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Search for a Work Order

Overview

The Maintenance and Utilization module Work Order process provides the ability to manage the
maintenance of the assets, and track all of the work involved.

Helpful Tip

@ Assets for profiling can also be accessed from the ELMS MAINT AND UTIL Home page.

Select the Asset expansion link located in the Message of the Day section to view the various asset
profile hyperlinks.

Navigation
Maintenance > Work Order > Work Order Search page

Procedures

Search for a Work Order

One or more of the Search Criteria fields can be entered to isolate the results. By default, all

D Reset
results are displayed. Selecting at any point of this procedure returns all fields to the
default "All" setting.

1.  Inthe Search Criteria box, narrow the results by entering one or more of the following
fields.
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Search Criteria A
Basic Search Advanced Search

AssetId Q; Stock Number

Work Order Status Code 0 - Open v Maint Sched From

[« IV Q

Has Assets No NMC No

Yes Yes

Work Order Id Q

), Search
2. Select - The Work Order Search Results grid appears.

Search Results ~

#opns s |+ ad

OR
Select the Advanced Search tab.
Search Criteria ~

Basic Search Advanced Search

And +Z Add Expression +% Add Group
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Search Criteria ~

Basic Search Advanced Search

And *= Add Expression *% Add Group x

Condition Cd v Is equal to L Select an Item v X

Q, Search
A.  Select - The Work Order Search Results grid appears.

se:
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Add a Work Order

+ Add
> Work Order Add page

Navigation

Maintenance > Work Order > Search Criteria >

Procedures
Add a Work Order

at any point of this procedure removes all revisions and closes the page.

Selecting
Bold numbered steps are required.

Unclassified - 3/31/2026

-

Himn*




Enterprise Logistics Management System

Help Reference Guide

+ Add
1.  Select - The Work Order Add page appears.

‘Work Order SubWO 1

Work Order Options A

Fill in the following optional fields if you would like to copy data from an existing work order.

Work Order Id Q
-\/ Update

Details A

Asset ld Q Asset Loc

Serial Number Stock Number

Work Order Status Code 0-Open v Item Desc

Work Order Reason Select an ltem v * Priority Code Selectan ltem v

Approval Date month/day/year hour:minute .. [3 Avail Date month/day/year hourminute .. [

Retum Date month/day/year hour:minute .. [ Receipt Date 3/30/2026 8:22 PM ]

Cond Code Select an ltem v * Est Service End Date month/day/year hourminute .. [

Storage Type Code Select an ltem v Job Order Number

Document Number Prep for Shipment Gode Selectan ltem v

Special Instructions Remarks
Point of Contact v

i+ A Wk

2.  Verify the Asset Indicators panel.

Asset Indicators ~

m The displayed NCE data is for informational use only. Per AF| 63-125, the Master Nuclear Certification Listing is the sole authority for determining the certification status of an item

Nuclear Certified (NCE-Yes)

Note

@ The Asset Indicator panel appears when the selected asset is associated with nuclear
data.

3. Complete the Work Order Options panel.

Ll
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A. Enter the WORK ORDER ID, or use Q to browse for the number. This is a 20 numeric
character field.

II|"""----..__“_

Note

@ Select the Work ORDER ID, the SuB WoRK ORDERS field appears.

Work Order Options A

Fill in the following optional fields if you would like to copy data from an existing work order.

Work Order Id 2018091200002 Q

Sub Work Orders 2-0c18

Include All

+ Update

B. Click to select the Sues WORK ORDERS. Selecting a Sus WORK ORDER displays
the available details based on the WoRk ORDER ID. Depending on the details selec-
ted, additional radio buttons become available.

. Details
Task(s)
Part(s)
1 - PRE INSPECTIOMN Details

Tool(s)/Equipment

Include All

o Update
C. Select: . The selected Sue WORK ORDERS appear as Sus WO tabs.

4.  Complete the Details panel.
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Details A
Assetld Q Asset Loc
Serial Number Stock Number
Work Order Status Code 0-Open v ltem Desc
Work Order Reason Select an Item w * Priority Code Select an ltem ¥
Approval Date month/day/year hour:minute ..  [53] Avail Date month/day/year hourminute .. [
Return Date month/day/year hour:minute .. [ Receipt Date 3/30/2026 8:16 PM ]
Cond Code Select an Item v * Est Service End Date month/day/year hourminute ... @
Storage Type Code Select an tem v Job Order Number
Document Number Prep for Shipment Code Selectan ltem v
Special Instructions Remarks

A. Use " to select the desired Work Order Reason.

B. Use " to selectthe desired Priority Cd.

Ak

C. Use to select the EsT SERVICE END DT, or enter the date (MM/DD/YYYY) in the
field provided.

5. Complete the Additional Attributes panel.

Additional Attributes ~
Corrosion Score Select an ltem - Color Select an ltem -
Primers Select an ltem v Last Painted Date month-day-year ﬁ
Topcoats Select an tem ;2

6. Complete the Point of Contact panel.

P
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Point of Contact A
Contact Mobile Number

Email

Remarks

Phone Number

Q

+ Add

Select - The Point of Contact pop-up window appears. The Add button
turns to when information is entered into the fields.

OR

Enter the Contact in the field provided. This is a 30 alphanumeric character field.

& Edil
B. Select - The Point of Contact pop-up window appears.
7. Verify the Asset Information panel.

-
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Asset Overview

Stock Number

Serial Number

Secondary Serial Number

Manufacturer Name

Asset Details

Location

Dollar Amount

Meter

Misc

Hazmat Code

Demilitarization Code

LIN/TAMCN

ECC

Precious Metal Code

Asset Certifications

Name

ASE

Selected
0/2

12481632640006

DM0O003

REBOKCO

BLDG 101

200000

7

MROOOA

Description

Manufacturer Model

Manufacturer Part

Manufactured Year

Non Accountable

Custodian Id

cuc

RIC

CAGE Code

un

1-2
of2
items

items per
page

A. Verify the Asset Overview section.

B. Verify the Asset Details section.
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C. Verify the M1sc section.
D. Verify the Asset Certifications section.
8. Verify the Utilization panel.

Utilization ~

m The following utilization info is a surmmary. For full utilization details and history, please visit the utilization process.

Incoming QOutgoing
Meter Reading Meter Reading
Reported Date Reported Date

(® Full utilization Details ] £ Quick Update
zation Det

(_T.‘ Full Ut
Select : . The Maintenance Asset Utilization Record Search
page appears in another tab.

OR

Select . The Edit Utilization slide-out window appears.

9. Complete the Related Work grid.

Related Work A
Work Order (1)
v WorkOrderID | WorkOrderStatusCode  Priority Code i Assetid i tembesc : : y ¢ RIC i Condition Code i Work Order Reason
2022081700005 0-0pen 5-Routinel-5 days WSSET0000003 TANKCMBT 120MMMIAT 2350010871095 FM2434343002
Selected 0/1 10 v items perpage 141011 tems

Preventive Maintenance (1)

Maint Schedule Name ¢ Services i Occurrence : : ing Frequency ¢ quency : Last Maint Date : NextMaintDate i Lastutilay i NextutilQty i Current Meter Reading

TestWoDrop MY TESTPLAN One Time - - - - - 08/17/2022 08:00 AM

A. Complete the Work Order grid.

# edit
a. Click to select the entry. The Work ORDER ID is highlighted, and |

becomes available.

# Edit
b. Select " |, The selected Work Order appears.

B. Complete the Preventive Maintenance grid.

10
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a. Select the Services hyperlink. The services pop-up window appears.

Services p 4

20 POINT INSPECTION

120 POINT INSPECTION!

Select' * | to close.
10. Select the Sub WO 1 tab. The SuB WORK ORDER appears.

11
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A. Complete the Details panel.

Details ~
Overview
* Work Order State Code -Select- 4 * Work Plan Type Code -Select- b4
* Sub Priority Code -Select- v Work Plan Id
* Work Plan Desc Q * Maintenance Location
Service
* Requested Service Service Performed
. Remarks

* Serviced By INTRNL - Internal v

Service Start Date month/day/year ]

Service End Date month/day/year ﬁ
Technician

Team -Select- v Average Number of Techs N/A
* Primary Technician -Select- v
Rate

>
3

Estimated Labor Hours Estimated Labor Cost

Actual Labor Hours (1] Actual Labor Cost 0

3
»

Estimated Hours to Perform Estimated Non-Labor Cost

Actual Hours to Perform 0 Actual Non-Labor Cost 0.00

B. Complete the Overview section.
a. Use " toselectthe Work Order State Code.
b. Use " to selectthe Sub Priority Code.

C. Enter the Work Plan DEsc, or use Q to browse for the entry. This is a 250
alphanumeric character field.

12
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Use " to select the Work Plan Type Cd.

e. Enter the Maintenance Location in the field provided. This is a 20 alphanumeric
character field.

C. Complete the Service section.
a. Enter the Requested Service in the field provided. This is a 1024 alphanumeric
character field.
b. Use " to selectthe Serviced By.

D. Complete the Technician section.

a. Use " to selectthe Primary Technician.
E. Complete the Rate section.
F.  Complete the Labor panel.

Labor ~

m No associated labor ]

+ Add
Select - The Add Labor slide-out window appears.
G. Complete the Tasks panel.

Tasks ~

m No associated tasks l

+ Add
Select - The Add Task slide-out window appears.
H.  Complete the Tools / Equipment panel.

Tools / Equipment ~

m No associated tools / equipment l
+ Add

4+ Add
Select - The Add Tools / Equipment slide-out window appears.
I.  Complete the Parts panel.

13
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Parts

m No associated parts I
Add Deferred Parts Refresh Parts + Add

Add Deferred Parts

a. Select - !. The Deferred Task/Parts pop-up window appears.
Note
@ is editable after the Work Order is saved.
| Refresh Pars l‘
b.  Select! !. The parts panel reloads.

+ Add
C. Select - The Add Parts slide-out window appears.
J. Verify the Certifications panel.

INote

@ If there are no associated certifications,

Certifications

E No associated certifications

appears.

Certifications

Name H Description
ASE
1-10f1items

Selected 0/1 L 10 v items per page

<+ Add Sub Work Order

11. Select" . Another Sus WO tab appears.

Note

@ If the first SuB Work Order is not completed, the additional Sus Work Order does not
appear.

12. Repeat Steps 10-16.

14
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Work Order saved successfully
13. Select . The appears at the button right

of the page. The Work Order page refreshes.

15
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Add a MC STATUS to a SUB WORK ORDER

+ Add
Maintenance > Work Order > Search Criteria > - > Work Order > Sus WO tab

Navigation
+
Change MCStatus| o Aqd MC STaTUS slide-out window

> MC STATUS panel >
at any point of this procedure removes all revisions and closes the page

Procedures

Selecting
Bold numbered steps are required.

16
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[ Add a MC STATUS to a SuB WORK ORDER ]

+ Add
1.  Select - The Add MC STATUS slide-out window appears.

Add MC Status X

Header Info

Available Date 7/7/2023 Approval Date 7/7/2023
MC Record Details
* Status Start Date T/7/2023 3:15 PM ﬁ

Status End Date maonth/day/year hourminut... @

* .
PMCM - Partial MC Established By

—_—— Maintenance

Capable .

Status PMCS - Partial MC Supply Last Updated By

NMCS - Non MC Supply

A. Complete the Header INFO grid.
B. Complete the MC Record Details grid.

a. Use & to select the Status Start Date, or enter the date (MM/DD/YYYY) in
the field provided.

b. Select Mission Capable Status to pick the status. The selection indicates
the current Mission Capable Status.

17
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C. Select . The slide-out window closes and the MC STATUS appears in the MC
Status - FMC grid.

1.  Click to select the row(s) in the MC STATUS grid. The selected MC STATUS entry is high-

# Edit ——
andﬁ]beet

lighted, and become available.

Delete a MC STATUS in @ SuB WORK ORDER

1. Click to select the row(s) in the MC STATUS grid. The selected MC STATUS entry is high-

f Edit @ Delete
and

lighted, and become available.

@ Delete

2.  Select . The Delete Confirmation pop-up window appears.

18
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Add Labor to a SuB WORK ORDER

Navigation

+ Add
Maintenance > Work Order > Search Criteria > - > Work Order > Sus WO 1 tab
> Labor panel > V| > Labor > > Add Labor slide-out window

Procedures

Selecting e | at any point of this procedure removes all revisions and closes the page.
Bold numbered steps are required.

Add a Labor to a SuB WORK ORDER

+ Add
1. Select - The Add Labor slide-out window appears.

Add Labor X

A Team has not been selected on the details panel

* Technician -Select- v Base Hours 0.00 i
* Labor Category | -Select- v Overtime Rate
* Rate Type -Select- Y Overtime Hours | 0.00 :
Base Rate
[ © cancel ]

19
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Note

@ The No Team Selected Notice appears if a team is not selected before adding labor
information.

A. Use ¥ to select the Technician.

Note

@ The fields auto populate and/or become available depending on the Technician
and/or Labor Category selected.

B. Use " to selectthe Labor Category.

C. Use " to select the Rate Type.

B Save
2. Select - The information is saved under the Labor grid.

=+ Add Sub Work Order

3. Select ! l Another Sus WO tab appears in the tab section.

4. Note

@ If the first SuB Work Order is not completed, the additional Sus Work Order does not
appear.

Work Order saved successfully
5.  Select . The appears at the button right

of the page. The Work Order page refreshes.

20
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Add a Task to a SuB WORK ORDER

Navigation
Maintenance > Work Order > Search Criteria > > Work Order > Sus WO 1 tab

> Tasks panel > ¥ > Tasks > > Add Task slide-out window

Procedures
at any point of this procedure removes all revisions and closes the page.

Selecting
Bold numbered steps are required.

Add a Task to a SuB WORK ORDER

+ Add
1. Select - The Add Task slide-out window appears.
Add Task X
Allowable
Result
* Step
Description
Actual Result

Actual Hours to
Perform

[ © Cancel ‘ Save
A. Enter the Step Description in the field provided. This is a 1024 alphanumeric char-
acter field.
2. Select . The information is saved under the Tasks grid.

21
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+ Add Sub Work Osder

3. Select! ' l Another Sus WO tab appears.

Note

@ If the first SuB Work Order is not completed, the additional Sus Work Order does not
appear.

Work Order saved successfully
4. Select . The appears at the button right

of the page. The Work Order page refreshes.

22
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Add Parts to a SuB WORK ORDER

Navigation

+ Add
Maintenance > Work Order > Search Criteria > - > Work Order > Sus WO 1 tab
> Parts panel > V| > Parts > > Add Parts slide-out window

Procedures

Add Parts to a SuB WORK ORDER

Selecting e | at any point of this procedure removes all revisions and closes the page.
Bold numbered steps are required.

+ Add
1. Select - The Add Parts slide-out window appears.

Add Parts =
* Description * Unit Cost $0.00 .
* Required 0 . Manufacturer

Quantity ¥ Name

Consumed i Manufacturer

Quantity v Part Number

l € cancel S

A. Enter the Description in the field provided. This is a 250 alphanumeric character
field.

| 3

B. Use' " 'tochoose the Required Quantity.

23
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C. Use " tochoose the Unit Cost.

D. Enter the Manufacturer Name in the field provided. This is a 36 alphanumeric char-
acter field.

E. Enter the Manufacturer Part Number in the field provided. This is a 88 alphanumeric
character field.

B Save
2. Select - The information is saved under the Parts grid.

Request Parts
3. Select: . The Add Requisition page appears in a new tab.
|. Refresh Pars ‘
4.  Select! !. The entries reload in the Part grid.
<+ Add Sub Work Order .
5. Select" . Another Sus WO tab appears in the tab section.
Note

If the first SuB Work Order is not completed, the additional Sus Work Order does not
appear.

Work Order saved successfully .
6. Select . The appears at the button right

of the page. The Work Order page refreshes.

Add Deferred Parts to a SuB WORK ORDER

Add Deferred Parts
1. Select! . The Deferred Task/Parts pop-up window appears.

24
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Add Tools/Equipment to a SuB WORK ORDER

Navigation

+ Add
Maintenance > Work Order > Search Criteria > - > Work Order > Sus WO 1 tab

<+ Add
> Tools/Equipment panel > % > Tools / Equipment > - > Add Tools/Equipment
slide-out window

Procedures

Selecting e | at any point of this procedure removes all revisions and closes the page.
Bold numbered steps are required.

Add Tools/Equipment to a SuB WORK ORDER

+ Add
1. Select - The Add Tools/Equipment slide-out window appears.

Add Tools / Equipment X
i * Tool(s)/Equipmen i
Is Required Quantity 2
* Tool(s)/Equipmen Asset Tag /
Description Serial Number

=

A. Enter the TooL(s)/EQuUIPMEN DESCRIPTION in the field provided. This is a 255 alpha-
numeric character field.

L

B. Use " 'tochoosethe ToOL(S)/EQUIPMENT QUANTITY.

[E) Save
2. Select - The information is saved under the Tools/Equipment grid.

25
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+ Add Sub Work Osder

3. Select! ' l Another Sus WO tab appears.

Note

@ If the first SuB Work Order is not completed, the additional Sus Work Order does not
appear.

Work Order saved successfully
4. Select . The appears at the button right

of the page. The Work Order page refreshes.

26
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View the Work Order Information

> Search Results > WORK ORDER

Navigation
Maintenance > Work Order > Search Criteria >
ID hyperlink > Work Order Information slide-out window

Procedures
View the Work Order Information
Selecting ™ at any point of this procedure removes all revisions and closes the page. Bold

Select the Work ORDER ID hyperlink. The Work Order Information slide-out window

numbered steps are required.

1.
appears.

27
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Work Order Information X
Work Order
Work Order Status Code 0 - Open
Priority Code & - Routine | - 5 days
Azzet 101 280050351
Stock Number 12481 632680006
Hiem Dt PICKLUP TRUCK
Serial Number DMB003
Sub Work Order
“Sub id 2
Wiark Order Status Cd AART
Work Order Desc VAN OIL CHANGE
Work Plan Type Cd MANT
Team ID HELPTEST
Primary Tech TESSA TEST
Maint Loc Pi

ﬂﬂ

2. Verify the Work Order section.

3. Verify the Sus WoORK ORDER section.

28
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4.  Select ﬂ The previous Sus Work Order information appears.

Note

Mext
@ The ﬂ and - buttons appear grayed-out when there is only 1 SuB Work

Order associated with the Work Order.

Next
5.  Select - The next SuB Work Order information appears.

# Edit
6. Select - The Work Order Update page appears.

29

P .-:.1
P
ik

i Unclassified - 3/31/2026




ﬂlﬁﬁh""-u..l'___‘_‘___ﬂ
Help Reference Guide

Update a Work Order

Ql, search
Maintenance > Work Order > Search Criteria > - > Search Results >

Navigation

Edi
8 > Work Order Edit page

(desired record) >

Procedures
Edit a Work Order
Selecting = = at any point of this procedure removes all revisions and closes the page
# Edi
. and

Bold numbered steps are required.
to select the entry. The Work ORDER ID is highlighted, and

1. Click
B Frint i
become available.
# Edit i
2.  Select . The Work Order Edit page appears.

30
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‘Work Order

Sub WO 1:ABCTEST2
Work Plan Id: ABCTEST2

Info:
This

asset (BROOKS000038) has associated open work, please reference the Related Work Tab.

Asset

Indicators A

E The displayed NCE data is for informational use only. Per AFI 63-125, the Master Nuclear Certification Listing is the sole authority for determining the certification status of an item.

Nuclear Certified (NCE-Yes)

Details N
Assetld BROOKS000038 Equipment Pool Description 21-DUTY WATCH
Serial Number 8899566 Stock Number 1234567890

* Work Order Status Code 0-Open v Item Desc BROOKS SUPER ASSETS
Work Order Reason PMNT - Preventive Mainten... . MC Status FMC - Fully MC
Approval Date 3/17/2022 1:18 PM =] * Priority Code 5-Routine | - 5 days v
Return Date month/day/year hourminut... [ Avail Date 3/17/2022 1:18 PM i
Cond Code Select an ltem v Receipt Date 3/17/2022 145 PM i
Storage Type Code Select an tem v * Est Service End Date 3/22/2022 143 PM i
Document Number Job Order Number

Prep for Shipment Code Select an tem v

Special Instructions

Remarks

Asset Loc OUTSIDE STAGING

3. Verify the Asset Indicators panel.

4.  Update the Details panel.

A.

C.

D.

F.

Ll
ik
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Update the Work Order Status Code, using * to select the desired code.

Ak

Update the AvAIL DATE, using
provided.

or entering the date (MM/DD/YYYY) in the field

Ak

Update the APPROVAL DATE, using
field provided.

or entering the date (MM/DD/YYYY) in the

v

Update the Priority Code, using to select the desired code.

Ak

Update the AvAIL DATE, using
provided.

or entering the date (MM/DD/YYYY) in the field

LD

Update the EST SERVICE END DATE, using
in the field provided.

or entering the date (MM/DD/YYYY)

31

‘.--': O
F & Defense Logistics Agency (DLA) ELMS Helpdesk

ics Catalog and Data Solutions (LCDS) 1-844-843-3727
Unclassified - 3/31/2026



WorkOrderStatusCode.htm
PriorityCode.htm

Enterprise Logistics Management System \:%

Help Reference Guide

5. Verify the Asset Information panel.

Asset Information e

Asset Overview

Stock Number 839757589092 Manufacturer Model

Serial Number 943164 Manufacturer Part

Secondary Serial Number Manufactured Year 201
Manufacturer Name UNASSIGNED Owning Cost Center

Asset Details

Location AREA7 Address 2

Dollar Amount 10 City WASHINGTON
Meter H Country Code us

Non Accountable No E-mail Address

Custodian Id DMBO0O01 APO Phone Number

Custodian Name DO MY BIDDING Phone Number 444-444-4444

Address 1 1600 PENNSYLVANIA AVENUE

ADDR
Misc
Hazmat Code bz4 cic [
Denmilitarization Code A RIC 0
LIN/TAMCN AB1234 CAGE Code
ECC Ly uil
Precious Metal Code A

Asset Certifications

Name i Description 3
a
v
Selected 0/0 v

A. Verify the Asset Overview section.

B.  Verify the Asset Details section.

C. Verify the M1sc section.

D. Verify the Asset Certifications section.
6. Update the Additional Attributes panel.

32
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Additional Attributes A
Corrosion Score Select an item b d Color Select an ltem b
Primers Select an ltem v Last Painted Date month-day-year ﬁ
Topcoats Select an tem v
7.  Update the Point of Contact panel.
Point of Contact A

Contact TEST Mobile Number

Email HELP TEST
Remarks

Phone Number

# Edit
A.  Select . The Point of Contact pop-up window appears.
8.  Update the Utilization panel.

Utilization

E The following utilization info is a summary. For full utilization details and history, please visit the utilization process.

Select Subassembly BROOKS000120 Q
Incoming (] Current 2]
Lst MtrRdng: Lst Mtr Rdng:3200
Lst Rptd Dt:

Lst Rptd Dt:03/21/2022

@ Full Utilization Details ¢ Quick Update

(" Full Litiliz i Dt
Select : '. The Maintenance Asset Utilization Record Search
page appears in another tab.

OR

Select . The Edit Utilization slide-out window appears.

9. Verify the Warranty/Services/Subscriptions panel.

33
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Warranty/Services/Subscriptions A~

Contractor Contract Number Contract Use Code CLIN/SLIN Clause Terms

ALL HEADS, INTERNAL
STYW3 - CHEVROLET 7 PARTS, TIMING GEARS,
MOTORS N92T3B12C0001 W - Extended Warranty - CHAIN OR BELT COVERS,

FLYWHEEL, VALVE COVERS

STYW3 - CHEVROLET = ALL BODY AND SHEET
MOTORS N92T3B12C0001 W - Extended Warranty - METAL COMPONENTS

10. Verify the Attachments panel.

Attachments ~

@ view Attachments H + Attachments

View Attachments

o
A. Selectl !. The Work Order Attachment Viewer page appears in
another tab.

[ =+ Amtachments

B. Select . The Maintenance Attachment Add page appears in

another tab.
11.  Update the Maintenance Schedules panel.

Maintenance Schedules ~
& Options ~
. Id : Name ¢ Description ¢ Occurrence
AnotherforTest2692 BT101526Bug Test maint sched aud Recurring
Selected 0/1 _I 10 ¥ items per page 1-10f 1items

# edit
A.  Select I . The Schedule Preventive Maintenance - Asset Assignment

slide-out window appears in a new tab.
12.  Update the Related Work panel.
A. Update the Work Order grid.

Related Work ~

Work Order (1)

# options -

v WorkorderID | WorkOrderStatusCode : Priority Code o Assetid t ltemDesc t Stock Number t Serial Number : ¢ ORC: ¢ Work Order Reason

2012100200001 0-0pen 5-Routine - 5days. SATITM90001S METERED AND PROFILED  2350SAT1METPRO 6431616 INSP - Inspection/Statutory

Selected 0/1 1 10 v items perpage 1-10f1items

# edit
B. Click to select the entry. The Work ORDER ID record is highlighted, and |

becomes available.
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# Edit

C. Select &), The selected Work Order appears.
D. Verify the Preventive Maintenance grid.

Preventive Maintenance (1)

20 POINT INSPECTION Recuriing BeyXDays  Yeary

13.  Select the Sub WO 1 tab. The SuB WORK ORDER appears.
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B.

Update the Details panel.

Details

Overview

* Work Order State Code RQST - Requested-Awtng Approv v

* Sub Priority Code 4 - Expedited |1 - 4 days v
* Work Plan Desc BROOKSPLAN1 Q
Service
* Requested Service
BROOKSPLAN1
* Serviced By INTRNL - Internal v
Service Start Date manth/day/year ﬁ
Service End Date month/day/year =
Technician
Team TEAME - TEAMBE k4

* Primary Technician DMBROCKS - BROOKS, DAVE v

Rate
Estimated Labor Hours 0.00 %
Actual Labor Hours (1]

>

Estimated Hours to Perform 0.00

Actual Hours to Perform 0

* Work Plan Type Code

Work Plan Id

* Maintenance Location

Service Performed

Remarks

Average Number of Techs

Estimated Labor Cost

Actual Labor Cost

Estimated Non-Labor Cost

Actual Non-Labor Cost

Update the Overview section.

b.

C.

PREV - Preventive Maintenance v

BROOKSPLAN1

LAB1

0.00

0.00

0.00

>

>

Help Reference Guide

Update the Work Order State Cd, using * to select the desired code.

Update the Sub Priority Code, using

v

to select the desired code.

Update the Work Plan DEsc, using Q to browse for the revised work plan. This
is a 25 alphanumeric character field.
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d. Verify the WORK PLAN ID.

e. Update the Maintenance Location, entering the revised location in the field
provided. This is a 20 alphanumeric character field.

C. Update the Service section.
a. Update the Requested Service, entering the revised service in the field
provided. This is a 1024 alphanumeric character field.
b. Use " to selectthe Serviced By.
D. Update the Technician section.

v

a. Update the Primary Tech, using to select the desired team.
E. Update the Rate section.

F.  Update the MC Status - FMC panel.

MC Status - FMC ~
Available Date 7/7/2023 Approval Date 7/7/2023
# Options ~ + Change MC status

vl MC Status i StartDate 1 i EndDate i Established By i LastUpdated By i UPNR

NMCM 07/07/2023 02:24 PM 07/07/202303:15 PM GMSA-DPASTFSS GMSA-DPASTFS! S No

Selected 0/1 1 10 v items per page 1-10f1 tems

+ Change MC status

a. Select The Add MC Status slide-out window appears.

OR

& Edit
b.  Click to select the entry. The MC Status record is highlighted, and I

and © % | pecome available.
# Edit . . .
Select . The Edit MC Status slide-out window appears.
C.
OR
Select'” "' | The Delete Confirmation pop-up window appears.

G. Update the Labor panel.
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Labor

+ Add

v Labor Category i Technician i RateType i BaseRate i  Base Hours i Overtime Rate i Overtime Hours

TECHTEST1 TEST5667 - TEST, TESSA MI - MILITARY 30 40 a7

Selected 0/1 1 10 v items per page 1-10f1items

a. Click to select the entry. The Labor Category record is highlighted, and
# Edi Delete
. and il become available.

# edit
Select I . The Edit Labor slide-out window appears.

OR
W Delete . . .
Select . The Delete Confirmation pop-up window appears.
H.  Update the Tasks panel.
Tasks

+ Add
» Step Description H Allowable Result i Actual Result ¢ Actual Hours to Perform

Add Step Test Task SAVE and Edit SAVE 1

Selected 0/7 10  w items per page 1-7 of 7 items

# Edit
a. Click to select the entry. The Task record is highlighted, and I and

il Delete .
become available.

# edit
Select I . The Edit Task slide-out window appears.

OR

Delete
Select B . The Delete Confirmation pop-up window appears.

I. Update the Tools/Equipment panel
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Tools / Equipment ~
+ Add
- Tool(s)/Equipment Description i Is Required ¢ Tool(s)/Equipment Quantity ¢ AssetTag/ Serial Number
TEST Yes 4

Selected 0/1 1 10 v items per page 1-10f1items

a. Click to select the entry. The Tools/Equipment record is highlighted, and
# Edit Delet
' and In"Lnieln become available.

# Edit
Select : . The Edit Tools/Equipment slide-out window appears.

OR
i Delete ) . .
Select . The Delete Confirmation pop-up window appears.
J.  Update the Parts panel.

Parts N

# Edit
a. Click to select the entry. The Parts record is highlighted, and y ,

i Delets 1ast Par F t NMCS Yes/N
| [Request Parts| |+ Add Deferred Parts| g es/No T pacome

available.
# Edit . . .
Select . The Edit Parts slide-out window appears.

OR

Delete
Select o . The Delete Confirmation pop-up window appears.

OR

Select "e9UEst Fals| 10 Add Requisition page appears in a new tab.
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OR

Select |+ Add Deferred Parls | 1he peferred Parts pop-up window appears.

OR

NMCS Yes/No

Select . The NMCS field changes to "Yes" or "No".

K. Verify the Certifications panel.

INote

@ If there are no associated certifications,

Certifications ~

E No associated certifications

will appear.

Certifications ~

Name H Description

ASE =

Selected 0/1 10 ¥ items per page 1-10f1items

L. Update the Serviced By panel.

Serviced By ~

Address
Address 1 123 MAIN AKO STREET Q City WARREN
UIC Name BROOKS TESTUIC State OH
DODAAC ZIPCd 44483
DSN 555-5555 Country Cd us
Phone Nbr 555-555-5555 FAX Nbr
Org Name WILLIE WONKA E-mail Address
Loc PoC
Address 1 123 MAIN AKO STREET Doc Nbr
Address 2
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a. Update the Address 1, using Q to browse for the revised address. Thisisa 25
alphanumeric character field.

8 Fro
14. Select |— . The Print Options slide-out window appears.

& Sulh War

[ B Delet ¥ Order .
15. Selectl ‘ The Delete Confirmation pop-up window appears.

—|- Add Sub Work Oidar

16. Select: l Another Sus WO tab appears in the tab section.

Note

@ If the first SuB Work Order is not completed, the additional Sus Work Order does not
appear.

Work Order saved successfully
17.  Select . The appears at the button right

of the page. The Work Order page refreshes.
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Update the NMC Details

Ql, search
Maintenance > Work Order > Search Criteria > - > Search Results >
(desired

Navigation

Edit

> Work Order > NMC panel > V¥ > NMC >
> Edit NMC Details slide-out window

(desired record) >
Edit
record) > :
Procedures
Selecting e | at any point of this procedure removes all revisions and closes the page
Bold numbered steps are required.
Update the NMC Details
# Edit . o .
1. Select . The Edit NMC Details slide-out window appears.
Edit NMC Details X
Status NMCM EstablishedBy ~ NMLAW
NMC Start Date | 7/7/2023 2:24 PM & ;‘:ft Updated iy aw
NMC End Date | 7/7/2023 3-15 PM &
l € cancel ‘ [B] save
2. Select . The Edit NMC Details slide-out window closes and the revised inform-
ation appears in the NMC panel.
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Update Utilization in a Work Order

Ql, search
Maintenance > Work Order > Search Criteria > - > Search Results >

Navigation
> Work Order > Utilization panel > ¥ | > Utilization >

Edit
(desired record) > :
> Edit Utilization slide-out window

£ Quick Update
at any point of this procedure removes all revisions and closes the

Procedures
Selecting ©~  or*
page. Bold numbered steps are required.
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[ Update Utilization in a Work Order ]
1.  Select . The Edit Utilization slide-out window appears.
Edit Utilization x
Current Utilization Summary ~
Lilis e E
facord Typs e T Aeported Date
Current kiater
Rt
Utilization Details -
SET— ]| ——
I:} e
Usage Details ”
By Uied = [
Bayi &
Fuel Details ~
Fusl Type Cote ~ Zeect an Re= L Fusl Guaniiaty
Tl Sale Lol b M= - Ful o
=] : B sawe

2. Verify the Current Utilization Summary grid.
3.  Update the Utilization Details grid.

e
w

A. Update the Meter Reading, using to choose the revised information.

-

B. Update the Utilization Off Base, using' " ' to choose the revised information.
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C. Update the Utilization On Base, using'. " | to choose the revised information.

D. Select |

E Meter reading will be reset. ‘
appears.

4, Update the Usage Details grid.
5.  Update the Fuel Details grid.

[E) Save
6. Select - The Edit Utilization slide-out window closes and the Utilization panel
appears.
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View a Work Order Attachment

Navigation

Ql, search
Maintenance > Work Order > Search Criteria > - > Search Results >

# Edit
(desired record) > " s Work Order > Attachments panel > % > Attachments >

@ view attachments
[ | > Work Order Attachment Viewer page

Procedures

[View a Work Order Attachment

Cancel
Selecting - at any point of this procedure removes all revisions and closes the page.

@ view Attachment

1. Selectl i | The Work Order Attachment Viewer page appears in

another tab.

Work Order Attachment Viewer

Wi

Test Attachment

2. Select the Attachment. The selected attachment opens in another window.

3. Follow the prompts provided by the computer.
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Add a Maintenance Attachment

Overview

The Maintenance Attachment Add process provides the ability to attach a file to a Work Order
record.

Navigation

Q. Search
Maintenance > Work Order > Search Criteria > - > Search Results >

# Edit
(desired record) > " s Work Order > Attachments panel > % > Attachments >

[ + Attachments

! > Maintenance Attachment Add page

Procedures

‘ Add a Maintenance Attachment

Selecting = =™ at any point of this procedure removes all revisions and closes the page.
Bold numbered steps are required.

+ aAntachments

1. Select! . The Maintenance Attachment Add page appears.
Upload File

WorkOrderHeader 2012100500001

“File Path Choose File | Nofile chosen

Primary O

Temporary Attachments

ol m
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2. The appropriate ID automatically populates and is not editable.

3.  Select | ChooseFile i the File Path field. The Windows Choose File to Upload pop-up
window appears.

4, Choose the file to attach, and select it.

Open
5. Select : . The Choose File to Upload pop-up window closes, and the file

name appears in the File Name field.

6. Enter the Desc in the field provided. This is a 1024 alphanumeric character field.

7. Click to select Primary. This indicates which attachment the system should open
first if there are multiple documents.

8. Select “ The file appears in the Temporary Attachments section.

Upload File

WorkOrderHeader 2012100500001

“File Path Choose File | No file chosen

Primary D

Temporary Attachments
Desc Size Type

Remove Help Document 17.68KB DOCX

ooneel m

9. Repeat Steps 3 - 8 to attach multiple documents.
Remove an Attachment

Select the Remove hyperlink next to the desired document. The document is
deleted from the screen.

10.  Select m The Maintenance Attachment Add page closes, and the files are
attached to the record.
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Update a MC STATUS in a SuB WORK ORDER

4+ Add
Maintenance > Work Order > Search Criteria > - > Work Order > Sus WO tab
> Edit MC STATUS slide-out window

Navigation
# Edit

(desired record) >

> MC STATUS panel >
at any point of this procedure removes all revisions and closes the page.

Procedures

Selecting
Bold numbered steps are required.
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[Update a MC STATUS in a SuB WORK ORDER ]

# Edit
1. Select | . The Edit MC Status slide-out window appears.

Edit MC Status X

Header Info

Available Date 7/7/2023 Approval Date 7/7/2023

MC Record Details

* Status Start Date T/7/2023 2:24 PM @
Status End Date 7/7/2023 3:15 PM ﬁ
*
PMCM - Partial MC Established By GMSA-DPASTFSS
Maintenance
* Mission PMCS - Partial MC Supply Last Updated By GMSA-DPASTFSS
Capable

Status Q n~veMm-Nonme
Maintenance

NMCS - Non MC Supply

A. Verify the Header INFO grid.
B.  Verify the MC Record Details grid.

a. Use “* to select the Status Start Date, or enter the date (MM/DD/YYYY) in
the field provided.

b. Verify the Mission Capable Status contains the appropriate or o . When
checked, the selection indicates the current Mission Capable Status.
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C. Select . The slide-out window closes and the updated MC STATUS appears
in the MC Status - FMC grid.

Delete a MC STATUS in a SUB WORK ORDER ]

1. Click to select the row(s) in the MC STATUS grid. The selected MC STATUS entry is high-

# Edit "
and @ Delete

lighted, and become available.

@ Delete

2. Select . The Delete Confirmation pop-up window appears.
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Update Labor in a SuB WORK ORDER

Navigation
Maintenance > Work Order > Search Criteria > > Search Results >
Edit
> Work Order > Sus WO tab > Labor panel > 'V > Labor >

(desired record) >
# edi
“ > Edit Labor slide-out window

(desired record) >
at any point of this procedure removes all revisions and closes the page

Procedures

Selecting
Bold numbered steps are required.
Update Labor in a SuB WORK ORDER
to select the row(s) in the Labor grid.
. The Edit Labor slide-out window appears.

1. Click

dit

2. Select
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Edit Labor X

& Team has not been selected on the details panel

* Technician | 87589456 - TEST, TRISH v S 9.00 =
Hours ¥
.*. ]
Labor GENERIC - Owvertime 0
Category Rate
* Rate Type | CV- CIVILIAN v Overtime | . A
Hours hd
Base Rate 1
[ © cance B save

A. Update the Technician, using to select the desired technician.

B. Update the Labor Category, using * to select the desired labor.

v

C. Update the Rate Type, using to select the desired rate.

B Save
3. Select - The information is saved under the Labor grid.

—|- Add Sub Work Oidar

4.  Select l Another Sus WO tab appears in the tab section.

5. Note

@ If the first SuB Work Order is not completed, the additional Sus Work Order does not
appear.

Work Order saved successfully
6. Select . The appears at the button right

of the page. The Work Order page refreshes.
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[Delete a Labor in a SuB WORK ORDER

to select the row(s) in the Labor grid.

. The Delete Confirmation pop-up window appears.

1. Click
i Delete

2. Select
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Update a Task in a SuB WORK ORDER

Navigation
Maintenance > Work Order > Search Criteria > > Search Results >

# Edit
" s Work Order > Sus WO tab > Tasks panel > ¥/ > Tasks >

(desired record) >
Edit . . .
> Edit Task slide-out window

(desired record) >

Procedures
Selecting at any point of this procedure removes all revisions and closes the page.
Bold numbered steps are required.

Update a Task in a SuB WORK ORDER
. . . L # Edit
1.  Click to select the row(s) in the Tasks grid. The Tasks entry is highlighted, and
[l Delete ,
and become available.
it
2. Select : . The Edit Task slide-out window appears.
Edit Task x
Add Step Test Task ANt SAVE and Edit
Result

* Step

Description
Actual Result SAVE

Actual Hours to 1
Perform

€ cancel
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A. Update the Step Description, entering the revised information in the field provided.
This is a 1024 numeric character field.

B Save
Select - The information is saved under the Tasks Results Grid.

3.
<+ Add Sub Work Ofder l
4.  Select . Another Sus WO tab appears.
Note
@ If the first SuB Work Order is not completed, the additional Sus Work Order does not
appear.
Work Order saved successfully
5.  Select . The appears at the button right
of the page. The Work Order page refreshes.
Delete a Task in a SuB WORK ORDER
. . : N & Edit
1. Click to select the row(s) in the Task grid. The Tasks entry is highlighted, and
[l Delete .
and become available.
i Delete . . .
2. Select . The Delete Confirmation pop-up window appears.

.‘ .’j'l
HimnF
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Update Parts in a SuB WORK ORDER

Navigation

+ Add
Maintenance > Work Order > Search Criteria > - > Work Order > Sus WO 1 tab
> Parts panel > V| > Parts > > Edit Parts slide-out window

Procedures

Selecting e | at any point of this procedure removes all revisions and closes the page.
Bold numbered steps are required.

Update Parts in a SuB WORK ORDER

1. Click to select the row(s) in the Parts grid. The selected Part entry is highlighted, and

# Edit | | @ Delete + Add Deferred Parts
, , and become available.

Edit
2. Select &), The Edit Parts slide-out window appears.

Edit Parts x
* Deseription | TEST * Unit Cost | $1.00 =
* Req uh:ed 17 A Manufacturer

Quantity Y Name

gﬂ:i;‘i';e“ 100,000,000,000,000 m ;“:r'; ‘;}ﬁ:::;r

{ €© Cancel
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A. Update the Description, entering the revised information in the field provided. This is
a 250 alphanumeric character field.

B. Update the Required Quantity, using' * ' to choose the revised quantity.

A

C. Update the Unit Cost, using'* | to choose the revised cost.

B Save
3. Select - The information is saved under the Parts grid.

Request Parts
4.  Select" . The Add Requisition page appears in a new tab.
|. Refresh Pars ‘
5. Select! !. The entries reload in the Part grid.
f <+ Add Sub Work Order .
6. Select! . Another Sus WO tab appears.
Note

If the first SuB Work Order is not completed, the additional Sus Work Order does not
appear.

Work Order saved successfully .
7. Select . The appears at the button right

of the page. The Work Order page refreshes.

Delete Parts in a SuB WORK ORDER

1. Click to select the row(s) in the Parts grid. The selected Part entry is highlighted, and

# edit | | Delete + Add Deferred Parts )
), , and become available.

Delete
2. Select sl . The Delete Confirmation pop-up window appears.
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Update the Tools/Equipment in a SuB WORK ORDER

Navigation

Ql, search
Maintenance > Work Order > Search Criteria > - > Search Results >
# Edit

(desired record) > > Work Order > Sus WO tab > Tools/Equipment panel > V'
> Tools/Equipment > (desired record) > / Edi > Edit Tools/Equipment slide-out win-
dow
Procedures
Selecting e | at any point of this procedure removes all revisions and closes the page.

Bold numbered steps are required.

Update Tools/Equipment in a SUB WORK ORDER

1. Click to select the row(s) in the Tools/Equipment grid. The selected Tools/Equipment

# edi Delet
entry is highlighted, and . and sk become available.

# edit
2. Select | . The Edit Task slide-out window appears.

Edit Tools / Equipment x
@D s requires *Efl‘;‘rﬂfgtfq“ipme" 2 =
) ;Zggfijsﬁz:ipmen Test Tools g:fu: Lau%rbe' TEST12345
l € cancel ‘ Save

A. Update the TooL(s)/EQUIPMENT DESCRIPTION, entering the revised information in
the field provided. This is a 255 alphanumeric character field.
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-
B. Update the TooL(s)/EQUIPMENT QUANTITY, using' " | to choose the revised
amount.

B Save
3. Select - The information is saved under the Tools/Equipment grid.

=+ Add Sub Work Order

4.  Select! l Another Sus WO tab appears.

Note

@ If the first SuB Work Order is not completed, the additional Sus Work Order does not
appear.

Work Order saved successfully
5. Select . The appears at the button right

of the page. The Work Order page refreshes.

Delete Tools/Equipment in a SuB WORK ORDER

1. Click to select the row(s) in the Tools/Equipment grid. The selected Tools/Equipment

# edi Delete
entry is highlighted, and . and i become available.

i Delete
t

2. Selec . The Delete Confirmation pop-up window appears.
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Delete a Work Order Record

Navigation

Maintenance > Work Order > Search Criteria > . ™ | > Search Results > VARIOUS
PROCEDURAL STEPS > Delete Confirmation pop-up window

Procedures

Delete a Work Order Record

Selecting e | at any point of this procedure removes all revisions and closes the page.
Bold numbered steps are required.

1. A. Click to select the row(s) in the desired grid.

W Delete .
B. Select . The Delete pop-up window appears.

Are you sure you want to delete this record?

'  Confirm
C. Select - The pop-up window closes and the selected entry is removed
from the Labor grid.
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Print a Work Order

Maintenance > Work Order > Search Criteria > > Search Results > [

Navigation
> Work Order Print pop-up window

(desired record) > |
Procedures
[ Print a Work Order

Selecting Do | or ™ ot any point of this procedure removes all revisions and closes the

page. Bold numbered steps are required.

1. Select| . The Print pop-up window appears.

Print Options X
Print Work Order
Form Type -Select an [tem- v
Print Type Immediate
€© Cancel ] Change Preferences }m

Complete the Print Work Order section.

2.
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A. Use 7 toselect the Form Type.

Full Work Order

Print Options x
Print Work Order

Form Type | Full Work Order v

Print Type Immediate

Labor
Tasks
Parts

Tool(s)/Equipment

Certs

Additional Attributes

[ € Cancel 1 Change Preferences ]

Display
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TEcH Work Order

Print Options x
Print Work Order

Form Type oo v

Print Type Immediate

hange Preferences

3. Select. . The Preferences page appears in a new tab.

4, Select m The procedure leaves the application based on the selection made.

5. Follow the prompts provided by the computer.
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Assigh Work to SuB WORK ORDER — Mass Updates

Navigation
Maintenance > Work Order > Search Criteria > > Search Results > [
Actions ¥ > Assign Work drop-down option > Assign Work page

(desired record(s)) >

Procedures
Assign Work — Mass Updates
at any point of this procedure removes all revisions and closes the page.

Selecting  © """
Bold numbered steps are required.
to select the Work Orders. The checked Work Orders are selected for Assign Work

Click
— Mass Updates.
. The action options appear in a drop-down.

Actions ~

1.

2. Select
Close Work Order(s)

Cancel Farts Request(s)

Assign Work
. The Assign Work page appears.

¢ | Assign Work

3. Selec
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Mass Updates ~ Sub Work Order(s) ~
Team -Select- v 4 Qi
. -, Work Order Id - Sub Id Number H Description i Team ¢ Primary Tech
* Primary
o -Select- L
Technician
2012100300002 - 1 PRE-INSPECTION TEAMB DAVE BROOKS

Selected 0/2 1 10w items perpage 1-2of 2items

Save

€ Cancel

Apply Updates 2012101000002 - 1 PRE-INSPECTION TEAMB DAVE BROOKS
4 »

4, Update the Mass Updates grid.
A. Use " to select the Primary Technician.
5. Update the Sus WoRKk ORDER(S) grid.

A. Click to select the Sus WORK ORDER(S). The checked Sus WORK ORDERS are
selected for Mass Update.

Apply Updates

B. Select. |, Allselected Sus WORK ORDERS are updated.

Team Primary Tech Assign Mass Edit saved

6. Select . appears in the bottom

right corner.

7. Select. °“ . The Work Order Search page appears.
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Close Work Order(s) — Mass Updates

Navigation
Maintenance > Work Order > Search Criteria > > Search Results > [
Actions ¥ > Close Work Order(s) drop-down option > Close Work

(desired record(s)) >
Order(s) page

Procedures
Close Work Order(s) — Mass Updates
at any point of this procedure removes all revisions and closes the page.

Selecting  ° "
Bold numbered steps are required.
to select the Work Orders. The checked Work Orders are selected for Close Work

1. Click
Order(s) - Mass Updates.
2. Select Actions ~ . The action options appear in a drop-down.
Close Work Order(s)
Cancel Parts Request(s)
Assign Work
. The Close Work Order(s) page appears.

Close Work Order(s)

3. Select
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The most recent recorded utilization will be reflected when closing out associated work orders, please update each work order individually if different. WO: 2012100300002, 2012101000002

Work Order Mass Updates ~ Sub Work Order(s) A~

FPO Message Content: Changes made to the fields below
will apply to all items, regardless of selection in the grid.

& Options ~
Work Order -
Status Code Select an ftem b4 - Work Order ID H Work Order Status Code  {  Sub Work Order Description:  Sub Work Order State Code!  Recei
Estimated 2012100300002 0-0Open PRE-INSPECTION RQST 10/03
Service End month/day/year hourminute ... ﬁ
Dste 2012101000002 0-0Open PRE-INSPECTION RQST 10/10
Return Date month/day/year hourminute ... ﬁ
—

Selected 0/2 10w items per page 1-20f 2 items

NMC Status Select an ltem v

Apply Updates

Sub Work Order Mass Updates A

FPO Message Content: Changes made to the fields below
will only apply to selected items in the grid

Work Order

State Code Select an Item L4
Service End

month/day/year hourminute ... ﬁ
Date
Service
Performed

Apply Updates
S

4, Complete the Work Order Mass Updates grid.

Note

Apply Updates

Select the WorK ORDER ID entry(s) before clicking

—
Apply Updates

A. Select
5. Complete the Sus Work ORDER Mass Updates grid.

. All selected Sus WORK ORDERS are updated.

Note

Apply Updates

Select the Work ORDER ID entry(s) before clicking' |,
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Apply Updates

A.  Select . All selected SuB WoORK ORDERS are updated.
6. Update the SuB WoRKk ORDER(S) grid.

Sub Work Order(s) ~
# options ~
- ¢ SubWork Order Description: Sub Work Order State Code i Received Date i RetumDate i NMCStatus ¢ Sub Work Order Number Date:
2012100300002 0 -Open PREINSPECTION RQST 10/03/2012 12:00 AM 1 10/08/2012 12:00 AM
2012101000002 0-0pen PREINSPECTION RosT 10/10/201212:00 AM 10/15/201212:00 AM
Selected 0/2 - 10 v items perpage 1-20f2 tems

A.  Click to select the SuB WORK ORDER(S). The checked SuB WORK ORDERS are
selected for Mass Update.

Apply Updates

B. Select . All selected Sus WoORkKk ORDERS are updated.

Work Order Mass Edit saved successfully
7.  Select .

corner.

appears in the bottom right

© cance

8. Select . The Work Order Search page appears.
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Cancel Parts Request(s)

Navigation

Maintenance > Work Order > Search Criteria > > Search Results > [

(desired record(s)) > Actions ¥ > Cancel Parts Request(s) drop-down option > Cancel

Parts Request(s) page

Procedures

Cancel Parts Request(s)

Selecting DemE ) at any point of this procedure removes all revisions and closes the page.

Bold numbered steps are required.
1. Click to select the Work Orders. The checked Work Orders are selected for the Cancel
Parts Request(s).

2. Select Actions ¥ . The action options appear in a drop-down.

Close Work Order(s)
Cancel Parts Request(s)

Assign Work

3. Select Cancel Parts Request(s) . The Cancel Parts Request(s) page appears.
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4.  Click to select the Parts. The checked parts are selected for the Cancel Parts Request

(s).

€& Cancel
5. Select s . The Cancel pop-up window appears.

Are you sure you want to cancel the selected parts request(s)?

A.  Select . The selected entry is removed from the Parts grid.

B. Select °°°

appears.

. The pop-up window closes and the Cancel Parts Request(s) page

) Reset
6. Select . The parts grid reloads.

B save
7. Select - The Mass Parts Cancellation Success Banner appears in the bottom
right corner.

8. Select . The Work Order Search page appears.
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