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1. Upload File Attachment

What it’s for

Additional documents or picture may be needed to be attach with data as supporting
documents or as reference purposes. In this syllabus, we will guide on how to upload files
attachment in Work Order module. The step can be applied to any of CMMS Module

Upload Attachment step
1.1 On the left panel of the system, click on Work Order > Work Order.

Check List

&1 work Request

o S

Work Order Lite

LY
8% Work Order Action
5 |

Work Order Action Lite

Figure 1.1

1.2 User will be directed to Work Order table view with default data retrieval.
1.3  Select the desired Work Order. Click edit button.

BWork Order
[ [£] 001.0PEN CM WO v ] £ Define  [E View ® Delete =4 Print Duplicate X Save Px Cancel v
Work Order No Asset No Parent WO PM Group Charge Cost Origination Date

Center

CwO0103999 ACP100191 DO HQ 27/08/2021 15:23

CW0103998 ACP100076 DO BROKEN HQ 18/08/2021 15:34

CWO0103997 BCP501322 DO MST request GHBC 13/08/2021 11:33
Figure 1.2
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1.4 In the Work Order details, select Reference tab.

(9 Work Order

[£) 001.0PEN CM WO & Define | EView (New (GEdit = XDelete = #EPrint = [ Duplicate mm V.

Work Order No: CWO0104001 Status: Do Q Project ID: Q

Asset No: PCCCPUS00758 Q Ready To Be Done oPs: (CENTRAL Q
PCCPU  Original Priority: 1 Q Store: GXPS Q

Requester: DEMO Q Plan Priority: 1 Q Asset Level: ICOMPLEX Q

DEMO Origination Date: 03/11/2021 15:36 [~]

Phone: 0126529477 Due Date: 03/11/202116:3%6  |v/|

Charge Cost Center:  GXPS Q  Asset Status: IsF Q

Fault Code: ELECTRICAL Q sub Group: Pcccru Q

Description: light no working

*Details Grinancal [ElWorkinfo  FPlabor yMaterial  [ZSpecialOrder A Contact (IJTmeCard  f&'MiscRepar Cost  “PTool

Sfchecklist B Status Aud

>>>. Cause Code: Q I
Corrective Action: Action Code: Q wo Open: Y
Work Type: Q
Work Class:
Q WO Print:
Work Group: Q
Parent WO:
Contract No: Q
= Work Request No: WKR 100044
Delay Code: Q  Target Completion Date 0/00/0000 00:00 [/ Asset Location: GxPs
Assign To: Q  Exception Date: 00/00/0000 00:00 || Safety: O
Supervisor ID: (QQ status Change Date:  03/11/2021 15:36 Temporary Asset: O
Planner: Q  Completion Date: 00/00/0000 00:00 Approved: O
Approver: Demo Q  Close Date: 00/00/0000 00:00

Figure 1.3

1.5 At the top of the window, user will see icon, click on it and t will show 3 more
icons

1.6 Click on the 1%'icon (From PC to CMMS Web)

9 work Order

(2 001.0PEN CM WO £ Define | ElView | New | GEdit | % v

Work Order No: CW0104001 Status: Do Q

Asset No: PCCCPUS00758 Q Ready To Be Done OoPS: CENTRAL Q
PCCPU  Original Priority: 1 Q Store: GXPS Q

Requester: DEMO Q  Plan Priority: 1 Q Asset Level: COMPLEX Q

DEMO Origination Date: 03/11/2021 15:36 [~]

Phone: 0126529477 Due Date: 03/11/202116:36  [V]

Charge Cost Center: GXPS () Asset Status: IsF Q

Fault Code: ELECTRICAL Q Sub Group: pcccru Q

Description: light no working

Figure 1.4
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1.7  User PC drives will pop up. Find the desired files or pictures to be upload.
1.8  Click Open button to upload the file

No file has been transferred yet

Figure 1.6

€ open X
1 Bl > ThisPC > Desktop v (9] Search Desktop
Organize ¥ New folder = M @
A - - A
@ OneDrive - Person N?me i Date modlfleq Type Size
T4 CIVIIVID UDCTE IVIGHUGE T INTITL Fasdwulu X L. I/ 1 eVvLL 1V.LT MV IVIILIUDUIL YYUIU UL,
@ This PC @ CMMS User Manual - Upload Attachment  5/1/2022 10:44 AM Microsoft Word Docu...
X5 2. :
3 3D Objects Copy of 01. CHECKLIST FOR CMMS 29/10/2021 3:00 PM Microsoft Excel Works...
Icon 8/10/2021 2:02 PM Microsoft Excel Works...
I Desktop ) . o
;'Q Microsoft Support and Recovery Assistant ~ 17/11/2021 12:49 PM Application Reference
Bl Documents ";f' Microsoft Teams 14/12/2021 9:51 AM Shortcut
¥ Downloads RFI PM FREQ 30/12/2021 9:39 AM Microsoft Excel Works..
d Music 3 sQLQuery1 29/11/2021 11:41 AM Microsoft SQL Server ...
& Pictures =l SQLQuery2 8/12/2021 1:43 PM Microsoft SQL Server ...
i Videos @] TEST 7/12/2021 6:08 PM Microsoft Word Docu...
i Local Disk (C) I@ TEST S 5/1/2022 10:51 AM Microsoft Edge PDF ... I
New Volume (D: || UPDATE 6/12/2021 6:05 PM Text Document v
- ..
< 1.6 Select >
1.7 Click
File name: ITEST v
Cancel
Figure 1.5
1.9  The file is uploaded into CMMS Web server. Click X button
File Transfer C X
Click or drop files to upload
File Name Mark Size 1.8 Click y
TEST pdf O 362.46KB
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1.10 In CMMS Work Order Reference tab, click Add button to add the attachment
uploaded into the Work Order.

[ Work Order
(8 001.0PEN CM WO L Define | @View  (ENew | (GEdit | XDelete | #iPrint | [ Duplicate m v x
~

Work Order No: CW0104001 Status: po Q Project ID: Q
Asset No: PCCCPUS00758 Q Ready To Be Done OPS: CENTRAL Q

PCCPU  Orignal Priority: 1 Q Store: GXPS Q
Requester: DEMO Q Plan Priority: 1 Q Asset Level: [COMPLEX Q

DEMO Origination Date: 03/11/2021 15:36 ]

Phone: 0126529477 Due Date: o3 1y202116:3%6  [J]
Charge Cost Center:  GXPS Q Asset Status: IsF
Fault Code: ELECTRICAL Q SubGroup: PCCCPU Q
Description: light no working

11855

v

CDetsis  $Francal [ElWorkinfo qPlabor iMaterial  specalOrder (AContat PTmeCard ToMscReparCost  “['Tool [lReference| Sicheckust @stawsAudt  2ppMasset SlassonTo L]

No FieName Audit User Audt Date I"
Delete
View

Figure 1.7

1.11 Data window will popup, select the files uploaded and click Select button

Select File To Upload

1.11 Click x

) web File

1.10 Select

Figure 1.8
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1.12  thefile is attached to the Work Order as reference. User may click on View button to
view the file.
1.13  Click save button to save the changes.

(| Work Order
() 001.0pEN CH WO L Define | EView | (ENew (GEdit | XDelete = #Print | W Duplicate =% v x
~

Work Order No: CWO0104001 Status: ) Q Project ID: Q
Asset No: PCCCPUS00758 Q Ready To Be Done oPs:

PCCPU  Original Priority: 1 Q Store:
Requester: pemo Q Plan Priority: 1 Q Asset Level:

DEMO Origination Date: 03/11/2021 15:36 <]

Phone: 0126529477 Due Date: 03/11/202116:36 [
Charge CostCenter:  GXPS Q Assetstatus: IsF Q
Fault Code: ELECTRICAL Q subGrowp: PCCCPU Q
Description: Ight no working

11855

v
tDetsis $Fnancal [Elworkinfo FPlabor  {Materidl  ZiSpecalOrder R Contract (JTmeCard  Té'MiscReparCost  “['Tool [EJReference Sfcheckist @ StawsAudt 2;PMAsset BlAssignTo L.
No File Name Audit User Audit Date "

1.12 Click

S| 1 TesTpdf demo 05/01/2022 11:02:27

Figure 1.9




