Work Order Function Simple Operating Manual

Main processes for Work order: 1 Edit the forms which need to fill in & perform
2 Login APP to fill in forms, perform & approve

3 Check work order reports on PC
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Step 1 Edit work order forms on PC

1.1 Click + to add new work order template
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1.2 Give name for work order first, then click Save

o Work Order settings 2 | Work Order Content 3 ) Reply Content 4 ) Process Design
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Note; the Work Order Number is the number generated when submitting the Work Order, and the
format is: XXX-23-000001 (Prefix-Year-Number)
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1.3 Click Work Order Content to edit new form, then click Save
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1.4 Edit Reply Content, then click Save
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1.5 Process Design

1.5.1 Choose which department can view work order

1 Work Order settings 2 Work Order Content 3 Reply Content @ Process Design
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1.5.2 Perform setting, edit performer who need to fill in Reply Content, then click

Save( can choose the same ID who fills in Work Order Content)
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1.5.3 Approve setting, edit Approver for work order, then click Save
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( can also choose the same ID who fills in Work Order Content &Reply Content,

then only one ID can finish all work order process, this only suggests for testing.

Normally need at least three different IDs)

Step 2 Fill in work order on APP

2.1 Click New Work Order to fill in

(Q, work order test (Off Duty)

2.2 Choose the performer if need then

click Submit
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2.3 login Performer ID on APP to click Pending and Accept first, then click Perform

to fill in Reply Content then click Complete
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2.4 login Approver ID on APP to click Agree & Confirm to approve the work order
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Step 3 Check Work Order Report on PC
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3.2 Choose the columns need to show then can download summary report as Excel
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3.3 Click magnifier icon to view more details
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Also can download details by click Excel
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