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Scenario

A technician wants to record the time spent on a specific work order to calculate and keep
track of the hours spent on the assignment. In this syllabus, we will guide on how to create
new Time Card in CMMS Web Core.

1. Create New Time Card (Time Card Module)

What it’s for

To keep record on the work time for the technician spent on the work order.

New Time Card Creation

1.1 On the left of the system, click on Maintenance > Time Card.

%, Maintenance

Work Request

Work Order

Work Order Action

Material Request

MR Approval
Time Card
1.1 Click ]
Request Part & Service
Figure 1.1
1.2  Time Card table view will pop up and click on New button.
i v | L Define ] % s Fx Cancel v
Time Card No Time Card Employee ID Craft Hour 1.2 CIICk lplier Adder Actual Cost Status WO No

Date Type

Figure 1.2
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1.3 Fill in the field:
Field Value Have Master File?
Time Card Date : AUTO FILL YES
Employee ID : <Employee ID> YES
Craft : AUTO FILL YES
Hour Type :N YES
WO No : <Work Order No> YES
Hour 12 NO
(Note: Master file are control by System Admin).
1.4  Click on Save button to register the following time card.
£ Define @ New B View i Void
Time Card No: Status: Posted (P)
Time Card Date: 20/06/2024 v Created By:
Employee ID: ADMIN '.,l Created Date: 00,/00/0000 00:00
ADMIN WO No: CWO0100033 Q
Craft: 50 Q Asset No: Q001100001 Q
Hour Type: N Q Hour: 2,00
Charge Cost Center: Q Rate: D.Dﬁ 1.3 Insert \
Charge Account: Q Multiplier: 1.00
Credit Cost Center: Q Adder: 0.00
Credit Account: Q Actual Cost: 0.00
Actual Cost = (Hour x (Rate + Adder ) x Multiper )
* Any time card entered will be considered as posted.
Figure 1.3

1.5

LAST QUERY ¥ Define

Time Card No Time Card Employee ID

Date

Craft

BView 1 Void X Save | PxCancel v
Hour Hour Rate Multiplier Adder Actual Cost Status
Type

WO No

The time card now has been registered and will be shown in the time card view page.

Asset No
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Figure 1.4
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2. Create New Time Card (Work Order Module)

New Time Card Creation

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

4, Maintenance

™ work Request

EE Work Order Action

Figure 2.1

2.2 Work Order table view will pop up and click on Define button.

| | Imlii 2.2 Click lzelele & Print W Duplicate X Save X Cancel &
Work Order No  Asset No Parent WO PM iption Charge Cost Origination Date Due Date

Center

Figure 2.2

2.3  Fillin define query criteria.
(Note: Please refer “User Manual — Define Data Query” for detail information).

Column Operator | Value
Work Order like <Work Order No>

2.4  Click on Retrieve button to get the result of the following work order.

| Define Query

S QueryList | ElRetrieve 2.4 Click x
Fiter By
( Field Name Operator Prompt Value ) Logical
ﬂ Work Order No: like [J  cwo100017 And

2.3 Insert \

Add Delete
Sort By
Field Name Ascending?
Add Delete

Figure 2.3
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2.5 Click on Edit button to edit the following work order.

.
(] LAST QUERY v | ¥ Define View — 2.5 Click ate | & Save || PiCancel v
Work Order No  AssetNo Parent WO PM Group Status Descrip Charge Cost  Origination Date Due Date Completion Date

Center

Figure 2.4

2.6  Click on Time Card subtab to open the time card view.
2.7  Click on Add button to add a new line of time card

2.8 Fillin the field:

Field Value Have Master File?
Employee ID : <Employee ID> YES

Craft :AUTO FILL YES

Hour Type :N YES
(Note: Master file are control by System Admin).

2.9 Click on Save button to save the time card and it will back to the work order view
page.

2l LAST QUERY @ Define | ElView || (INew | GEdit || X Delete | #Print | [ Duplicate [xsm P}@ x

Work Order No: CWO0100017 Criginal Priority: 1 Q Originator: ADMIN

Status: 3 Q Plan Priority: Q ADMIN
Asset No: | ASSET03 ( Origination Date: 18/06/202409:44 v Phone:
(CONVENYOR BELT 2 Due Date: 18/06/202409:44 v
Asset Status: ACT Q Work Area: P1 Q
Charge Cost Center:  ESSB (Q AssetLocation: (COMMON AREA Q
Asset Group Code: 001 Q Assetlevel: L1 Q
Fault Code: LEAK (Q ProjectID: Q
Description: LEAKING

2.6 Click

¢ Detals $Financal [E]JUDF fflabor {Material  [7]Special Order (PR) (2 Outsource Contract (PR) |¢)T'mecm ' Misc  “P'Tool [EJReference SfChecklist @ StatusAudit 2 PM Asset BA
AssetNo Employee ID Employee Name Craft Time Card From Time Card To Hour Actual Rate Multipier ~ Adder  Actual Cost Charge Cost 7

—p— —
:1 ASSETO3 hDMIN ADMIN SO 20/06/2024 11:25 + 20/06/2024 11:25 v N 00 .00 .00 .00 .00ESSB I

< Void

‘ 2.8 Insert l Figure 2.5
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