Web Work User’s Manual

Work Orders Module

Work Orders can be manually generated from the Work Requests or Work Orders modules or they can be
generated automatically by performing a PM generation. However a work order is created, their details can
be updated or modified from the Work Orders module. This Chapter describes how to use the Web Work,
Work Orders module.
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3.1 Overview of the Work Orders module

The Work Orders module is used to manage work orders. Work Orders capture all information required to
perform a job. Work Orders are also act as cost centers for report writing. Work Orders can never be deleted

from Web Work (only archived), so any history captured by a work order can be viewed and analyzed at any
given time.

Click on the * YWorkQrder 5,110 on the menu bar on the left hand side of the screen to access the Work
Order module.

When you enter the Work Order module you will be in Query mode as shown in the screen below:

T e ———— aisis
- Cperahors  Beimeies  Tesh el ok (Anier Hiamlile
)
el ]
O pt = - <\ Click on the query
- button  to  select
o S information from the
o R i — . Web Work database.
* lemeslare L L TR [ Erareie
' Pmrrhmiag

i — [ ot [ i1 | Click on any field name
: :lrﬂ:-ulﬂ s [l DEs T to open the help
g maw [ —ra - window for that field.
Lot

[ B=" ] el (e Pryryee
Fraer=rsi ‘raperd [ Froem
e

Enter information into

e I - o any field and then click
el | s on the LOOKUP button
N Tr— I to query the database
- for records matching
the criteria you
selected.
Ll i 2 E
& =T

The QOperations Resources Tools

Help drop down menus contain the various features available in
the Work Orders module.

Web Work includes “help files” for all field names. To access these help files click on the field
name. A popup window will open displaying help for the field selected.
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3.2  Creating New Work Orders

Work Orders can be created from Work Requests or they can be created in the Work Orders module.
Preventive Maintenance Work Orders can also be created in the PM module. See the PM’s Chapter of this
manual for more information on PM Work Orders.

3.2.1 To create a new Work Order

+ Click onthe * ¥arkQrder  m6qyle button to access the Work

Orders module. Operations  Resources  Tc

e Waiark Croer E.ﬂ«mnﬁmberj
Mesw Wiark Oroer

Wiark Order Query

Batch Complete (Guery)

Batch Cloze (Cuery)

« Move mouse over the @perations menu option button to
display the list of options.

» Select New Work Order (Auto Number) from the drop down
menu.

OR
e Click on the @ button at the bottom right hand side of the screen. You will be in New mode.

« If you have an appropriate procedure already available, enter the procedure code into the procedure
field. This will help you develop your information faster (for more information on setting up Procedures,
refer to the Procedures section in this manual).

Work Orders auto numbering can be set up with a specified number of digits, prefixes, etc. See:
[@ Operations, Set Auto-Number in the Admin. module for more information on this feature.

» Enter information into the fields displayed on the screen. Only the Work Orders number, the work orders
description, WO Type and Open Date fields are mandatory. For help on using the fields just click the
label for the field in question to get more details.

e Click on the H button at the bottom right hand side of the screen to save the new Work Order record.

* Once you save the new Work Order, you will then be in Edit mode: you can edit and resave the WO
record, add resources to the WO record, print the WO record or continue working in the module of your
choice by clicking on the module button on the left hand side of the screen.

[@ Double click on the WO description field to open a larger popup window for this field.

A default Priority code such as WAPPR (Waiting Approval) can be set up. See Admin. — System
[@ Defaults for more information. A default Work Order type such as RM (Regular Maintenance) can
be set up. See Admin. — System Defaults for more information.
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3.2.2 Changing the Status of a Work Order

As a work order flows through the system of your organization, its status may require changing a number of
times. i.e.. From new work order, to approved work order, to pending work order, to completed work order.
The Web Work Change Status functionality is used to make these work order status changes.

There are five main categories the statuses belong to (refer to the Admin. Chapter: Work Orders Status
Codes for more information on how to setup new Work Orders status codes). The categories are:

WTAPPR (Waiting Approval)
APPR (Approved)

COMP (Completed)

CLOSE (Closed)

CANC (Cancelled)

Each category already has at least one work order status code - you may add to this list by creating your
own status codes for each relevant category.

To change status on an existing Work Order:

« Click onthe * YWorkQreer — moqyle button to access the Work _
Orders module. Operations  Resources  To

Mewy Wark Order (Auto Mumber)
ey Wiark Circler

Wiark Order Guery

Batch Camplete (GQuery)

. : Batch Cloze (Guer
» Click on the @perations menu and select Change Status from (GQuery)
Change Status

the drop down menu. Duplicate Workdi &

« Perform a work orders query to locate and retrieve the work
order or work orders you want to change a status to.

Update Procedure
OR

e Click on the %\J button at the bottom right hand side of the screen.

Work Orders



Web Work User’s Manual

&

The Change Work Orders Status screen comes up as seen here:

Pt ey o et b
T harge dlabul e
T Approve worh oder
T Comel weark ardar

Salact th rewy slmbu

Sl TR ey Dl

Enbr rearary: (opatiored |

I

W teanege Work Order SEatins - MRcrssoll [nitemmet B
g Wk Cieciss Teah s - Ficrosalt [nbsmest [aploresr e
Chamipe Wk Cutler Sealus

a0 x|

Bpply changs it
7 Thiz Recoid Onfy
Salcted Recerds

H X

Sawe Clide

Click on the drop downs
to view the status options.

Click on the Save button

to update the
corresponding status. The
Change Work Orders
Status screen closes.

status is now updated.

(2 Local intranst

Click on a RADIO butto

n

© o select what you want to do. The choices will vary depending on the

current status of the work order. You must pick one.

Click on the down arrow to “Select the new status”.

Work Orders must have a status of Approved before Actuals can be added to them.

Add status change comments into the Status Remarks section, if any.

Click on the RADIO button beside This Record Only or All Selected Records.

Click on the H button to update the status. The Change Work Orders Status window will close and
you will be returned to the main screen of the work order.

NOTE: Your selected status will now appear in the Status field and the category the status is part of will
appear on the bottom right hand side of the screen.
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If your organization wishes to have Work Orders approved automatically when created, Web Work
[@ can be setup to automatically perform this task. See the System Admin. — System Defaults section
of this manual for more information on setting up this feature.

3.2.3 Understanding Web Work statuses

Web Work
intended to

comes loaded with system work order statuses. The table below explains what each status is
do:

Status  Description Category Brief Explanation

New Req New Request WTAPPR >Can be changed within the WTAPPR Category

>Can be changed to a status from APPR category
>WO Type field is missing

>Estimates can be added

>Can be Approved

>Can be Cancelled

New WO  New Work Order WTAPPR >Can be changed within the WTAPPR Category

>Can be changed to a status from APPR category
>Estimates can be added

>Can be Approved

>Can be Cancelled

WTAPPR  Waiting for Approval WTAPPR >Can be changed within the WTAPPR Category

APPR

COMP

>Can be changed to a status from APPR category
>Estimates can be added
>Can be Approved
>Can be Cancelled
Approved APPR >Estimates cannot be edited
>Actuals can be added
>Can be turned back to WTAPPR Category
>Can be changed to a status from APPR category

Completed COMP >The WO record cannot be changed
>The comp date field has a date entered
>Can be changed to status within the COMP category
>Can be changed to status within the CLOSE category
>Can be re-opened by changing to a status within the WTAPPR Category

CLOSE Closed CLOSE >the record is locked, no changes can be made

CAN

>the record is hidden from everyday viewing, but may be viewed by turning
off a filter within Work Orders module

Canceled CAN >Work order cannot be deleted, instead work orders with zero cost can be
canceled
>the record is locked, no changes can be made
>The record is hidden from everyday viewing, but may be viewed by
turning off a filter within Work Orders module

If your systems default, Auto Approve Work Orders, is set to YES - then most of rules described
above are no longer valid. The user can edit information and change statuses without much
consistency. Tero recommends performing a business analysis and obtaining full understanding
of the consequences when using the Auto-Approve Work Orders feature. Refer to the Admin.
Chapter — System Defaults Setup.
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3.24 Work Order Status History
To view the status history for a work order:
« Perform a Work Orders query to locate and retrieve the work orders you want to see Status History for.

* Move your mouse over the Resources menu and select Status History or click Status History tab button
as seen here.

J(Mainﬁ||rEstimates"||(F'.|:tua|s"||r.ﬁ.|:|:-:uunts"||r5tatus_lﬁlj'stl:nrﬂ
Wl

e A screen similar to the one below opens up:

| Dateime | Status | ChangedBy_ Ctanged oy | Remarks

EEJ'EITJ‘EEIEIS 11:45:30 AM | APPR Approve.
18052005 4:12:31 PM NEWWAD DBA, Mewy wvark order crested

» The first column shows the date and time of the status change. The second column shows the changed
status. The third column shows the name of the user who performed the status change. The last column
shows the status remarks for each status.

e To exit Work Orders status history and return to the main screen, click on the x button.

3.3 Adding Estimates to a Work Order

Estimates can be added to a work order to indicate the tasks, labour and materials required to complete a
work order. The status of the work order must be within the WTAPPR category (including NEWREQ,
NEWWO, WTAPPR or other user defined statuses).

3.3.1 Adding Estimates - Tasks

By adding tasks to a work order, the employee assigned to complete a work order will be provided with a
checklist of step by step instructions for completing the work.

To add estimated Work Order Tasks:
« Perform a Work Order query to locate and retrieve the work orders you want to add Estimates for.

+  Move your mouse over the R&sources menu and select Estimates or click on the Estimates tab as seen
here.

IMain\||(Estimateaﬂ.ﬁ.ﬁ.ctuals\"f.ﬁ.ccnuntsxlrﬂtatus Histnry\erDmplete\l
Rl I
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e Click on the Tasks tab (by default you will already be under Tasks). The following screen comes up:

fTasks]rLabnur]fMaterials\||rT|:u:|I5\|

Zelect all Un=elect all

- Task Number Description Task Memo

=] O e

i Click on the @ button to add a new task. The New Work @

Order Task screen comes up. “
* Enter the task number. This can be an alpha or numerical vk e 8
number. The number will sort the tasks. e
decrrant |
e Enter an account for the task, if applicable. C— | =l
;J
| R v | B
Leave the account field blank if this task is going to
@ be split between multiple accounts. See Work s
Orders — Accounts for more information. i 2
(sl |
Pl Gt T
» Enter a full description for the task.
H X
e To provide additional details regarding the Description, use the Bave Closs
Task memo field (i.e.: Safety information, MSDS information, &1 Dore N Lol intranet

etc.).
» Enter the Measure Unit if you would like to track a task by a unit of measure; measure unit can also be
considered to track the task performance. Click on the # lookup icon to select a measure unit from the
Web Work database. i.e.: SQFT (square feet) for painting a wall, ACRES for grass cutting
» Enter the Unit Cost for the measure unit chosen. This is the cost per unit.

» Enter the Quantity of measure units required for this task.

e The Total Cost will be automatically calculated from the unit cost and quantity of measure units.
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3.3.2 Adding Estimates - Labour

The work force allocation can be estimated within the Labour section of Work Order Estimates. The labour
allocation may estimate individual employees, requestors, crafts and vendors.

To estimate Work Order labour:
» Perform a work orders query to locate and retrieve the work orders you want to add Estimates for.

+  Move your mouse over the Resources menu and select Estimates or click on the Estimates tab as seen
here.

jMain\lrEstimateaﬂ(.ﬁ.ctuaIs\lrﬁ.ccuunts\lrﬂtatus Histnry\erDmplete\l
Rl I

* Click on the Labour tab. The following screen comes up:

Tasks || Lahuur\lrMaterials\erDDIﬂ

Select all Unzelect all
Transaction Description Additional Total Cost
Date Cost
105552000 D J JIE i RIAOHGH W PLLNME F17.00 F0.8s F17.85
N 105552000 DT A0 F23.00 F2.30 2 F48.350
Total 3 JEE.15

Wbz Bevgure - Marosslt Dl enet _t:|||.l|.|lrl‘.'r prosiied by e Weldioek

Taxt [ = |
Tatel Cost [ sww pow
Lt 2l
=

Chargebeck Amowk i

H X *

S Choan

E gmﬂmuﬁ: :
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To assign Labour allocation to a unique task, pick the appropriate task from the Task Number drop down
menu.

If applicable, specify exact date when the labour is to be allocated within the Transaction Date field.

Assign the employee within the Employee field. The Employee may be an employee, a requestor or a
vendor or leave blank if only craft is assigned.

Enter the Craft into the craft field. If the employee is associated to a craft already, the craft field will auto-
populate.

Specify the Labour Type (i.e. REG is regular time, but there may be other types available like Overtime).
Enter the estimated number of hours into the Hours field.

Rate comes up automatically with the Employee or the craft picked. You may overwrite the Rate if
needed.

Enter any Additional Costs in Dollars, if any.
Taxes 1 & 2 calculate automatically, but may be manually changed.
Enter account for this one labour estimate if applicable.

Description is the description of the employee or the craft picked and comes up automatically. You can
change or add to this description.

Enter chargeback amount if applicable.

Click on the H button to add the new Labour to the Work Order Labour estimates.

Repeat the above steps to continue estimating Labour, proceed to the other estimates screen or click the

to return to Work Orders main screen.

3.3.3 Adding Estimates - Materials

The estimates on the job may include materials. Materials include inventory stock and non-stock items and
non-inventory items as well.

To estimate Work Order Materials:

Click on the ¥ YarkQreer — modyle button to access the Work Orders module.
Perform a Work Orders query to locate and retrieve the work orders you want to add Estimates for.

Move your mouse over the Resources menu and select Estimates or click on the Estimates tab as seen
here.

jMain\lrEstimateaﬂ(.ﬁ.ctuaIs\lrﬁ.ccuunts\lrﬂtatus Histnry\erDmplete\l
Rl I
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e Click on the Material tab. A similar screen comes up:

rTasks]rLabDur]{Materials][’Tuuls]

Select all Unzelect all
Issue
Description Quanti Extension
10052000 [EEE02 =t WS B WD TSR PLUMB F3.50 $l33 ]
|- 10052000 |E-FL-3%'353 48 IMCH FLUORESCEMT LAMP ER 1 F22.00 F2662
Total Fa01s5

e Click on the @' button. The Material Resource (estimate materials) screen comes up.

WorkOrder®  fogopian Tesk b w
basue [ie A1 S0005 Seeracn HAN #
Rers Mt # Gkl b #
bk Pries e .
Gramnity Asdcthonal Cord
Taxt Toez
e 4 Estensimn [
Descripion
Charge Buck [+
Makup Armout CreweBuch Tani
CerpeEiseh Taxd (i ipe Bkt Arboiind

W X

[ —

* To assign Material allocation to a unique task, pick the appropriate task from the Task Number drop
down menu.

« If applicable, specify exact date when the Materials are to be allocated within the Issue Date field.
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If you are entering a Stock Inventory Item then enter a storeroom or click on the # lookup icon to select
a storeroom from the Web Work database. FOR NON INVENTORY ITEMS, LEAVE THE STOREROOM
FIELD BLANK (or erase the default if it is already populated!)

Enter an Item Number or on the ~
lookup icon to select an ltem
Number from the Lookup screen as
seen here.

For Stock Inventory Items:
enter a Storeroom

For Non-Stock Inventory Items:
enter Storeroom = “ALL”

For Non-Inventory Items:
enter Storeroom = “None”

Enter the quantity. The tax and
extension fields will be calculated
automatically.

Enter any additional cost. When an
additional cost is added, the tax and
extension field will automatically be

recalculated.

Enter Tax 1 and 2, if applicable. (If

1
'ih?‘

L

Dwsrriphion

“warsior Furl § Eepigrani paris oy [
TEHFTH CERTRAL & FALL FTH 10| =
Tur 12 LENTHAL Baar g ut
10111 CEWTRAL Ewaring 2
123 CEHTRAL 137 e 1
T LENTHAL Fesalrg lias o
d CEWTRAL ek B 1]
] CIHTRAL et m
AR DE LENTHAL SHRA SN0 WO 1]
B TER YA CEWNTRAL CER T L
i o e By CIHTRAL A, pire slkoline baltery 14
EnlfarsA02 CEHTHAL AR AR Satlery L1l

e Welndlors

taxes are entered the total will automatically be recalculated.)

Enter an account if applicable or click on the # lookup icon to select an account from the Web Work

database.

The description field will automatically populate with the description of the Inventory item selected or you
can type in the Item Description yourself.

Check the Chargeback box if this material is to be part of the chargeback for the Work Order.

Enter a markup amount if the amount charged back is to include a markup.

Taxes and the Chargeback amount will be automatically calculated based on the item cost and the
markup — however you can over-ride by typing in these boxes as well.

Click on the H

save icon at the bottom right hand side of the screen to save the material estimate.

To enter a non-inventory item, leave the Storeroom field blank and enter information into the other

[@ fields as required.
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3.3.4 Adding Estimates - Tools
Tools are items that get used to accomplish the job, but do not remain there as part of the job. Therefore, the

cost of these objects should not be included in the total cost of the work order, only the Tool cost. In Web
Work, tools may be identified as pieces of equipment or users may assign tools right into the Tools screens.

« Click onthe * WarkQrder  maqule button to access the Work Orders module.
» Perform a Work Orders query to locate and retrieve the work orders you want to add Estimates for.

+  Move your mouse over the Resources menu and select Estimates or click on the Estimates tab as seen
here.

fMain\||rEstimate_qﬂ.(.ﬁ.ctuals\lrncmunts\lrStatus Hist-:urﬂfCu:umpleteW
Rl I

* Click on the Tools tab. The following screen comes up:

rTasks]rLabnur]rMaterial5][’Tuu|s]

Transaction Description Extension
Date

Total $0.00

. Click on the @ button. The W 1ozl - crosot inkemaet Baplorer pruvadied by Tero WebWork

Tool Resource (estimate tool)
screen comes up:

. mi: Pazk turstar | =]

« To assign Toolfs allocated to a Iesackentas B

specific task, pick the [

appropriate task from the Task -

Number drop down menu. e | wenin | “

Gumntity Acdorecont [

« If applicable, specify exact date L | el [

when the Tools are needed Aceosn farsa ¢ Edemin |

within the Transaction Date Cescription =]

field. =

e For Tools defined as
Equipment: Click on the

equipment “ button to select H K

the existing Equipment from a e

list. Once picked, the Account I :

and Description of the &) bore (F Loca ieranes

Equipment comes up automatically.
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» For Tools not previously defined: enter a value into the Equipment field that does not match any
equipment code. Also, the Account field and Description field should be manually populated with relevant
information.

« Enter the Rate at which this Tool is to be charged out at.

* Enter the Issue unit by which this Tool is to be used by.

« Enter the number of Tools needed into the Quantity field.

« Enter any additional costs involved on top into the Additional Costs field, if applicable.

» Taxes 1 & 2 calculate automatically, but may be manually changed.

» Enter chargeback amount, if applicable.

e Click on the H button to add the new Tools to the Work Order Tools estimate.

* Repeat the above steps to continue estimating Tools, then proceed to the other Estimates screen or click

the button to return to the Work Orders main screen.

3.4 Reporting Actuals on Work Orders

Use the Work Order — Actuals feature to add actual Tasks, Labour, Materials and Tools back to a work order.
The work order has to be within an Approved status category at this point. To ease data input, you can copy
existing estimates into Actuals and modify the Actuals to match what really happened. The estimates may be
similar to the Actuals, but may not necessarily be the same.

3.4.1 Adding Actuals - Tasks

The worker used the estimated tasks to perform the job correctly. By adding actual Tasks, a record is kept of
what the worker really did on the job.

To report Work Order Actual Tasks:
« Click on the * ¥arkQrder module button to access the Work Orders module.
» Perform a Work Orders query to locate and retrieve the work orders you want to report Actuals to.

»  Move your mouse over the Re&sources menu and select Actuals or click on Actuals tab as seen here .

jMain]{Estimates]rActuaHﬂfﬂ.ccuunts]fStatus Histnrﬂ
hor
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e Click on the Tasks tab (by default you will already be under Tasks). The Following screen comes up:

fTasks]rLaI:u:uur\||rMateriaIs\||rTD|:|Is\|

|| Task Number
om HMAAMO] AL PSS ACICRAG)

e Click on the @' button. The New Work Order Task screen
comes up as seen here. ol ]

» Enter the task number. This can be an alpha or numerical “
number. The number will sort the tasks.
ot Ordsr @ 0000073
«  Enter an account for the task, if applicable. Vi arter |
Bpgount |
Leave the account field blank if this task is =
UF going to be split between multiple accounts.  azk e | :’
See Work Orders — Accounts for more
information. Meesurs Ut | ’
U Corrd o
« Enter a full description for the task. Fask Howr I
Fotal Codl In
e To provide additional details regarding the Description, use
the Task memo field (i.e.: Safety information, MSDS %
information, etc.) H
[
» If the task can be measured, enter the Measure Unit (i.e. Eltom iH Locd rtranw A

when laying asphalt, measure unit is meters).
« |f the task has its own costs allocated, enter the amount to the Unit Cost field.

* Torecord the time the Task took, enter the value (in hours) into the Task Hour field.

* Click on the H button to add the new task to the Work Order Task Actuals.

» Repeat the above steps to continue reporting Actuals Task, proceed to the other Actuals screen or click

the button to return to the Work Orders main screen.

If you're estimated tasks are the same or somewhat similar to the reported Actuals, you can
E@ pass the Estimates over to Actuals to save time data-entering (refer to Copying Estimates to
Actuals section later in this chapter for further information).
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3.4.2 Adding Actuals - Labour

Individual employees, requestors, craft and vendors could have been involved on completing the job. This
information needs to be added to the Web Work database for history. The Work Order Actuals — Labour
section is where we track this information.

To report Work Order Actuals Labour:

« Click onthe * WarkQreer  maqule button to access the Work Orders module.

* Perform a Work Orders query to locate and retrieve the work orders you want to report Actuals to.

+  Move your mouse over the Resourees menu and select Actuals or click on Actuals tab as seen here .

_|(Main"||rEstimates\||(.ﬁ.n:tuau]-:lllr.ﬁ.cmuntswrStatus Histnrﬂ
L

* Click on the Labour tab. The Following screen comes up:

| Tasks Lahuur\lrMaterials\"(TDculs‘]

Transaction Description Account e Total Cost
Date Cost

Ei.l‘2?.l‘2ElEl1 I'-.-1IHE |.ﬂ-.DI'-.-1IN F34.00 $0. ool 1 $34 uju]

Total 1 $34.00

W e Pesmarie - Micrasoll Dnbermet _h-q:lh.lln' prosiiled by Ters

* Click on the @' button. The
Labour Resource (actual
labour) screen comes up:

» To assign Labour allocation to
a unique task, pick the
appropriate task from the
Task Number drop down
menu.

« If applicable, specify exact
date when the labour was
allocated within the
Transaction Date field.

H X

8| Do (¥ Locslintranst
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» Assign the employee within the Employee field. An Employee may be an employee, a requestor or a
vendor or leave blank if only craft is assigned.

« Enter the Craft into the craft field. If an employee is associated to a craft already, the craft field will auto-
populate.

» Specify the Labour Type (ie. REG is regular time, but there may be other types available like Overtime).
» Enter the estimated number of hours into the Hours field.

e Rate comes up automatically with the employee or the craft picked. You may overwrite the Rate if
needed.

» Enter any Additional Costs in Dollars, if any.
* Taxes 1 & 2 calculate automatically, but may be manually changed.
« Enter account for this one labour estimate if applicable.

« Description is the description of the employee or the craft picked and comes up automatically. You can
change or add to this description.

» Enter chargeback amount if applicable.

e Click on the H button to add the new Labour to the Work Order Actuals Labour.

» Repeat the above steps to continue reporting Actuals Labour proceed to the other Actuals screen or click

the button to return to the Work Orders main screen.

If estimated labour is the same or somewhat similar to the reported Actuals, you can pass the
[@D Estimates over to Actuals to save time data-entering (refer to Copying Estimates to Actuals
section of this chapter for further information).

3.4.3 Adding Actuals - Materials

You can use Actual Materials to record the cost of materials used on the job. Note that any Materials issued
directly to the work order will already appear on the Actual Material list.

To report Work Order Actuals - Material:

+ Click onthe * ¥arkQrder  p,aqule button to access the Work Orders module.

+  Move your mouse over the R&sources menu and select Actuals or click on Actuals tab as seen here .

jMain]{Estimates]rActuaHﬂfﬂ.ccuunts]fStatus Histnrﬂ
hor
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e Click on the @' button. The Material Resource (actual materials) screen comes up.

Click on the Material tab. A similar screen comes up:

rTasks]rLabDur]{Materials][’Tuuls]

Select all Un=elect all

Issue
IMME

1052000 (EEE02 st KJSWYBA WA TVIEIR PLLMB $3.50 $63.53
|- 104572000 |E-FL-3%353 45 IMNCH FLUDRESCEMT LAKMP GER 1 F22.00 F26.62
Tatal Fa0135

Worh v

Fsie Dl
Reri Mumiler
s Price
Chomndiy
Tasd
oo
CesCiiphion

Chunr g Buckc E
Harkiup Amoarm
Choir peEaach Taad

m:ﬂ Task Fariber
A S5 = ]
< Gkl M=

CrewgeBek Tax
CrineEi A

b X

Swww Clone

ik

To assign Material allocation to a unique task, pick the appropriate task from the Task Number drop

down menu.

If applicable, specify exact date when the Materials were used in the Issue Date field.
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» If you are entering a Stock Inventory Item then enter a storeroom or click on the # lookup icon to select
a storeroom from the Web Work database. FOR NON INVENTORY ITEMS, LEAVE THE STOREROOM
FIELD BLANK (or erase the default if it is already populated!)

e Enter an Item Number or on the #

Number from the Lookup screen as

Soercon | ERTD
seen here. . b4
For Stock Inventory Items: S
enter a Storeroom Ve Fa Eupraeri parts oy [ ]
For Non-Stock Inventory Items: [ _nembo | Stoceeoon | Descripmen | Sinck |
enter Storeroom = “ALL” IHFEN EHTRAL A DAL FTH 10|
Tur 12 LENTHAL Baar g ut
< ERTH ]
For Non-Inventory Items: :0' e f;h_n::' &::i -
enter Storeroom = “None” e ERARAL nafg Thas won
d CEWTRAL ek B 1]
» Enter the quantity. The tax and i CEHTRAL T m
extension fields will be calculated ;“;: 'I;f“_':“- e ‘ﬂ’*“'-“""‘" z:
. a A EWTRAL &a, Sizp Eat ey 4252
aUtomatlca“y' i o e By CIHTRAL A, pire slkoline baltery 14
EnlfarsA02 CEHTHAL AR AR Satlery L1l

e Enter any additional cost. When an
additional cost is added, the tax and b4
extension field will automatically be
recalculated.

et Wlraionis

» Enter Tax 1 and 2, if applicable. (If
taxes are entered the total will automatically be recalculated.)

e Enter an account if applicable or click on the # lookup icon to select an account from the Web Work
database.

e The description field will automatically populate with the description of the Inventory item selected or you
can type in the Item Description yourself.

» Check the Chargeback box if this material is to be part of the chargeback for the Work Order.
«  Enter a markup amount if the amount charged back is to include a markup.

« Taxes and the Chargeback amount will be automatically calculated based on the item cost and the
markup — however you can over-ride by typing in these boxes as well.

* Click on the H

save icon at the bottom right hand side of the screen to save the material estimate.

If the estimated tasks are the same or somewhat similar to the reported Actuals, you can pass the
Estimates over to Actuals to save time data-entering (refer to Copying Estimates to Actuals section
of this chapter for further information).
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3.4.4 Adding Actuals - Tools

Report the actual Tools used on the job in the Work Order Actuals - Tools section.

To report Work Order Actuals - Tools:

Click on the * YWorkoreer o 6qule button to access the Work Orders module.

Perform a Work Orders query to locate and retrieve the work orders you want to add Actuals to.

Move your mouse over the R&sources menu and select Actuals or click on Actuals tab as seen here .

_|(Main"||rEstimates\||(.ﬁ.n:tuau]-:lllr.ﬁ.cmuntswrStatus Histnrﬂ
L

Click on the Tools tab. The following screen comes up:

|(Tasks"||rLaI:u:uur"||(Materia|s"||(Tuu|5"|

Transaction Description
Date

Total F0.00

Click on the @' button. The Tool
Resource (actual tool) screen
comes up:

To record Tools allocated to a
specific task, pick the appropriate
task from the Task Number drop
down menu.

If applicable, specify exact date
when the Tools were used within
the Transaction Date field.

For Tools defined as
Equipment: Click on the

equipment © button to select the
existing Equipment from a list.
Once picked, the Account and
Description of the Equipment
comes up automatically.

W rovis el Edernet Explerer previded by Ters Weliwerk

Ir
Expipvert [
sty I wl Cost |
Tl [ Ta [
Account [soars ¢ s [
Destriphon =

_.I
ChaegeBack Aot -
b X
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» For Tools not previously defined: enter a value into the Equipment field that does not match any
equipment code. Also, the Account field and Description field should be manually populated with relevant
information.

» Enter the Rate at which this Tool is to be charged out at.

» Enter the Issue unit by which this Tool is to be used by.

« Enter the number of Tools used into the Quantity field.

« Enter any additional costs involved on top into the Additional Costs field, if applicable.

» Taxes 1 & 2 calculate automatically, but may be manually changed.

« Enter chargeback amount, if applicable.

e Click on the H button to add the new Tools to the Work Order Tools actuals.

* Repeat the above steps to continue entering Actual Tools, then proceed to the other Actuals screen or

click the button to return to the Work Orders main screen.

3.4.5 Copying Estimates to Actuals

If the job is estimated accurately, the Actuals may be similar or the same as estimated. To ease the data
input process when reporting Actuals, you may take the existing Estimates and copy them over to Actuals.
Then the copied Actuals may be edited to truly match what the worker has done.

To copy Work Order Actuals:
« Click onthe * YWorkQreer - maqule button to access the Work Orders module.
« Perform a Work Orders query to locate and retrieve the work orders you want to add Estimates for.

+ Move your mouse over the Resources menu and select Actuals or click on Actuals tab as seen here .

jMain]{Estimates]rActuaHﬂfﬂ.ccuunts]fStatus Histnrﬂ
hor
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e Youcan now click on any of the tabs: Task, Labour, Materials or Tools and follow the next steps below.
For our example we will use Tasks.

_|(Tasks"||rLaI:u:uur"||(Materia|s"||(T|:n:||sﬁ|

Selectal Unzelect all

| Task Number

10 Plug out power socket

20 Open back cover

|:| a0 clear out dust ininside compartment

40 acd ail ta maotor uze 10we-30
S0 replace back cover

(=] connect power

e Check off all the individual Tasks that are the same or similar to the reported Actuals.

&
» Click on the # button. The selected Estimated Tasks will be copied to the Actuals and the checkbox is
no longer there.

* You can now edit the Actuals as described in detail in the next section.

» Repeat the same steps for the other tabs — the Labour, Material and Tools as required.

3.4.6 Editing Estimates and Actuals

Sometimes you may need to edit the Task, Labour, Material or Tools line after it's saved under Estimates or
under Actuals.

To Edit Estimates or Actuals:

« Click onthe * WarkQreer  maqule button to access the Work Orders module.

» Perform a Work Order query to locate and retrieve the work orders you want to add Estimates for.
* EITHER:

»  Move your mouse over the R&sources menu and select Estimates or click on the Estimates tab as seen
here.

IMain\||(Estimateaﬂ.ﬁ.ﬁ.ctuals\"f.ﬁ.ccnuntsxlrﬂtatus Histnry\erDmplete\l
Rl I
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OR

+ Move your mouse over the R&sources menu and select Actuals or click on Actuals tab as seen here .

_|(Main"||rEstimates\||(.ﬁ.n:tuau]-:lllr.ﬁ.cmuntswrStatus Histnrﬂ
L

» Click on the appropriate tab — Tasks, Labour, Materials, Tools.

Tasks Lahuur\"rMaterial5\||rT|:|nIs\|

Select all Unzelect all
Transactlnn Additional
Employe Description Total Cost
3252000 2555 nighit zhift F27.00 F0.00 22 F59.40
|:| 3252000 3555 overtime F22.00 o000 1.25 F40.00
|:| 30252000 | TA, followy wark procedure F27.00 F0.00 1 F27.00

Total|  4.45 $126.40

» Click on the appropriate line you wish to edit. A highlight appears when you put your mouse cursor over
the line.

« Edit information as needed.

* Click on the H button when done and continue editing more lines or click on the x button to return
back to the Work Orders main screen.

3.5 Updating Procedures

This menu item can be used to create a new procedure from the Actuals of a work order or to update the
Estimates of the procedure used on that work order with the Actuals of that same work order.

You can create a New Procedure from the Actuals of a Work Order when you find that the reported
Actuals are something that repeats over time. To save time creating the procedure form from scratch, use
this feature.

Other times you may use a procedure to populate the Estimates of a work order. Once the Actuals also get
inputted, you may find that the Actuals reported are more accurate than the initial procedure is. In that case
you may Update the existing procedure with Actuals of a Work Order.
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3.5.1 Creating new Procedure from Actuals of a work order

To create new Procedure from Actuals of a work order:

+ Click onthe * ¥arkQrder  m6qule button to access the Work Orders
module.

» Perform a Work Orders query to locate and retrieve the work order you
wish to create a new Procedure from. Make sure the work order includes
Actuals.

«  Move your mouse over the @Peratians meny and select Update
Procedure from the drop-down menu. The Update Procedure screen
comes up as seen here.

3 Update Procedure - Microsoft T

» If your company is using auto-numbering for a

procedure code, check off the Next Auto Update Procedure

Number B checkbox.

f» Create anew procedure from the Actusls of thiz

Operations  Resources T
Mewe Wark Order (Auto Mumber)
Mesny Wiark Crroder

Wiark Order Guery

Batch Camplete [(Guery

Batch Cloze (GQuery)

Change Status

Duplicate Workorder

Update Procedure \[h_-,)

Prirt Selected Wios

Print Thiz WO

Calendar

Saved Queries

» If your company is manually coding the Wtk order.
procedure codes, enter the code into the Procedurs |
Procedure field. o ™
e Click on the H button. A new procedure will ¢~ Update resources of the procedure wwith the Actuals

be created with information taken from the

of thiz work arder.

current Work Order’s Actuals.

|@ Done I_ I_ I_ (B Local inkranet v

H X

Save Cloze

3.5.2 Updating existing procedure with Actuals of a Work Order

To update an existing Procedure with Actuals of a work order:

+ Click onthe * ¥arkQrder  p6qule button to access the Work Orders
module.

Perform a Work Orders query to locate and retrieve a work order you wish
to use for updating the Procedure. Make sure the work order includes
Actuals and the Work Order does have a procedure.

Operations Resources  To
Meray Wiark Order (Auto Mumbet)
Mes Wiark Order

Wark Order Guery

Batch Complete (Guery’)

Batch Cloze (Guery)

Change Status

Duplicate Workorder

Update Procedure ,,\[b

Prirt Selected Wios

Print This WO

Calendar

Saved CQueries
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«  Move your mouse over the @P&rations meny

and select Update Procedure from the drop- K& bl el gt (b 12200 14 1 =10l %]
down menu. The Update Procedure screen
comes up. Update Procedure
*  If your company is using auto-numbering for i Create @ new procedure from the Actuals of thiz
a procedure code, check off the Next Auto il Gl
Number ™ checkbox. Procedure |

. . Mest Auto Mumber W
* If your company is manually coding the

procedure codes, enter the code into the v Update rezources of the procedure with the Actuals
Procedure field. of thiz wark order.

e Click on the H button. The procedure
associated to that work order will be updated H x

with the Actuals of that Work Order.
Save Close

|:§| Done l_ l_ l_ [ Local inkranet 4

When you update a procedure that has already been assigned to a PM, the procedure for that PM will
[@ be updated as well.
3.6  Work Order Accounts
A work order can be assigned to one account or to a variety of accounts depending on the accounting
practices of your organization. If only one account will be used to apply the labour and materials for a work
order, simply enter the applicable account in the Account field on the main work order screen.
Alternatively, you may add accounts for each estimated or actual Task, Labour, Material and Tool.
A third option is to assign a Work Order to multiple Resource Accounts. You can set the costing to never

exceed either the percentage rate (a portion of the total cost —i.e.: 10%) or the cost total (an amount you
choose - i.e.: $223.00).

3.6.1 Applying costs of awork order to more than one account

« Click onthe * WWorkQreer - maqule button to access the Work Orders module.
« Perform a work orders query to locate and retrieve the work orders you want to add Accounts to.

« Move mouse over the REsouUrces menu and select Estimates or click on Accounts tab as seen here.

J’Main\lrEstimates\lr.ﬁ.ctuals\lr.ﬁ.ccnlr[h-’ﬁs\lrﬂtatus Histu:uryr\lrl:cumpletew
L .
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e The Work Order Accounts screen, as pictured below, will open:

rMairﬂ"’Estimates\lf.ﬁ.ctuals\"fnccuunts\"fStatus Histnry]rCDmplete]

WD) Mumber II:IIIIEIIZII:IBES Test neww estimated material tranzactions

-]
Total Cost |34 |

m

DM [zADMINISTRATIVE &cCcoUwtT $EI ool 0%
Lok LOChSMITH ACCOUNT $0.00 0%
Total $0.00 0%

» Click on the @' button. The Add Work Order Accounts screen comes up:

. X Wark Urder fuccounts - Microsoft Inbermet =0 |
» Enter the account code or use the  button e e —————r e
o selecttheaccountrom e s B

e For percentage based cost: Click on the Work Crcler  DDOC0A23
radio button besides Keep Percentage. Accor [l 4
!Enter the percentage_of the work order that Porcertage | 5
is to be charged to this account. Do not
enter a percent sign, only the numerical Cost Amourt |
value of the percent. The Cost Amount will ™ keepPercerisge | Hesp Cos

be calculated based on the percentage of
the total cost of the work order.

H X

e For preset cost: Click on the radio button IR RN

besides Keep Cost. Enter the actual cost to
the Cost Amount field that is to be charged
to this account. The Percentage will be &) Do [ (P Lol mbranst
calculated based on the total cost of the
work order.

@ If Keep Percentage is selected, the costs assigned to the account will never exceed the selected

percentage. If Keep Cost is selected, the cost assigned to the selected account will always stay the
same.

e Click on the H button to save this account information. You can then return to the main work order

Main | ah or you can continue assigning accounts to this work order by clicking

screen ij:llckmg on
on the button and repeating the instructions.
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3.7 Completing Work Orders

When the work on a work order is finished, you should change its status to complete. This will signify the job
has been done and remove it from the backlog. Actuals can still be added to the completed work order as
invoices and timesheets come in.

3.7.1 Completing a single Work Order

To complete a single Work Order:

+ Click onthe * ¥arkQrder  p,6qule button to access the Work Orders module.

e Perform a work order query to locate and retrieve the work order you wish to compete. Make sure the
work order is in an APPR category.

» Click on the Complete tab .

fMain]fEstimatesW(Actuals]rAccnunts]rStatus Histu:uryr\lrl:nmpletsﬂ,]_

e A screen similar to the one pictured below will open:

Operations Resources Tools  Help Work Orider Modnile

|'-r1¢ -.Ter !ttST fotus sI Aoo :-ur'i-'|'- Shatus I|5t:|'-.TEnmpI:b:1

Frocedurs |:I:I:I:I:I:I:Ii"

WO bumber  [0DDDDS18 rl?rh'ﬂa wervcrees

CompDale  |AHAR00S = CompTme [12 . |03
Met=r Beadirag |1JJJJ == [ame |="1"ur-.l Weler
Crovmen Tormes |:|

I:I'EL-TS:I

Comp Remerk I— J

Code

Replaced Bhe window ared Tiosd e rase wile there

Favlf Coscles 4 | # Fanlf Dol 2 | - Pl Looa | 4
3

Simlus CORF W

complete {1/ 1) H x
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« Modifying the Comp Date is needed. It's the date the job was completed or when the work order’s status
changes to Completed category. You may also enter the time of the completion into the Comp Time field.

« Enter the latest Meter Reading of the equipment assigned to this work order, if known. Meter name
comes up automatically.

» Enter the Downtime value reported for the equipment by the worker, if known.

e Clickonthe “ button besides Comp Remark to select appropriate Completion Remark code from the
lookup list, or just manually enter a completion remark into the large box, if any.

» Pick the correct Fault Codes from the Fault Code lookup lists, if any. The fault codes are usually viewed
as Problem, Cause and Remedy.

» Select appropriate status from the Status dropdown list.

e Click on the H button to save the status with the additional information captured. The work order will

then be in the COMP status category. Or click the button to return to the Work Orders main screen
without saving any changes.

3.7.2 Completing work orders by batch — Batch Complete (Query)

To complete Work Orders by a batch:

« Click onthe * "arkorder o 6qyle button to access the Work Orders Operations  Resources  Te
module. Rlesws Wyiork Order (Auto Mumber)
Fesny Wiork Crder
= Wiork Crder Query
» Click on the @Peratians menu and select Batch Complete (Query) from the Batch Complete (Query)
dropdown menu. You will be in Batch Complete: Query mode. Biatch Close (Query)

Change Status
. - Duplicate Workard
* By default the Web Work system will select only work orders within the ._,:z;»fe :m;rdj:eer
APPR category. You may still further define the query by dates etc... Perform  Frint Selected wios
a Work Orders query to locate and retrieve work orders that you want batch-  Frint This W0
Calendar
) : Saved Queries
completed. Click on the button to execute your query. The query look- Wehicle Charges

up screen comes up:

Select all Unzelect all Retrieve Fecords Crder by Wiahllum
I N i ey
[~ 00000523 Test new estimated material transactions EEE1 APPR 10/572000
|- noo00s24 Test new estimated material tranzactions Chl EEE1 APPR 10052000
[~ Poooogzs trim trees 00003 APPR 104542000
[~ Poooog2E trim trees 00003 APPR 104542000
[~ Poooogzy trim trees 00003 &PPR 104542000
[~ [pooo0g2s Annual inspection =B noooooo1 APPR 1045/2000
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e Check off £| each work order you wish to batch-complete or click on Select all to select all work orders.

=)
«  Click on Retrieve Records or the “ button. The Batch Complete screen comes up. See sample
picture below:

Comp Date IW 3

Comp Remark l— #

Code

Remark ﬂ

[~

Status m

Select al Unzelzct &l
I s T
_Wmiﬁwm
[ 000005324 |Test new estimated material tranzactions Chl EEE1 APPR 107502000
I~ 00000525 frim trees 00003 APPR 104552000
I~ 00000526  frim trees 00003 APPR 100572000
= Q0000327 frim trees 00003 APPR 10#3/2000

* Modifying the Comp Date is needed. It's the date the job was completed or when the work order’s
status changes to Completed category.

* Click on the © button besides Comp Remark to select appropriate Completion Remark code from
the lookup list, or just manually enter a completion remark into the large box, if any.

e Select an appropriate status from the Status dropdown list.

» Click on the H button to apply the selected statuses to all work orders selected. The work order

will then be in the COMP status category. Or click the x button to return to the Work Orders main
screen without saving any changes.

Note that when Batch-Completing, Fault Codes, Downtime and Meter Readings cannot be reported.
D@ These values are unique to each work order. If you need to capture any or all of these values, you
cannot batch-complete — use the single work order status change instead!!!
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3.8.1

Closing Work Orders

Click on the * 'Mork Crdler

To close work orders:

module button to access the Work Orders module.

Click on the @perations menu and select Batch Close (Query) from the

dropdown menu. You will be in Batch Close: Query mode.

By default the Web Work system will only retreive work orders within the

COMP category. You may still further define the query by dates etc... Perform

a Work Orders query to locate and retrieve work orders that you want to Batch

Close. Click on the B button to execute your query. The query lookup

screen comes up:

Operations  Re

The Batch Close (Query) feature can be used to locate and close a single or multiple work orders with the
criteria you select. Tero suggests that you set your Work Orders to a status of Complete when the work is
done. When ALL the Actual: Task, Labour, Material and Tool costs have been entered to a work order it can
then be set to status: Closed.

After a work order is Closed it is locked and cannot be edited or added to. If you want to edit the work order
you must use the Change Status feature to re-open the work order.

By closing a work order, the work order is hidden from everyday use, but can always be brought back up by
querying the record by the work order number directly, or by modifying User Settings under Help menu (see
Overview chapter).
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e Check off £| each work order you wish to Batch Complete or click on Select all to select all work

orders.
=
e Click on Retrieve Records or the “— button. The Batch Complete screen comes up as seen here.
Operations Resources  Tools  Help Work Order Module
Remark ;I #
Status ICLOSE vI
Select all Unselect all
-mm Location ID_|Equipment ID| _Status | Open Date

0000029 Annual inspection oooooooq COMP 10552000
V
0noa0E30 Routine inspection and lubrication CAFE (CE-O01 COMP 104552000
v
o000 024 Replace windows Do some more work. By Evy COMP 104552000
v
Mare lines here.

e Click onthe “ button besides Remark to select appropriate Closing Remark code from the lookup list,
or just manually enter a closing remark into the large box, if any.

» Select appropriate status from the Status dropdown list.

* Note that you can still modify the list of work order to be closed by checking or un-checking the box
beside the work order. Only work orders that are checked will close.

e Click on the H button to apply the selected status to all work orders selected. The work order will then

be in the CLOSE status category. Or click the button to return to the Work Orders main screen
without saving any changes.

3.9  Work Order Status History

To view a work order’s status history

« Click on the ™ ¥arkQrder module button to access the Work Orders module.

» Perform a work orders query to locate and retrieve the work orders you view status history for.

+  Move your mouse over the Re&sources menu and select Estimates or click on Status History tab as seen
here.

J’Main\"fEstimates\lr.ﬁ.ctuals\lrﬁ.ccuunts\lfStatus HistmwrCDmplete\l
L
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e The Work Order Status History screen, as pictured below, will open:

WD MLmber ||:|nn|:u:1823

Test newy estimated material tranzactions

3

Crarged ChangedBy | Remarks |

2707200513915 PM APPR

e The first column shows the date and time of the status change.

2707200511110 P MNEARER CEA
13032002 2:44:35 P |CLOSE dba
120352002 COnP k&

e The second column shows the changed status.

*  The third column shows name of the user who performed the status change.

» The fourth column shows remarks of the status change.

e To exit Item Work Order status history click on the x button.

3.10 Emailing Work Order Reminders

In Web Work, a work order reminder can easily be emailed to the requester, employee, Manager or another
recipient, using Web Work’s built in email functionality.

To Email a Work Order:

e Click on the * ork Croer
Orders module.

e Perform a Work Orders query to locate and retrieve the work
orders you want to E-mail.

e Click on the Toals menu and select Email. The Send E-mail

screen comes up:

module button to access the Work

Tools  Help

Reports
Links
Etmail

Dovenload Codes For Palm

Feceive Palm Data
Unlack Workarders

Work Orders

annlaaﬁn{k Orders Far Palm I
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‘2l wend Lmail - Shcrosolt Internet Explorer prosided by Tes = |0 |

Caparats mubpls sddresses with & sem colon

o fhemoegeranon ca | =]
e I =
From [tk duinmeted W ™ Copy Adminisirsior

Subjsct r."‘.'l:ll‘ll: Crder: DOODODEZ3

M=35B05 Lok Order: 0000823 =]
Location: W - Oy Of Wsrcas Ikl

Foon 31

Lontsch

Frone.  B36-BT03

Faguesl  Tes e ectlimalindd malarind ransaclions
Fired your workonder onlire ot

ity ivwebwork e velopmerlRplirans ssp?
PO OO

X

Send Closs

& Cone (F Local inkranst

This work order can also be sent to a cellular phone — providing the cellular phone has email

U@ functionality. Simply enter the email address for the cell phone into the To: field of the Email
screen.

« Enter information into the applicable fields:

To Field: You can choose to email the work order to a Requester, an Employee, a Manager or
another person you define.

CC Field: You can choose to carbon copy the open work order to the Requester, Employee,
Supervisor or another person you define. Note: If you select Requester, Employee or Supervisor,
the email address contained in the labour record for the person named in these fields of the work
order is the address where the work order will be sent.

From Field: The email address of the person logged into the system will be displayed in this field.
Copy Administrator: You may e-mail the Web Work Administrator by checking off the Copy
Administrator checkbox (see Admin. section for company e-mail field under System Defaults Setup).
Re: or Subject field by default will contain the Work Order identification number. You can add to this
information or change this information as required.

Message Field: The message field contains the work order id, location, equipment and request.
You can add to this information as required.
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e You may modify the body of the text message before sending the reminder.

e Click on the J button to send the reminder. Click on the X button to return to the main Work

Orders screen without sending the e-mail.

» By clicking the Send button, the e-mail will be sent to all parties specified. A Confirmation screen comes

up. Click on Click to Close and Continue to close the screen off.

Send Email - Confirmation

WebWorkMail has sent your message
To: peter@itero.ca

Click ta Close and Cortinue

If you have multiple work orders open, only the one displayed on the screen will be emailed. To
[@ send additional work orders by email, open the details page of the applicable work order and then

follow the steps above.

The default email server is setup in the Admin. Module. See Admin Module — System Defaults for more

information on this function.

3.11 Printing Work Orders

There are two ways to print work orders. You can print an individual work order or multiple work orders that

you have selected and retrieved.

3.11.1 To print only the Work Order that is currently displayed on the screen:

+ Click onthe * ¥arkrder  64yle button to access the Work Orders module.

« Perform a Work Orders query to locate and retrieve the work order you want to
Print.

+ Click on the @ button at the bottom right hand side of the screen or click on
the “Peratians meny and choose Print This WO from the drop down menu.

e The selected record will open in a new browser window, previewing the Web
Work - Work Orders report.

» Click on File and select Print from the browser drop down menu or click the
print icon at the top of the screen (on the browser’s Standard Toolbar) to
proceed with printing.

Operations  Resources T

Mesy Work Order (Auto Mumber)
Mewy Wark Order

TWork Order Query

Batch Complete (Guery)
Batch Clozse [(Cuiery)
Change Status
Duplicate Warkorder
Upclste Procedure

Print Selected Wos
Print This Y4

Calendar

Saved Gueries

Yehicle Charges
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3.11.2 To print batch of Work Orders that are selected in your query result.

Click on the * Y¥ork Crcler
module.

module button to access the Work Orders

Perform a work order query to locate and retrieve work orders you want
to print.

Click on the @Perations meny and choose Print Selected WOs from the
drop down menu.

The selected records will open in a new browser window, previewing
Web Work - Work Orders report.

Click on File and select Print from the browser drop down menu or click
the print icon at the top of the screen (on the browser’s Standard
Toolbar) to proceed with printing.

3.12 Work Order Calendars

Operations  Resources  To
Mewy Wark Order (Auto Mumber)
Meny Wiark Circler

Wiork Order Guery

Batch Complete (Query)

Batch Cloze (Guery)

Change Status

Duplicate Workorder

Update Procedure

Prirt Selected Wios '_\[}_n)

Print This WO

Calendar

Saved Queties

Yehicle Charges

The Work Order module includes a calendar, which displays work orders by target date. The contents of the
calendar can be filtered by: Location, Equipment, Craft, Crew, Manager or Employee. The calendar is a
useful scheduling tool.

To view the calendar:

Click on the * Y¥ork Crcler

Click on the PRerations meny and select Calendar from the drop down menu.

The Calendar screen will open (see sample graphic below):

2 Werk Nrdsr Calerclar - Bicrowelt |nierasi Dzakesr pravided by Toro MebWee

September 2004 - Workorder Calendar
[ fun | son | ovwes | owed | ot J ofi | sm

Sk e o
ek el
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module button to access the Work Orders module

-

Operations Resources Tc
Merwy Wiork Order (Auto Mumber)
ey Wiork Oroer

Wark Qrder Guery

Batch Complete (Query)

Batch Close (Query)

Change Status

Duplicate Workorder

Undate Procedure

Prirt Selected Wios

Print This WO

Calendar

Saved Queries @

“ehicle Charges
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e To print the calendar click on the PRINT button at the bottom right of the screen. This will print
the calendar displayed on the screen.

» To filter the work orders on the calendar, click on the down arrow ¥ beside the PM’s and select
Location, Equipment, Employee, Craft, Crew or Manager. Enter the code for the applicable selection into

the next field, or click onthe © button and select the applicable code from the Web Work database.
Click on the button to display a calendar matching the criteria you selected.
« Click on the arrows on either side of ==Month == t5 move from one month to the next.

e To view details about a specific calendar entry, click on the three dots after the applicable entry on the
calendar.

A screen similar to the one shown below will open:

Daily Calendar
2004 Sep-22
Click an the Wiodaorder far full details or to print
Work Order Description Location Equipment Priority
000351 fan nat warking SHOP [CE-001 MEDILIM
Select All
Back to Monthly Calendar

e To open any of the Work Orders displayed, click on the applicable Work Order #. To open all Work
Orders displayed for this date click on Select All.

* To return to the monthly calendar click on Back to Monthly Calendar.

[@ The calendar is Read Only.
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3.13 Modifying Equipment

The Modify Equipment feature can be used to change the location of a piece of equipment, change the
equipment parent, change the equipment operator or change the status of a piece of equipment. The same
functionality is also found within the Equipment module. Usually the Modify Equipment feature is used when
the work order specifically asks to change something about that equipment, including its current location,
parent, status or operator.

To modify the equipment:

+  Click on the button * YWOrkQreer - o the |eft hand side of the screen to access Resources Tools
the Work Orders module. [
| Madify Equipment
» Perform a query to locate and open the applicable work order you wish to modify ' Estimates

equipment upon. Actuals
Accounts
« Click on the FResources meny and select Modify Equipment from the drop down gt;::frkg'mw

menu.

The following screen will open:

W touiprieent Modificatsons - Microsoft Internet Explores g =B8] =]

Equipment EEE1 EEE Lewel 1

Wodrty Cmis [0S G| Click on the (as shown)
\ CALENDAR button to

— open a calendar and

select an alternative
WRNCOUVER STOCH
Current Lecation WEE ENCHANGE date.
v Location WEE d |UH4:’.'.‘.'..'-.'FR‘.—'.TI.’.-'.'.H’F'I-!I.’ Click on the QUERY

button to see a list of

ey Paren ﬁa-mn:_.-amlr 4 pest L codes in the Web Work

database.

Current EGh Shah s

e EQ Slwlus | .

Current Operator

Pdessr Ciparaion [— . [j&

-E'_| [aor [ E Local inkrarst o
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« Enter a new Modify Date if applicable or click on the "= putton and select the date from the calendar.

* Enter the new Location into the New Location field or click on the “ button to select the location from
the Web Work database. The location description will fill in automatically.

e Enter a new EQ Status, if applicable, into the New EQ Status field or click on the * button to select one
from the Web Work database.

« Enter a new Operator into the New Operator field or click on the * button to select the operator from
the Web Work database.

e Click on the H button. The Equipment record will be updated with the new information.

If the equipment has any child equipment associated with it, a message box like the one shown
E@ below will be displayed. Click on the OK button to update the child equipment, click on the CANCEL
button if only the current equipment’s location is to be changed.

Microsoft Internet Explorer, P§|

[ Location has changed, Do you want ko update the location of all child equipment as well?
\-f/ Click. Cancel if only the current equipment's location is to be changed.

o4 ] [ Cancel
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