Work Orders and Calendar Scheduling
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Enter Work Order on Existing Customer

1. From the Master Menu, select Work Orders or, on any window, press CTRL+S.

2. From the Work Order Menu, choose Work Order Entry.

3. On the Work Order Entry window, press CTRL+C.

4. On the Select - Customer window, select the customer to enter the Work Order for and choose Select. If a

customer number does not exist, press Tab.

()]

. Inthe Customer #field, press Tab.
6. If the customer has more than one tank, select the tank the Work Order is for on the Select - Tank/Customer
window and choose Select.

7. The First Name, Last Name, Name, and Divisions will update automatically. Press Tab through these fields.

10.

11.

12.

13.
14.

Date 052313 Time  16:59 Entered By MaMZIM
Order & Customar # Hama Dinision Type Status  Sched Date  Sched Time
15193 A.D.R. HOLSTEIN INC 1 4 0473014 00:00
6156 27258 ACTON, THOMAS G 1 10 4 0501114 00:00
5580 15048 ALLEMAN FARMS INC 1 7 2 000000 00:00
515 11403 ALLEMN, MIKE & JENNIFER 1 15 2 00000 00:00
5995 12363 AMES TRENCHING & EXCAVATI 1 15 4 10813 00:00
B0SE 12816 ANDERSON, GLENA 1 17 4 00000 00:00
G118 19357 ANDREW, GLORLA, 1 4 4 122113 00:00
6191 27273 ARENDS SANITATION 1 17 4 000000 00:00 -
Wark Order Type MISC Work Order Status WORK SCHEDULED
Customer | i l
| Work Order | Job DetaiCommants | l Show ALL
First Name Last Name A DR HOLSTEIN INC
Requested By UM Panmit Humber 0
[ Credit Infa.
Billing Address 2113 110TH 5T
Billing Addr2 % DON STOLL Gas Check
Bdling CRy STORY CITY State 1A Dipcode  G048-7593 LEESE Agreemem
(515432.5028 [000000-0000 r
Home Phone Work Phone | Appliance Inko
Call Phone () - Pager | ] -
Update Customer
Delvery Address 1553 E Lincoln Way Caty  Ames State 1A pd
= [ ]
County 59 4, UNKNOWN COUNTY Pump Out Close
Township | 209 (4, BOONE HARRISON Present Supplier N 4
Route 2007 'n, DAVID WAGNER Terrms Code 99|\, Good Crodit

. Inthe Type field, enter the code for the type of work that will be performed or pressF5 to select the Work

Order Type from the list.

. In the Statusfield, enter the Status Code for the Work Order.

If the work has been scheduled, enter the scheduled date in the Sched Date field. If the work has not been
scheduled, press Tab.

If the work has been scheduled, enter the scheduled time in the Sched Timefield. If the work has not been
scheduled, press Tab. In the next field, enter A for AM or P for PM.

Enter who requested the work in the Requested By field.

Enter the Permit Number.

The Billing Address, Phone Numbers, Delivery Address, County, Township, and Route fields will update



automatically. Press Tab through these fields.

15. Inthe Pump Out box, enter Y if there will be a pump out or N if there will not be a pump out.

16. Enter the Present Supplier.

17. The Terms Code field will update automatically. Press Tab.

18. On the Work Order tab, the tank and meter information will update automatically. PressTab through these
fields.

19. Inthe Service team field, enter the Service Team Code or pressF5 to select the Service Team from the list.

20. Press Tab in the Close Date field.

21. PressTab in the Hrs on Job field.

22. The Directions field will update automatically. Press Tab.

23. On the Work Req/Cmpltd/Comments tab, enter the work that has been requested in the Work Requested field.

24. Enter the work that has been performed or any additional information about the work in the Work Performed
area.

25. Enter any additional Comments about the Work Order or customer.

26. Select Save.

Choose the Search icon (or press F5 or double-click) for scheduling from the Work Order Schedule Date to see
what days are available.

The following cross reference table must be built to utilize Work Orders and Calendar Scheduling.

Use this screen to build a cross reference table between the Work Order Types Maintenance
and Calendar Scheduling Types Maintenance, for use during work order/calendar interface.

Calendar Div Cal Sched Type Code Schedule Type Description WO Division WO Type W.O. Type Desc. Allowed Per Day

---_

From Calendar Scheduling

Select Calendar Schedule Type

1 Replace Outdated Regulator 1 REGULATOR UPDATE 6
1 1 LP Leak Check Odor Complaint 1 " GAS/LEAK CHECK 0
1 12 Picklp Tank 1 12 TANK PICKUP 4
1 13 Repair/Replace Serice Valve 1 13 TANK REPAIR 2
1 14 Pump Out Tank 1 14 TANK PUMPOUT 2
1 15 Relocate LP Tank 1 15 TANK RELOCATION 4
1 16 Repair Heater 1 16 HEATER REPAIR 0
1 w Misc Work 1 w MISC 0
1 18 Shawn Welcher Out 1 18 Shawn Welcher Out 0
1 19 Denny Snodgrass Out 1 19 Denny Snodgrass Out 0
1 2 Repair Damaged Line 1 2 LP LINE REPAIR 4
1 3 Disconnect Tank 1 3 DISCONMNECT SERVICE 6
1 4 Tank Gauge Leaks 1 4 ODOR/LEAK COMPLAINT 2
1 5 Buried Gas Line 1 ] INSTALL LP LINE 4
1 6 Re-Lite Pilot Light 1 6 RELITE PILOTS 0
1 i Level Tank 1 7 RELEVEL TANK 0
1 8 Locate LP Line 1 & LOCATES 0
1 9 Reconnect Senice-Tank 1 9 RECOMNMECT SERVICE 6
Ctrl+C Ctrl+C
F5 to Zoom F5 to Zoom

Select Calendar Schedule Type



Division Code  Schedule Type Description
h 1 Tank Set
10 Replace Outdated Regulator
11 LP Leak Check Odor Complaint
12 PickUp Tank
13 Repair/Replace Semice Valve
14 Pump Out Tank
15 Relocate LP Tank
16 Repair Heater
17 Misc Work
18  Shawn Welcher Out
Denny Snodgrass Out
Repair Damaged Line
Disconnect Tank
Tank Gauge Leaks
Buried Gas Line
Re-Lite Pilot Light
Level Tank
Locate LP Line
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Reconnect Senice-Tank

From Work Order Type

# Allowed Per Day
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Div Typa Description Allowed Per Day =

1 1 TANK INSTALL 4
1 2 LP LINE REPAIR 4
1 3 DISCONNECT SERVICE B
1 4 DDOR/LEAK COMPLAINT 2
1 5 INSTALL LP LINE 4
1 ] RELITE FILOTS 0
1 7 RELEVEL TANK 0
1 8 LOCATES 0
1 9 RECONNECT SERVICE B
1 10 REGULATOR UPDATE 6
1 " GAS/LEAK CHECK 0
1 12 TANK PICKUP 4 |
1 13 TANKREPAR 2 1
1 TANK PUMPOUT 2
1 15 TANK RELOCATION 4
1 16 HEATER REPAIR 0
| MISC 0
1 18 Shawn Welcher Out 0
1 13 Denny Snodgrass Out 0
1 20 Tank Switch 4
1 2 UNDERGROUND CATHODIC TEST 2
1 9 POTENTIAL CUSTOMER 10
2 N Undarground Cathodic Testing 2
[ 1 Tank Set 0
6 2 Repair Damaged Line 0 -
(+) f Q [
Creste.  Modfy  Cancel “opy To Anot

After the cross referencing is done between Calendar Scheduling and Work Orders, start scheduling by pressingF5
while in the Date field on the Work Order screen.
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Available Dates May 2014 | 2 | Display Sched History
Div Date Type Free =/ |S M T W T F 8§ |Dv Customer# Date TDiv Type SchT.. *
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5 B58 BT mE
12 13 14 15 16 17
190 R200 F210 [22) (23] [24
26 2T 28 29 30 AN

_ [«<[</[Schedule] [>] >3

w
=
(=]

m

Filled Schedules
Div Type Sched Date  Dly Tot  Allowed ~

1 05/01/14 0 0
1 06/01/14 0 0
1 03M19/20 0 0
1 05M16/20 0 0
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Mame ACTON TIM
Route 1003 JIM VANDER WEERDT




