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To Convert an Emergency WO to Simple WO  

On the Emergency Work Order: 

• Select File – Change to – Simple 

Work Order. 

• Click Yes to prompt  

• Work Order is converted 

• still has the same number  
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Simple Work Order- General Information 

If the icon next to the 

entity is activated 

then select it to add 

entity procedures to 

the work order if 

required.   

Ensure the 

entity is correct 

and change it if 

not. 

Change the title 

from a problem 

description to 

what the 

tradesperson will 

do, if not already 

stated. 

Ensure the 

Work type, 

Planner and 

Supervisor are 

correct.  Crew 

is optional. 

If required, link a 

document in the 

attachment tray 

•Must be on shared 

drive 

•Opened by clicking. 
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Click on Allow Edit icon 
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Simple Work Order Time Frame 

Ensure the Start and Finish 

dates are realistic 

estimates for scheduling 

If the work needs to be 

done while Offline, select a 

Shutdown period for the job 
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Simple WO Requirements  

• Select the Requirements view 

• Add Labour, Materials or 

Service needed to do the 

work.  

• Click Add  

• Always add a Trade first.  

Without this scheduling 

can’t take place. 
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Simple WO Trade Details 

• Select an appropriate trade, 

number of people and time. 

• Assign employees as required 

• Cost group will default from the 

trade. 
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Simple WO – Add Inventory items 

• Add Inventory Part (for future use) 

 

• Note : for non-inventory items, 

complete a paper requisition as 

per current process 
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Simple WO Requirements 

 
• Requirements will be updated 


