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Scenario 
 
During daily inspection, Maintenance Supervisor found out that 1 asset is producing black 
smoke. He/she require to create a Work Order and assign the job to technician to 
troubleshoot the issue. In this syllabus, we will guide on how to create Work Order in CMMS 
Web Core. 

  

1. Work Order Creation 
 

What it’s for 
By self-finding, Maintenance user may create Work Order to fasten the Maintenance process 
as emergency case thus minimize the asset downtime. 

 

Create Work Order 
1.1 On the left of the system, click on Maintenance > Work Order. 

 
Figure 1.1 

 
1.2 Click on New button and New Work Order information viewer will be open. 

   
Figure 1.2 

  

1.1 Click  

1.2 Click  
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1.3 Select/Insert Work Order Information:  

Field Value Have Master 
File? 

Status : OPE YES 
Asset No : GRINDER\100001 NO 
Asset Status : Auto filled in based on asset information selected YES 
Charge Cost Centre : Auto filled in based on asset information selected YES 
Asset Group Code : Auto filled in based on asset information selected YES 
Fault Code : SMOKE YES 
Description : Self finding – Grinder produces black smoke NO 
Original Priority : 2 YES 
Plan Priority : 2 YES 
Origination Date : Auto calculated based on plan priority NO 
Due Date : Auto calculated based on plan priority NO 
Work Area : Auto filled in based on asset information selected YES 
Asset Location : Auto filled in based on asset information selected YES 
Level : Auto filled in based on asset information selected YES 
Originator : Auto filled in based on User ID YES 
Work Type : CM YES 
Work Group : Auto filled in based on asset information selected YES 

(Note: Master file are control by System Admin). 
 

1.4 Click on Save button to confirm the creation of the Work Order, and message box 
with Work Order no generated will pop up.  

 
Figure 1.3 

 

1.3 Type 

1.4 Click  
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1.5 Click OK button and message box will be closed. 

  
Figure 1.4 

 
 

 

1.5 Click  
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