How to Close (Not Complete) a Work Order

Work Orders have a status available for when they need to be closed but the work has
not been Completed. This status is known as Close (Not Complete) and is simple to
apply. This status is useful when work cannot be fully completed but still needs to be
closed for tracking purposes.

Instructions
To Close (Not Complete) a Work Order, perform the following steps:

1. Go to the Work Orders drop-down menu on the menu bar.
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2. Select View Work Orders.
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3. In the Work Order Finder, choose the Work Order you want to Close (Not
Complete).

4. To close the work order, select Close (Not Complete) near the top to open the
popup.

Work Order Finder 74 Please select ® Grid View @ Calendar View
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Asset Descr Priority Status Work Requested Lead Assig... Due Date WO Type
327528 00BCCO3GH001 Bus Coupler Panel 3 New 716/2024 Repair
327513 AGBL-001-020-03... | T#6114-PUMP¥ 6304 3 Reviewed Monthly Qil Change 5119/2024 PM
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I 327458 PRINTERQ1 HP LaserJet Pro 4001 Printer #1 3 Assigned Printer iz off-ine Technician One 5/23/2024 Repair
327453 AGBL-402-020-01... | 7 Assels 3 Assigned Wonthly Pump Rounds and Filter Changes - Filling Department Technician Two 517/2024 PM
327434 THERMO2 Thermoformer #2 3 Assigned Replace servo motor Technician One 5/23/2024 Repair with M
327430 MB153 Thermoforming Mold Base for size .. 3 Assigned Change mold base MB153 over to Size N Technician One 512372024 Repair
327429 THERMO3 Thermoformer #3 3 Assigned Install mold base MB178 into Thermoformer 3 Technician One 5/23/2024 Repair
327402 01MEF28AP462 Headcover Drainage Pump-2(KKS .. 3 Assigned Replace bearings Technician Two 512372024 Repair
327361 THERMO2 Thermoformer #2 3 Assigned Replace bearings. Perform LOTO first Technician One 52212024 Repair w LOTS

5. Alternatively, select View to open the Work Order, then select Close (Not
Complete) near the bottom of the screen to open the same popup.
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327465 Repair - 5232024 B3 Assigned v | B
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Scheduling Geting an o code 842 on pawer up Techmtan one .
5 0107-00320
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6. Enter any Comments in the provided field.
7. Once finished, select Yes to Close (Not Complete) the Work Order.
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