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Scenario

The technician receives the work request, reviews it and saw that the work request is a
duplicate work request or invalid work request. In this syllabus, we will guide on how to
disapprove the Work Request using CMMS Core.

1. Disapprove Work Request

What it’s for

Disapproving a work request to become a work order signifies rejection of the proposed task
or service, often due to insufficient information, conflicting priorities, or other reasons
deemed unsuitable for execution at the time.

Disapprove the Work Request

1.1

1.2

On the left panel of the system, click on Maintenance > Work Request

{€} CMMS

Assets
Check List

Maintenance

Work Request 1.1 Click ]

Work Order

Work Order Action

Material Request

MR Approval

Figure 1.1

Work Request table view will pop up and data will retrieve. Click on Define button.
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Wnrk Request Description Approval St3 1 2 C| IC k it Center Work Area Asset Location Level Temporary
Asset
WKR 100002 Approved (A) 001100001 ESSB COMMON AREA O
WKR 100003 dddd Approved (A) 001100001 ESsB P1 COMMON AREA L Cl
WKR100004  sadasdasd Approved (A) 001100001 ESSB P1 COMMON AREA L1 (m]
WKR100005  Problem Approved (A) 001100001 ESSB P1 COMMON AREA L1 (m]
Figure 1.2
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1.3  Fill in define query criteria:
(Note: Please refer “User Manual — Define Data Query” for detail information).

Column Operator | Value
Work Request No like WKR100013

1.4  Click on Retrieve button and records will be shortlisted based on query criteria.

Define Query
= cuery it = x
Fiter By
( Field Name j 1.4 C“Ck value ) Logical ‘
.
5 Work Request No: | WKR 10013] And |
1 1.3 Insert \
Add Delete
Sort By
Field Name Ascending? I
Add Delete

Figure 1.3

1.5 Click Disapprove button to disapprove the Work Request.

| [£] LAST QUERY ~ ‘ £ Define View @ Edit ® Delete B Print | - FEEEA & Save || MiCancel v

Work Request  Description Approval Status  Asset No Charge Cost Center Work Area Level Temporary

No Asset
WKR100013  |MACHINE BREAKDOWN ESSEI GRIND!NG ROOM

Figure 1.4
1.6  Edit/Update Rejected Work Request:
Field Value Have Master File?
Rejected Description | : Duplicate Work Request with NO
WKR 10012

(Note: Field names are controlled by System Admin).

1.7  Click Save button to proceed disapproving the Work Request.

[ Disapprove Work Request

=] 1 x
—% 17 Click |
Work Reguest No: Email Notification: 0

Asset No: ASSETO1 Origination Date: 06/06/2024 17:54
Originator: ADMIN Due Date: 07/06/2024 17:54
Rejected By: admin Wkr Mst Reject Date: 06/06/2024 17:56

Rejected Descripton:  Duplicate Work Request with WKR10012

| 1.6 Click ]

Figure 1.5
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1.8 Click OK and the work request has been disapprove.

.Disapprove Work Request X

0 The Work Request successfully disapproved.

h ' 1.8 Click ]

Figure 1.6

1.9 Inthe Work Request view, it can be seen the Work Request Approval Status has
change to Disapproved (D).

| (] LAST QUERY v | £} Define View & Edit X Delete 4 Print X Save P& Cancel v

Work Request Description Approval Status  [isset No Charge CostCenter ~ Work Area Asset Location Level Temporary
No Asset

Figure 1.7

MACHINE BREAKDOWN
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