Work Orders

Welcome to Work Orders

The Work Order control is similar to the Work Order Form in ACT
1000 System. For more information on entering work orders, refer to
the ACT 1000 System User's Guide.

Creating a new work order

1. On the Work Order main screen, click New to create a new
work order.

Enter information in all bold (required) fields.
Click Save to save the work order.

Note: You cannot delete records from the application. You
may change the Status to VVoid or Duplicate.

4. Inthe Main tab, enter a description of the work order and
the action taken. Note that the Description and Action
Taken fields are limited to 255 characters. Click Save to
save your changes.

Mainl Totalsl Documentsl 5uppl\els| H\storyl Laholl Inventom lssued F‘urchasel

Description )

Fiemovve gum from carpet near book retum desk. Efids
Hours Cost
05 $10.00

Action Taken Created By
Cleaned carpet.

5. On the Totals tab, you can view the total cost for a work
order. The Totals window is for informational use only.
You cannot alter any of the figures. Totals can be
edited and viewed further through ACT 1000
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System, Version 2.0 or greater desktop
application. Click Save to save your changes.

Inventary Co:

Purchased Cost |
Travel Cost [

Tatal Co

6. Onthe Documents tab, you can associate documents with

this work order.

Main| Tatals ‘__[_!_ggl_f_lm_e_nts“,l Supphels' H\storyl Laboll Inventom lssued | Purchase

fat.tut

add | updle | Delete | view |

7. Onthe Suppliers tab, you can associate suppliers with
this work order.

Malnl Totalsl Dacuments SUPPhEISl H\storyl Laholl Inventom Issued | Purchase

Supplier ID I Supplier Mame I -
A1APPLRP A-1 Reliable dppliance Repair & Supplies
LaPUMP A &4 Pump Co.

AARONPROP Aaron ¢ Propane Co,

ACCASPH Accurate Asphalt

ACEFIRE ACE Fire Equipment Company

AL America On Line ﬂ

Add Delete

8. On the History tab, you can view the history of the work
order. This information is read-only and cannot be altered.

Mainl Totalsl Documantsl Suppliers H\storyl Laboll Invenlolylssuedl Purchasal

Date Madified | Modiied By | Muodification ﬂ
B/9/99 92547 A demo shreport bt deleted from documents and server. =
8/9/99 92537 &M demo shreport. bt added to documents.

8/6/9911:4203AM  dema fst bat added to documents.

8/5/99 32210PM  dema
8/4/9910:01:494M  dema
8/4/9310:01:22 M demo

B/4/99 341:44 &M dema -
| | ¥

9. On the Labor tab, you can record labor transactions
associated with this work order.

Mainl Totalsl Documantsl Supphelsl History Laboll Invenlowlssuedl Purchase

Employee ID Hours Work Date Rate Total

Employee Name Trade Code Labor Type Funded By Expenzed To

200004 - Jo7 [10/3/97 [ $17.00] [ $11.90] i,‘
*

[Jackson. Jim =l e =l R o B EEE R N
Recod: 14] 4 T v v |rwof 24
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10. On the Inventory Issued tab, you can issue inventory to

be used for this work order.

Ma\nl Talalsl Documentsl Supphalsl Hlstoryl Labor Inventawlssuedl Purchase

Inventary Item ID Description Quantity Date Unit Price Tatal

Type Pool ID Unit of lssue Iszued From Expenszed To

IMechamcaI j |4DDU1E j Scoreboard Lamp | |4 123497 [ $0.49] [ 31.98] :II
*

[orange)

.| [01-00304

IMain -

=] [pzonsns =]

-

Frecord: 14 4 | T k| rn]rs]er 2

11. On the Purchase tab, you can record inventory, purchased
from an outside source or outside of the inventory pool,

associated with this work order.

Mainl Tota\sl Documentsl Suppliersl Hisloryl Laborl Inventory lssued | Puichase]

Inventory Type Item |D Description Quantity Date Unit Cost Tatal

PO MNo-Line Mo, Supplier ID Supplier Mame Invoice Number Funded By Expensed To

[Mechanical 7| {100001 | [90ELL Bl St1/2" [0 [rrsss [$0.65 $E.50 :,I
*

| =] [maPPLRP =] fA-1 Reliable Applian =] | o =] [mom =]
Record e « [ 1 v | ri]rsfcf 4

12. Close Work Order, or create another work order. Perform

steps 2-11 to enter another work order.

Locating a work order

1. Click to filter by form.

2. Place your cursor in the Work Order ID field.
3. Enter the Work Order ID you wish to find.

4. Click v to apply the filter.

5. Click = to remove the filter.
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