How to Issue Parts to a Work Order

When repairing Assets, additional parts may be required. Issuing parts to a Work Order
tracks these requirements and automatically updates your inventory counts.

Instructions
To issue a part to a Work Order, perform the following steps:

1. Navigate 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, select the Work Order you want to issue parts to.
4. Click View to open the Work Order.
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Asset 1D ‘Asset Descr it Lead Assign.... Work Requested
AGBL-001-010-030-... | HFCS STORAGE TANK # B101 This Work Order was trggered by failure of the following Contion. ., Electrician
.
27262 AGLL-010-020-050-... | LL DEPAL SWEEP MOTOR M7 3 Reviewed Montnly metor Inspection 102202022 ins|
327261 AGLL-010-020-020-... | LL DEPAL LIFT MOTOR M6 3 Reviewed Montnly metor inspection 102212022 ins|
agr280 PUMPOG Intake Pump & -] Reviewed 500 Hour Pump Inspection and Fiter Change 61162023 Maintenance Techniclan M
327263 PUMP103 Pump 103 ] Assigned Technician One New Equipment Insgection 6142024 ins|
327259 PUMPIG] Pump 101 s Assigned Technician One New Equipment Insgection 11612023 Ins|
327201 PUMPOGS Intake Pump 4 3 Reveand Machine Tag P4.Temp i aut of spec, Value is 157.0000 6/13/2023 Maintenance Technician Rof
327238 THERMOZ Thermoformer 82 3 Assigned Techrician One Replace broken drive beft. Perform LOTO first 811172023 Maintenance Tachnician Rey
T Test Raquest 3 Assigned Technician One Perform Water Resistanca Tast 81172023 Maintenance Technician Rey

5. Select Issue Parts at the bottom.

Work Order Work Order Type Priority Due Work Order Status ——

327283 PM . High - 63072023 [ Assigned - B

Click to View Work Requested Asses @ nadaser | Cram
Purchase and replace assembly line belts. J Maintanance Technician -
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Scheduling HECS STORAGE TANK SYSTEM [ Lead Assigned To
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First -
AGSL-180-040 |
METERING BELT [ CURVE (PRIOR TO WEBER] £ R Schedule Type
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6. Use the search bar to find and add the parts needed. Before selecting a part,
enter the required quantity in the field to the left of the search bar.

Stockroom * Issued By Issued To *

Springfield Main Stockroom v Supervisor1 - Supervisor One v Supervisor1 - Supervisor One A
Work Order # i Asset Comments
‘ 327539 ‘ 0107-00355 - Anesthesia, D...

CEE CEE O

ltem # UnitP... Exten... Comments Current On Ha...

7. If there is insufficient stock, a popup will appear, giving you the option to create a
Backorder.

Create Backorder? (123456)

Available quantity is 0. Would you like to create a Backorder?




8. Inthe Asset field, choose to associate the parts issue with one asset or all
assets tied to the Work Order.

9. Once done, click Finish to submit the issue.

Issue Parts 0O x
Stockroom * Issued By Issued To *
Springfield Main Stockroom v Supervisor One v Supervisor One v
Work Order # i} Asset Comments
| 327983 ‘ (Apply to All) v Replacement belts

Qty Issued Current On Hand Stockro...
BELT0027 / 645645 L Springfield Main Stock
X . . 1 $8.25 $8.25 9 Springfield ...
112 inch serpentine belt F-2-A
BELT0022 / 326572354 o Springfield Main Stock
b4 i ) 4 $8.50 $34.00 26 Springfield ...
68 inch serpentine v ... 5-G-4

10. After submission, a popup will allow you to print the receipt. This receipt can be
used for record-keeping and verifying the parts used during repairs.

Print Receipt?

Do you want to print a Receipt?




