cC o=
My Work - View, Edit, Add Scheduled Maintenance

SERVICE

MY WORK - VIEW, EDIT, ADD SCHEDULED
MAINTENANCE TASKS

The My Work screen deals with work that is assigned to a specific employee,
i.e. when an employee is logged in, that employee can only see work orders

assigned to themselves.

This screen has similar functionality to the Call screen in that the employee
can request parts, services and loan units; book time, travel and expenses;
view customer and machine details (including warranty information) and link

scheduled maintenance tasks.

Ribbon Access: Service > My Work
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VIEW SCHEDULED MAINTENANCE TASKS

The My Work listing screen will be displayed.

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

wish to view the scheduled maintenance task(s) of.
e Click on Edit.
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e The Maintain WO - Ref [ ] screen will be displayed.
* Click on the Maintenance tile.
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* The Maintenance Methodology for [ ] listing screen will be dis-
played.

* Here you can view a list of all the maintenance task(s) linked to
the selected work order.
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EDIT A TIME-BASED SCHEDULED MAINTENANCE
TASK

* In the Maintenance Methodology for [ ] screen, click on the row
selector in front of the task you wish to edit.
e Click on Edit.
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* The Edit task schedule screen will be displayed.
* Select the details that you wish to change in this screen.
* In this image, the Last Performed, Next Performed,
Times Completed and Factor details have been selec-
ted to be changed.
* Note: You can edit any field that is not
greyed out.
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* When you have finished making the required adjustments, click on

Save.
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* The edited details will be saved and you will return to the Main-
tenance Methodology for [ ] screen.

* Here you can view the updated changes in the row of the selected
task.
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EDIT A CONDITION-BASED SCHEDULED
MAINTENANCE TASK

* In the Maintenance Methodology for [ ] screen, click on the row

selector in front of the task you wish to edit.
e Click on Edit.
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* The Edit task schedule screen will be displayed.
* Select the details that you wish to change in this screen.
¢ In this image, the Day of week and Week of Month
details have been selected to be changed.
* Note: You can edit any field that is not
greyed out.
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* When you have finished making the required adjustments, click on

Save.
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* The edited details will be saved and you will return to the Main-

tenance Methodology for [ ] screen.
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* Here you can view the updated changes in the row of the selected
task.
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ADD A TIME-BASED SCHEDULED MAINTENANCE
TASK

* In the My Work screen, click on the row selector in front of the

work order that you wish to add a scheduled maintenance task
to.

e Click on Edit.
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e The Maintain WO - Ref - WO[ ] screen will be displayed.
* Click on the Maintenance tile.
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* The Maintenance Methodology for [ ] screen will be displayed.

* Click on Add.
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* The Add new task schedule screen will be displayed.
e Click on the search button in the Task Num field.

' Ackd i task schedule - BPO: Version 210034 - Example Company
vome | Euomentandlocators  Conbact Francesndbl Inveniory  Mamberonceand Projects  Manfchrng  Proarement Sdes Senve Reodng (Mte = #x

HO
S Btk

Sehedule Type
Units
Helir
Perform Interval
Ha kadag
Hank Reading
Last Performed Incude Weekends | |
Hext Performance Inchude Halidays
Times Completed i
Factar Iy
Dy Of Week Pone

Week Of Haith fore .

e Wi + 17y 201

Help v2.5.1.4 - Pg 21 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cC o=
My Work - View, Edit, Add Scheduled Maintenance

* The Select the task schedule pop up screen will appear.

e Click on the row selector in front of the task schedule that you
wish to add to the work order.

* Click on Ok.
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Task Num: This will now auto populate with the selected task

schedule number.

* Schedule Type: This will now auto populate with the selected
task schedule type.

e Units: This will now auto populate with the unit type set up on
the selected task schedule.

* Meter: This will be blank since we are adding a time based sched-
uled maintenance task.

* Perform Interval: This will now auto populate with the per-
formance interval condition set up on the selected task schedule.

* Min Reading: This will now auto populate with the minimum
reading set up on the selected task schedule if applicable.

* Max Reading: This will now auto populate with the maximum

reading set up on the selected task schedule if applicable.
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Last Performed: Click in this text box and either type in or use
the arrow indicators to select the last performed date.

* Next Performed: Click in this text box and either type in or use
the arrow indicators to select the next performance date.

* Times Completed: Click in this text box and either type in or use
the arrow indicators to select the times this task schedule has
been completed.

e Factor: Click in this text box and either type in or use the arrow
indicators to select the factor.

* Day of the Week: Click on the drop-down arrow in this text box
and select the day of the week that you would prefer this task
schedule to be performed. If there is no preferred day then select
‘None'.

* Week of the Month: Click on the drop-down arrow in this text
box and select the week of the month that you would prefer this
task schedule to be performed. If there is no preferred week then
select ‘None'.

* Include Weekends: Click in this check box if you want this task
schedule to be performed on the next performance day even if
this day falls on a weekend.

* Include Holidays: Click in this check box if you want this task

schedule to be performed on the next performance day even if

this day falls on a (public) holiday.
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* When you have finished completing the new task schedule details,

click on Save.

' idd neew task schedule - BPO: Version 210038 - Example Company
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* The task schedule details will be saved and you will return to the
Maintenance Methodology for [ ] listing screen.
* You can now view the newly added task schedule details in this

screen.
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ADD A CONDITION-BASED SCHEDULED
MAINTENANCE TASK

* Inthe My Work screen, click on the row selector in front of the
work order that you wish to add a scheduled maintenance task

to.
e Click on Edit.
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e The Maintain WO - Ref - WO[ ] screen will be displayed.
* Click on the Maintenance tile.

' Meintain WO - Ref WOOD01663 - BRO: Version £,1,0.55 - Eample Company
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* The Maintenance Methodology for [ ] screen will be displayed.

* Click on Add.
' Maintenance Methodology for Asset : - BPC: Version 21,058 - Example Company
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* The Add new task schedule screen will be displayed.
* Click on the search button in the Task Num field.

e - Addd mew task schedule - BPO; Version 2.2.0.1 - TEST ALPHA - JUL S
| @ [Home | caupmentandlocations Conract  FinanceandHR  Inventory  Manternce and rojects Manufacuring  Procurment  Sskes  Servce  Reportig  Utltes S5 e
=l <)
Save Back
,‘ a
Task Hum s
Schedule Type
Units
Meter |

Perform Interval
Min Reading
Max Reading
LastPerformed | TInclude Weekends [ |
Next Performance | Include Holidays | |
Times Completed 0 °

Factor

Day Of Week None -

‘Week Of Month None hd

Open Windows ~ | User : JudithM | 09 May 2019 | Version: 2.2.0.1 | TEST ALPHA - JUDITH PC LOCAL /

* The Select the task schedule pop up screen will appear.

e Click on the row selector in front of the task schedule that you
wish to add to the work order.

* Click on Ok.
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2 - Add new task schedule - 5P0: Version 2201 TE5T ALFHA - T01 =
| & |Home | Eaupmentandlocaons Conract Fianceand MR Inveniory  Menterance and Projects  Menufactiring  Procurement  Seles  Service  Reparting  Utiities - & x
= <)
Save  Back
‘ ol se tas hedule - Lo
ICESS i In
Home
TaskHum - @@ &
Schedule Type ok | Back | Savelayout
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L || &
Meter
Perform Interval
Taskiium TaskDesc ScheduleTypeDesc  MeterCode
Min Readil
"o % ol o o o0
Hax Reading s 3 Month Service Time
Last Performed Include Weekends [ | TTO01 Daily - Call per WO Time
Next Performance 1 Include Holidays [ ] TT002 Wieekly - Call per WO Time
mes Eamiio o e TT003 Monthly - Call per WO Time
TT004 Bi-annualy - Call per WO Time
Fact
actor TTo0S Yearly - Call per WO Time
Day Of Week Hone - Dmus Mono 1000 - Call per WO Mono_28
Week Of Month | None = TT007 Colour 1000 - Call per WO Condition Colour_28
TTo08 Mane 1000 Colour 1000 - Cal per WO Condition Mano_28
TT008 Mono 1000 Colour 1000 - Call per WO Condition Colour_28
« TT009 Daily Mono 1000 - Call per WO Time
TT009 Daily Mono 1000 - Call per Wa Conditon Moo 28 _
1 = 13
Open Windows + | User : JudithM | 03 May 2019 | Version:2.2.0.1 | TESTALPHA -JUDITHPCLOCAL

Task Num: This will now auto populate with the selected task
schedule number.

Schedule Type: This will now auto populate with the selected
task schedule type.

Units: This will now auto populate with the unit type set up on
the selected task schedule.

Meter: This will now auto populate with the meter type set up
on the selected task schedule.

Perform Interval: This will now auto populate with the per-
formance interval condition set up on the selected task schedule.
Min Reading: This will now auto populate with the minimum
reading set up on the selected task schedule if applicable.

Max Reading: This will now auto populate with the maximum

reading set up on the selected task schedule if applicable.
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e - Add new task schedule - BPO: Version 2.2.0.1 - TEST ALPHA - JUDITH PC LOCA T | =T 2
177%7;\!1@ | Equipment and Locations ~ Contract  Finance an dHR  Inventory  Maintenance and Projects  Manufacturing  Procurems ent Sales Service Reporting  Utilities - & x
= <
Save  Back ‘
) .
Task Num] TT00s ol
Schedule Type| C Condition
Units] Copies Copies made
Meter] Mono_23
perform Interval| 1w00.00000
Min Reading| 0.00000 |
Max Reading| 0.00000
Last Performed 0 7 Include Weekends ||
Next Performance 0% Include Holidays ||
Times Completed 0=
Factor 1
Day Of Week None -
Week Of Month None -
Open Windows + | User : JudithM | 09May 2019 | Version: 2.2.0.1 | TESTALPHA - JUDITHPCLOCAL

Last Performed: Click in this text box and type in the last per-
formed meter reading.

Next Performed: Click in this text box and type in the next per-
formance meter reading.

Times Completed: Click in this text box and either type in or use
the arrow indicators to select the times this task schedule has
been completed.

Factor: This will auto populate with 1.

Day of the Week: Click on the drop-down arrow in this text box
and select the day of the week that you would prefer this task
schedule to be performed. If there is no preferred day then select
'‘None'.

Week of the Month: Click on the drop-down arrow in this text
box and select the week of the month that you would prefer this
task schedule to be performed. If there is no preferred week then

select 'None'.
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* Include Weekends: Click in this check box if you want this task
schedule to be performed on the next performance day even if
this day falls on a weekend.

* Include Holidays: Click in this check box if you want this task
schedule to be performed on the next performance day even if

this day falls on a (public) holiday.

$ - Add new task schedule - BPO; Version 2.2.0.1 - TEST ALPHA [P e e
1__%_ | Home | Equipmentand locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sdles  Service  Reporting  Utiliies - & X
Save Badk I
Process ‘ &
Task Hum  TT0086 Rl*
Schedule Type C Condition

Units | Copies | | Copies mads
Meter Mona_28 ]
Perform Interval 1000.00000 |
Min Reading 0.00000

Max Reading 0.00000

LastPerformed 1200 2| Include Weekends [
NextPerformance | 2200 = Include Holidays R
Times Completed 0 5
Factor
Day Of Week |Nane -
Week Of Month | None -
N
Open Windows + | User : JudithM | 09 May 2019 | Version : 2.2.0.1 | TESTALPHA - JUDITHPCLOCAL |

* When you have finished completing the new task schedule details,

click on Save.
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Add new task schedule - 870: Version 2 1 T ALPH; i =

| Home | Equipmentand Locations Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utilties - & X

Q@

Back

Task Num TT006 Palhd

Schedule Type C Condition

Units Copies Copies made
Meter Mono_28

Perform Interval | 1000.00000 1

Last Performed 1200 5| Include Weekends | |
Next Performance 2200 | Include Holidays
Times Completed 0

Factor

Day Of Week None -

‘Week Of Month None ¥

Open Windows v | User : JudithM | 09 May 2019 | Version: 2.2.0.1 | TEST ALPHA - JUDITH PC LOCAL /:

e The task schedule details will be saved and you will return to the
Maintenance Methodology for [ ] listing screen.

* You can now view the newly added task schedule details in this

$ - Maintenance Methodology for Asset: sion 2.2.0.1 - TEST JUDI 2 — e
| & |Home | Equpmentandlocstons Conract Financeand MR Inventory  Menterance and Projects  Menufctring  Procurement  Seles  Service  Reporting  Utiities el
- = =]
ey v AR
O X0 J S
Add  Edt Delets Back | Savelayout Workspaces | Refresh
= ) &
Taskhum TaskDesc 4+ ScheduleTypeDesc MeterCode Units ServiceEvery MaxBoundary MinBoundary LastPerfate
ol o o o oc = = = e
TI'OOE Mono 1000 - Call per WO Condition Mono_28 Copies 1000.00 0.00 0.00
013 Weekly Colour 1000 -Callper WO Time w 1.00 0.00 0.00 205ep 2017
013 Weekly Colour 1000 -Callper WO Condition Colour_28 Copies 1000.00 0.00 0.00
4 = 3
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