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Work Order Center ~ 
[Updated to Release v6.4] 

Data -> Shop Activiq 
Note: Linear assets do not display on this screen. Use the Data-'.> Shop Activity - > Linear Work Order screen. 

<J The Work Order ·Center screen enables you to display and record information about equipment unit wo rk orders .. 
Work orders can be for work to ibe performed in t'he shop, by commercial vendors , or both . . For a list of worik order 
info rmation t hat is tracked, refer to Work order processing. 

The Data -> Shop Activity -> Work Order - Short Form screen and the Data -> Parts Activity -> Internal Rebuilds 
screen displa y limited work order information and enable you to specify some work o rder information more quickly. For a list 
of functions you ca n perform on each of these screens, i-efer to Work order screens. 

For a list of a ll screens from which you can post charges to wolik orders, go to Posting charges to work orders. Charges are 
posted in the same way from each screen. 

If you attempt to post charges to a closed work o rder, a message displays . To re-open a closed work order in order to post 
charges or make changes, go to Re-opening a dosed work order .. 

:Note: Before you delete an open work ord er, you must manually reverse a ll entries of labor, parts, and commercial costs post,ed to it . 
Review the Labor, Parts. and Commercial tabs t o determine what has been posted. 

If the o ptional Mobile Software is installed, you can use hand-held devices !co t ransfer work order info,mation between the 
applicat ion and the hand-held devices in order to worik with the data from remote locat io:ns. Refer <to the re lated 
documentation for these products. 
Acti vities on this screen are recorded on the System Mgmt -> Activity Log semen with equipment ID as part of the key 
values. To fi lte1- on a'II activities processed on the Work Order Center for e quipment [D ABC123, for example, enter va lues in 
t he filter for Screen ID: 2037 and Key values: %ABC123'% 

To streamline data entry, you can copy work orders usi11g the Copy button~- For a list of the dat a items that a re copied 
a nd not copied, see Work order data items copied . Remember that behind-the-scenes funct ionality s pecified on t he Work 
Order Center screen also ,applies to work order aotions performed through the Shop Activity Portals in FA Web Modules. 

<i> Tip: To limit the display of information iin the gm! and maximize performance, use the filter. The list of searchable fie lds 
on the fi lter is extensive; use the scroll bar to view them al I. If you search on t ask m, incident ID, o r project ID, you are 
e ncouraged to specify a location IO as we ll to help reduce the amount of search ,time required . 
You can also use the sort button t o arra nge the order in which tihe work order ms are listed. [f you do not specify a sort 
sequence, IDs are .listed in descending ,order by the Date and time iin field (specified on the Basic Info tab). 

Note: The Work Order Center screen supports location level and department- level access cont rol , so you must belong to a user group 
with the applicable authorizations to make changes or updates. In addition., t he option specified in the :Require match between 
work o rder location and equipment aa:ess r ights location field o:n tihe Options tab of the Data - > Shop Activity-> 
Setup-> Options screen spedfies whether users can open work orders and whether ther,e are restrictions on the equipment 
that can be repaired. 

Refer to General screen instructions. 

When you filter data based on multi-unit project 1D, dat a fo r work orders includes servk e requests assigned to the project 
as well as wonk orders directly assigned to t he project. Irf you sea,-ch on project ID,, you are encouraged to specify a locat ion 
ID as we ll to he lp reduce the a mount of search t ime required. 
You can use the % wildcard character to ,fflter the resu lts of choice lists on t his screen . 

. ~-~ 
·~ The Work Order Center sc~een consists of two sections, tJhe grig (top section) and the tabs {bottom). To learn more 

about each tab's functio ns and fields, click the applicable hyperlin'k. 
Basic Info 

Infomiation about work orders, including IDs, job types, equipment and PM information, prior]l:ies, a nd dates and t imes of 
significant work order events 

More Info 

Contacts, insurance, 1reference orde1·, ove ri,ead cost, a nd pa rking informat ion .associated with selected work orders 

Mess.ages 

Messages about selec!)ed work orders o r equipment units 

Comments 

Record comments about and associate files with work orders 
Notes 
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Work Order Center 

General Work Order Center Information 

Note: Linear assets do not d isplay on t h is screen. Use t he Data - > Shop Activity-> l.inear Work Order screen. 

The Work Order Center screen enables you to display and record informati on about equipment 1.1 11it work orders. 

• Work to be performed in the shop 

• Work to be performed by commercial vendors 

• Work to be completed by both types o.f parties 

You can see limited work order information 011 the IOa·ta -> Shop ActiiViiity -> Work Order - Short Form screen and the Data -> 
Parts Activity -> I11:ternal Rebuilds screens. These l imit ed work screens enable you t o specify some work 01rdei- information more 
qu ick ly. 

Note: Before you delete an open work ordei~ you must manually reverse all ent ries of laboi:, parts,. and c:ommercial costs 
posted to it . Review the Labor, Parts, and Comme:rcial t abs to determine what has been posted. 

Activ ities on this screen are recorded on the system Mgmt-> ActivitY., Log screen with t he equ ipment ID as part of the key 

valu es. To filte r on a ll activit ies processed 011 the Wor k Order Center for equipment IO ABC il.23, for example, enter values in the filter 
for Screen ID: .20 37 and Key values: %ABC123% 

Tips to Use the Work Order Center 

Note: The Work Order Center screen supports location level and !!fma,rtment-level access control, so you must belong to a 
user group with the appl icab le authorizations to make changes or updates. In addition, the option specified in the Requi,re 
match between work order location and eq!llipm,ent access rights location field on the QP-tions tab of the Data -> 
Shop Activity-> Setlup -> Options screen spec:ifi,es ','lhether users can open work orders and whether there are restrictions 

on the equipment that can b,e repaired. 

• To st reamline data ent,y, you can copy work o rders using the Co:py button. For a list of the data items that ai-e copied and 
not copied, see \Nork order da,ta ,terns co~ .. Remember that behind·-the-scenes functionality specified on the Work 

Order Center screen also applies to w ork order actions performed through the Shop Activity Portals in Web Modules. 

0 Tip: To limit the display of information in the gr i.d and maximize performance, use the filte r. The list of searchable 
fi elds on the fi lte1· is extensive; use the scro!I b ar to v iew them a.II. ff yoru search on task ID, incident ID, or project ID, 

you are encouraged to specify a location ID as well to help reduce the amount of search time required . 

• You can also use the sort button to arrange t he order in wh ich the work order IDs are listed. If you do not specify a sort 

sequence, IDs are listed in descending orde1· by the Dat,e and time in field (specmed on the Basic Info tab} . 

• When you fi lter data based on multi-unit project IO, data for work orders includes service requests assigned to t he project 

as well as work o:rders directly assigned to the projec:t. I f you sea1·ch om proj ect 10, you are eocoura·ged to specify a 
location IO as well to help reduce the amount of s-earrch t ime r.equired. 

• You can use the % wildca,rd character to fi lter t he -resul ts of choice lists o:n th is scree11. 

Mobile Software 
If the optlona'I MobHe Software is installed, you can use hand-held devlces to transfer work order information between the 
application and the hand-held devices in order to work with the data from remote locations. Refer to the related documentation for 

these products. 




