cCOO=
Work Management - Close a Work Order

SERVICE

WORK MANAGEMENT - CLOSE A WORK
ORDER

You can close a Work Order from the Work Management screen.

? Remember a Work Order must be Complete', with Rectification Com-

ments, before it can be Closed.

Ribbon Access: Service > Work Management

‘ v BPO: Version 2.5.0.8 - Example Company v2.5.0.8 -8 x
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Activity Exceptions Requests (") All Open Tickets

1. The Work Management screen will be displayed.

2. Select the date range that will contain the work order you wish to
assign.

3. Select the Site where the work order was issued.

* The example has Durban selected.

o

Click on the Refresh button 2] to update the screen.
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CLOSE THE WORK ORDER

e Click on the row selector in front of the (Completed) Work Order

that you wish to close.
" Note: In this image; you can see in the Status column

that the selected Work Order is set to status M - Com-
pleted. (A Work Order can only be closed after it has
been Completed).
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It is also worth noting in this image;
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1. The technician assigned to this Work Order is Belinda Sharman.

2. In the stats column of the Sites frame you can see the figures 11/1 next
to the name Belinda Sharman. This means she has 11 Open and 1 Com-
pleted Work Order (we will see this change later in this manual).
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* When you are sure (according to the previous steps) that you

have selected a 'Completed' work order to be closed, click on
Close Work Order.
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* An Input Validation message box will pop up asking;
* Are you sure you want to close this work order, no.

[

e Click on Yes.
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* A Processing message box will pop up informing you that;
* The work order, no. [ ] has been closed.
e Click on OK.
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e The closed work order has now been removed from the Work
Management screen.
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* In the Stats column of the Sites frame, you can see that the num-

bers for Belinda Sharman have now changed to 11/0 which means
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she still has 11 Open but 0 Completed work orders, as the com-

pleted Work Order has been closed and removed from this

screen.

" Note: You may need to Refresh the screen to see the

Stats column changes.
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* You can find the closed Work Order in the Work Order Listing

screen where the correct site is selected and the status is set to

Closed.
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* [ Ribbon Access: Service > Work Orders > Work

Orders Listing screen ]

* |f the closed Work order is not immediately apparent in this

screen, you can use the Find WO function.

' Work Oeder iting - BRO:Verwen L1043 - Euanple Compuey
wee | fgeiedioken  Corst  Fnend by Wsevedfois Wik fouet Me Sna feoring M - 6 X
im Al g = . I S Lt oy [ - I"s.
g';{ K ml a “;\? WA E“ﬁﬂmﬂ' I;::k (oand * rlr“j-‘w m_.;
¥ b Pl ' & ket s
|y a
! [
WO Deserphon Pt Db P Dic oo CalDe Mojclel  Prejecles: A
fiinetions 1
WOO00IATE TESE.1 - Work onde | PRI Spmoficaton 0]
|l WOO00I6N: TERLY« Wiork Onder 4 PR Deien P02
WOODDI6S) BuyBackSevalis, NXARS SN NS 00N S Col i Fnctorl Coper il
WODDDIES1 - BuyBack-Sealle, L2102, PRHAIMS  BLAUND PieLd Cobor Coper
- WOO00RRAT Ry Dk - S . D0 OE 0 NNANE PN Sord Cobar Mo Purchiorl Copr M
i I
Gt Wi * RTE

Help v2.5.1.4 - Pg 11 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential




cCOO=
Work Management - Close a Work Order

MNU.074.005

Help v2.5.1.4 - Pg 12 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



	Bookmarks
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top


