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Scenario

A scenario to raise a special order for the particular work order straight from the work order
module due to urgently need of the material. In this syllabus, we will guide on how to raise
the special order in the work order using CMMS Core.

1. Raised Special Order

What it’s for

To Raise a special order with the storekeeper for the item not listed in stock, and request its
purchase to complete the work order.

Raised Special Order from Work Order

1.1 On the left of the system, click on Maintenance > Work Order.
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EZ Work Order Action 1.1 Click ]

Figure 1.1

1.2 Work Order table view will pop up and data will retrieve. Click on Edit button.

| [Z] LAST QUERY ~ ‘ ¥ Define View X Delete ¥4 Print W Duplicate X Save P& Cancel v

Work Order No  AssetMNo Parent WO PM Group Status D arge Cost  Origination Date Due Date

1.2Click [

WO100016  [ASSETOL __E ASSET I¢ lo7/osf2024 10:11  [07/08/2024 10:11

Figure 1.2

1.3  Click on Special Order button to open the special order subtab view.

1.4  Click on Add button to add a new line for special order.
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1.5

1.6

1.7

1.8

Fill in the mandatory field coloured in red:

Field Value Have Master File?
Supplier : <Supplier> YES

Description : CLEANING GASKET NO

UOM : EACH YES

Qty Needed : 10 NO

Iltem Cost : 1,000 NO

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

Click on Save button to create the purchase request.

[E wo open @ Define | EView | BNew | GEdit | XDelete || #iPrint | W Duplicate m v x

Work Order No: CWO100011 Original Priority: 2 Q  Orignator: DM .
Status: OPE Q Plan Priority: 73 Q ﬁ 1-6 CI |Ck ]
Asset No: I 001100001 Q Origination Date: 18/05/2023 17:00 v Phone:
Machine Grinding Due Date: 21/05/2023 17:00 ~
Asset Status act Q Work Area: PL Q
Charge Cost Center:  ESSB (Q AssetLocation: ICOMMON AREA Q
Asset Group Code: 001 (Q Assetlevel: L1 Q
Fault Code: LEAK Q ProjectID: Q
Description: LEAKING

9

2 1.3 Click ] 1.4 Click

¢ Detis GFnencal [EJUDF fflabor iMeterial | =) Special Order (PR) | €} Outsource Contract PR)  JTmeCard  Té'Misc  “fTool [EJReference  SHChecklst [ Status Audit 8 d

2

25 PM Asset

AssetNo Supplier Suppler Name Description Tax Code uoM Qty Needed Item Cost Cost Center Account PR No

PR Lit i
'_1 001100001 SUPPLIER Supplier Name: CLEANING GASKET] EACH 10.00 1,000.00 I

Delete
‘ 1.5 Insert l Figure 1.3

Click on Yes button to confirm the creation of Material and Purchase Requests.

'Work Order

o Do you want to create Material and Purchase Requests?

1.7 Click ]
Figure 1.4 §

The Purchase Request No has been generated and click on OK button.

Work Order - Special Order X

o The assigned Purchase Request No is PR100011.

| 1.8 Click
J |

Figure 1.5
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