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Work Orders - Reinstate a Work Order

SERVICE

WORK ORDERS - REINSTATE A WORK
ORDER

If you need to process or change something on a closed work order, then you
will need to reinstate the work order, add or edit the details as required, and

then close the work order again when done.

Some of the reasons for reinstating a work order are:

To credit a cancelled order.

To credit incorrect stock and re-invoice correct stock.

To credit over supply.

To credit and re-invoice correct selling price.

Only closed work orders can be reinstated.

REINSTATE FROM A CALL

Ribbon Access: Service > Calls
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The Call Listing screen will be displayed.
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1. Ensure that the date selection fields are set to the correct range to
include the call that you are searching for.

2. Ensure that you have selected the correct site and status.

3. You can then either scroll down the call list or use the Find or Filter

option to search for the call.
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* Click on the expand icon in the row of the selected call.
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Count: 10

1. The Work Orders frame will be expanded.
2. You will note that the Status Description for this work order is Closed.
3. Right click anywhere in the row of the work order.
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1. A Process menu will pop up.
2. Click on Reinstate - Reinstate Work Order.

Help v2.5.1.4 - Pg 5 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Work Orders - Reinstate a Work Order

- Call Listing - BPC: Version 2,1.0.69 - Example Company - O X
|HumE | Equipmentand Locations  Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utliles — & X
5 T AR Save Layout A Mycal | g9 =) i v =
@ (f [oums o Qe @ T v G G B P @ W
5= Workspaces ¥ | s Assign
Add Edit 21 Jan 2018 Refresh  wy cal = — Close Complete Hold Pending Release Print Reports
i i geas O %, save Filter T start 5 5
Maintain - State . Format . Wark 4 Pracess | Print. .| Re.. a
@ Find () Filter
CalReference  CalDate Technician Callstate CallTime | Description CalType  CallTypeDeq
L4
Information No Of Calls — = = = =
| » O CNOOOD530 21Jan .. UnAssigned 14:49:32 Inspection needed prior to project specification ...  INSP Inspection
- [ purban i - =
5 0 New 0 Work Orders
© mprogess 1 & |WoCode  Description SiteName | WOType | Status | StatusDescription | Priority | WorkPriority | RequestDate RequestTime | Invoice
& Hold ] T
@ Pending 0 b WO0001723 Closed 2 1.00 21Jan 2019 14:32:07 Mo
O complet= 0 1 — b
O dlosed o CNDDOOSSS 14 Dec 2 m NDR  New Deal R
All i1
E? o E; CMDO00588 14 Dec 2, 101010 NDR. New Deal Rd
¥ retoria
O New a CMD000S87  12Dec 2, [ontract 43 NDRental NDR. New Deal Rg
CMDO00586 12 Dec 2, FEID0 100 NDR New Deal Re
O Progress 0 ;; Service Requests
(&) Hold o % Add New Third Par
@ Pending o CMDO00584 Fervice machine, paper jam SERV Service
@ coee -
@ Closed ]
on o
» [ Cape Town 0 ry Complete
& New 0 &M Complete Work Order
@ InProgress 0 — Reinstate
& Hold 0 “ Reinstate Work Order
(& Pending ] Collapse
& complete 0 = Callapse all
@ Cclosed 0
Q@ al ]
+ [ Jchannesburg 0
& new ]
&) InProgress 0 Count: 10
(&) Hold 0 ~|a 5
Open Windaws + | | 213an 2019 4

An Input Validation message box will pop up asking;

* Are you sure you want to reinstate this work order,

no. [ ]? Answer 'Yes' to re-instate the work order.

Click on Yes.
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1. The expanded Work Orders frame will automatically collapse.
2. Click on the expand button again in the row of the call.
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Count: 10

1. The Work Orders frame will expand.
2. You will note that the work order Status Description is now Open.
3. Double click anywhere in the row of the work order.
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The Maintain WO - Ref [ ] frame will be displayed.

1. Add or Edit any details as required in this screen or via the Functions
tiles.

2. When you are done, click on Save if you have made changes.

3. Either Close the screen, or

4. Use the Open Windows menu to return to the Call Listing screen.
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REINSTATE FROM A WORK ORDER

Ribbon Access: Service > Work Orders
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The Work Order Listing screen will be displayed.
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¢ Select the site.

* In this image Durban has been selected.
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e Select the status.
e The status must be set to Closed.

Note: Only closed work orders can be reinstated.
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* Click on the row selector in front of the work order that you

wish to re-instate.
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¢ Click on Reinstate.
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* An Input Validation message box will pop up asking;
* Are you sure you want to re-instate this work order,
no. [ ]? Answer 'Yes' to reinstate the work order.
e Click on Yes.
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e The selected work order will now be removed from the Work
Order Listing screen where the status is set to Closed.
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* The selected work order has now been moved to the Work Order

Listing screen where the status is set to Open.
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