Manufactur Sdes  Servie  Reportng  Utiities - & x
. - - —

O2XO0 8 & %W

Add  Edt Dekte Back | Savelayout | Refresh | Export

Processing Format .| Curr... 4| Print ‘ [
fid WO Trav... fid woID fid WO Ass... fidEmploye... fidFul Name fid TravelD... fidDistance  fidRate fid Rate Code fidRate De... fid Descripti... fid Destinati... fid Eilable fid Status
= = = o = = ol o ol o ol o
3688 3686 21 lade Rivers 18/03/2022 68.00 4.5000 AA AATravelR.. Traveled to. Ballito No A

Capture screenshot.

| User: JulandaK | 22/03/2022 | Version: 2.5.0.8 | Example Companyv2.5.0.8
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Work Orders - Travel

EDIT TRAVEL CLAIM

v =
3

1. From the Travel Claims for WO Code [work order code] screen,

2. Click on the row of the travel claim you wish to edit.
3. Click on Edit.

$ =
| @ tHome

@ Short cut key: Right click to display the Process menu list. Click on Edit.

Travel Claims for WO Code W00006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8
Equipment [Locations  Contract  Finance /HR Inventory
Edit [Delete Back

[Projects  Manu
QIzIXO B & T
Add Save Layout Refresh BExport

Procurement Sales

Service  Reporting Utiities
fid WO Trav... fid woID

m\“
x |x

173}

fidWO Ass... fidEmploye... fid Ful Name |fid TravelD... fidDistance | fid Rate

fidRate Code fid Rate De... fid Desaripti
e = - = I
3688 3686 21 JadeRivers  18/03/2022

Oc o
68.00

fid Destinati... fid Bilable fid Status
o o [l ol
4.5000 AA AATravelR... Traveled to... Balito No A

Open Windows +

| User : Jdandak | 22/03/2022 | Version:2.5.0.8 | Example Companyv2.5.0.8

4. When you receive the Travel Claims message to confirm;

5. Click on Yes.

* Are you sure you want to edit this travel for

[employee name] on WO [work order code]?
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$ - Travel Claims for WO Code WO0006260 - 51°0: Version 2.5.0.8 - Example Company v2.5.0.8 =B /[ x]
\7§ | Home | Equpment/Locatons  Contract  Fmance [HR  Inventory 2 [Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & X
OzXO0 B & %
Add Edit Delete Back Savelayout | Refresh | Export
Processing 4| Format | curr.. | Print “ @D
fidwOTrav... idWOID fid WO Ass... fidEmploye.. fidFull Name fid TravelD.. fidDistance  fid Rate fid Rate Code fid Rate Desarip... fid Description fid Destinati... fidBilable fid Status
v = = = = e = = = e Wl e e B o
» 173 3688 3686 21 Jade Rivers 18/03/2022 68.00 4.5000 AA AA Travel Rate Travelled to customer sit . Ballito No A
Travel Claims 4—6
Are you sure you wa‘r;t to edit this travel for Jade Rivers on WO
'W000062607
O—[ = ]| w |
Open Windows ~ | User : JuandaK | 22/03/2022 | Version: 2.5.0.8 | Example Companyv2.5.08
6. The Travel Entry screen will be displayed.
7. Make the necessary changes to the Travel Claim entry.
8. Click on Save.
$ - @_—brmdhby-mwuu-mc_wuuu [=JlB ][ x]
E Home | Equipment/Locatons  Contract  Finance /[HR  Inventory i |Projects  Man i Sales  Service  Reportng  Utlities - & x

(= 1<)
Save | Back

Work Order WO0006260

Travel Date | 18/03/2022
Type AATravel Rate |

+

Detailed Description | Travelled to customer site to advise on installation of network systems.

Destination Balito

Open Windows v | User: Julandak | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 o
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9. You will return to the Travel Claims for WO Code screen.
10. When you receive the Travel Processing message to confirm;
 Travel Claim on WO: [work order code] complete.
11. Click on OK.

$ - e—ptmvdchmufmwocmwooooszw BPO: V 12 3 e vy v2 =

@ | Home | Equpment/locatons  Contiact  Finance /HR  Inventory  Maintensnce /Projects  Manufochwing  Proawement  Sales  Service  Reporting  Ulites - & x
OZXO B & &
Add  Edt Deete Back | Savelayout | Refresh | Export
QD
fdWOTrav. fdWOD fdWOAss. fdEmploye . fidFulName fdTravelD. fdDistance fdRate  fidRate Code fidRate Descrp. . fd Desarption fdDestnat . fidBilable  fid Status
Y| = = = = 0 = = = o0 o 0 e oo e
» 173 3688 3686 21 Jade Rivers 18/03/2022 68.00 4.5000 AA AA Travel Rate Travelled to customer sit... Ballito No A

Travel Processing 4—@ X

P,
o Travel Claim on WO : WO0006260 complete.

®——[ o |

Open Windows = | User : Jdandak | 22/03/2022 | Version:2.5.0.8 | Example Companyv2.5.0.8

12. You can now view the updated details in the Travel Claims for WO

Code screen.
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$ - Travel Claims for WO Code WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 (= J(a(x
\767‘ Home \ Equipment [Locations  Contract  Finance /[HR  Inventory 7 /Projects  Manu Procrement  Sales  Service  Reporting  Utiities - & X
T ] G
=
OZXO0 B & T
Add Edit Delete Back Save Layout Refresh Export
Processing .| Format Print &
fidWO Trav... idWOID  fid WO Ass. fidEmploye... fid Full Name fid TravelD.. fid Distance  fid Rate fid Rate Code fid Rate Desarip... fid Description fid Destinati... fid Bilable  fid Status
= = lc = - e W e e s e
3686 21 Jade Rivers 18/03/2022 68.00 4.5000 AA AA Travel Rate Travelled to customer sit. Ballito No A

Open Windows ~

| User ; Julandak | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 4

DELETE TRAVEL CLAIM

@ Note that you can only delete a travel claim that has an A - Active status.

1. From the Travel Claims for WO Code [work order code ] screen,

2. Click on the row of the travel claim you wish to delete.
3. Click on Delete.

@ Short cut key: Right click to display the Process menu list. Click on Delete.
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$ - e—pnwdd-imfmwocodewmoosm-mvmuu-wc_-nma — (B ](x]
| Home | Equpment/lLocations  Contract  Finance [HR  Inventory 7 /Projects  Manu i Sales  Service  Reporting  Utiities - & X
[ @ ] e | e -
© (X0 B &
Add Edit | Delete | Back Save Layout Refresh Bxport |
Processing i mat .| Curr.. .| Print “ I~y
fidWO Trav... idWOID  fid WO Ass. fidEmploye... fid Full Name fid TravelD.. fid Distance  fid Rate fid Rate Code fid Rate Desarip... fid Description fid Destinati... fid Bilable  fid Status
= = e = = = Al e o Al e e
3686 8 John Twain ZZ/DEI?DZZ 68.00 3.5000 STD Normal Travel R... Machine Replacementre .. Ballito No A
3686 21 Jade Rivers ].B/DB[ZDZZ 68.00 4.5000 AA AA Travel Rate Travelled to customer sit. Ballito No A
Open Windows ~ | User; JulandaK | 22/03/2022 = Version: 2.5.0.8 = Example Company v2.5.0.8 4

4. When you receive the Time Bookings message to confirm;
* Are you sure you want to remove this travel for
[employee name] on Work Order [WO number]?
5. Click on Yes.

® - Travel Claims for WO Code WO0006260 - 1P0: Version 2.5.0.8 - Example Company v2.5.0.8 =dJaldEx]
‘_ a \‘ Home: ‘ Equipment [ Locations Contract Finance /HR Inventory i /Projects  Manufa Sales Service  Reporting  Utilities - 8 X
Add Edit Delete Back | Savelayout | Refresh | Export |
Processing .| Format .| Curr.. 4| Print 4‘ X
fidWO Trav... fidWOID | fid WO Ass... fdEmploye... fidFull Name fidTravelD... fidDistance  fidRate fid Rate Code | fid Rate Desaip... fid Description fid Destinati... fid Bilable  fid Status
v = = = = o = - = ofgc o o ol o o0
174 3688 3686 8 JohnTwain  22/03/2022 68.00 3.5000 STD Normal Travel R Machine Replacementre . Balito No A
» 173 3688 3686 21 JadeRivers  18/03/2022 68.00 4.5000 AA AATravelRate  Travelled to customer sit... Ballito No A
Time Bookings <—°
e 5 -
Are you sure you want to remove this travel for Jade Rivers on WO
'WO00006260?
0—[="]
Open Windows ~ | User : Julandak | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 4
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6. The Status of the deleted travel claim has been updated to /- Inactive.
7. Click on Back to return to the Work Order Listing screen.

$ - Travel Claims for WO Code WO0006260 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 — (o jix]
E ‘ Home Equipment / Locations Contract Finance [HR Inventory i | Projects i Sales Service Reporting Utlities - & Xx
— = e = —
O X0 & & m
Add Edit Delete | Back Savelayout | Refresh | Export |
ocsing .| Format Curr... .| Print 4‘ XD
fid WO Trav... fid WOID fid WO Ass... fidEmploye... fid Ful Name |fid TravelD... fid Distance  fidRate fid Rate Code fidRate De... | fid Descripti.. fid Destinati... fid Bilable fid Status
v = - = = afdc = = o e g o o o0
» 174 3688 3686 8 JohnTwain  22/03/2022 66.00 3.5000 STD Normal Trav... MachineRe... Balito No
173 3688 3686 21 JadeRivers  18/03/2022 69.00 45000 AA AATravelR... Traveledto... Balito No A
Open Windows ~ | User ; Julandak | 22/03/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8 4
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