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Scenario

A supervisor realizes a mistake made by the technician during the registration of the work
order and asks the technician to fill it out again. In this syllabus, we will guide on how to void
Time Card in CMMS Web Core.

1. Void Time Card (Time Card Module)

What it’s for

To delete the unnecessary time card of the technician.

Voiding the Time Card

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

4, 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 Define button.
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Time Card No Time Card Employee ID our Rate Multiplier Adder Actual Cost
Date Type

Figure 1.2

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

Column Operator | Value
Employee ID like <Employee ID>
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1.4  Click on Save button to register the following time card.

| Define Query
Query List I E Retrieve I 1.4 Click x

Fitter By
( Field Name Operator Prompt Value ) Logical ‘
& l Employee ID: like ) ADMIN and |
=7
1.3 Insert

Add Delete

Sort By

Field Name Ascending?

Add Delete

Figure 1.3

1.5 Choose the desire time card and click on Void button to void the time card.

LAST QUERY v| | 2% Define Bview || @i Void 1.5 Click
Time Card No Time Card Employee ID Craft Hour Hour Rate Multiplier Adder Actual Cost Status WO No Asset No
Date Tvpe
TM100003 15f06f1024 ADMIN 48.00 0.00 1.50 2.00 144.00 Posted {P) CWO0100011 001100001
TM100005  20/06/2024 ADMIN 50 N 2.00 0.00 1.00 0.00 0.00 Posted(P) CWO100033 Q001100001

Figure 1.4

1.6 A prompt message will popup indicate if you want to void the time card record. Click
on Yes to continue voiding the time card.

Confirm

! Are you sure you want to void this time card record?

) gy

1.7  The status of the time card now has been changed from Posted to Void.

Figure 1.5

LAST QUERY ~ | % Define View | [ Void % Save | FiCancel -
Time Card No Time Card ~ Employee ID Craft Hour Hour Rate Multiplier Adder Actual Cosf 0 No
Date Type
pauocor aosoes Jown o VT 000 o0 0 o0l D00 vod() oo

Figure 1.6
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2. Void Time Card (Work Order Module)

Voiding the Time Card

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.

| ~ |I £} Define I ﬁ 2.2 Click lzelele & Print W Duplicate | X Save | PxCancel v
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.

| (5] LAST QUERY X | ¥ Define View G Edit |ica19 2 Save | MiCancel b 4
Work Order No ~ Asset No Parent WO PM Group Status Descript] Charge Cost Origination Date Due Date

Center
cwownoy psseros [ [ e kewas s ligs/i09:4 Lisog/oe05i4 |

Figure 2.4

2.6  Click on Time Card subtab to open the time card view.

2.7  The result will show the registered time card by the technician. Click on Void button
to void the particular time card.

&) LAST QuERY L Define | EView || (New | GEdit | XDelete | S Print = Wl Duplicate mm o x

Work Order No: CWO100017 Original Priority: 1 Q  Originator: JaDMIN Q
Status: orE Q) Plan Priority: Q ADMIN
Asset No: £ lsseTo3 Q) Origination Date: 18/06/202409:44 o Phone:
CONVENYOR BELT 2 Due Date: 13/&6/202‘{09:44 ~
Asset Status: ket Q Work Area: P1 Q
Charge Cost Center:  ESSB Q AssetLocation: ICOMMON AREA (2]
AssetGroupCode: 001 Q AssetLevel: i1 Q
Fault Code: Leak Q ProjectD: Q
Deseription: LEAING

“I'Tool [&JReference Sfchecklist PStatusAudit  25PMA
Hour  Actual  Rate Multipier  Adder Actual CostCharge Cos
Type Hour Center aod

% iDetails & Financial UDF  gflabor 4 Materid  [=|Special Order (PR) %2 Outsource Contract (PR) " Misc

Asset No Employee ID Employee Name Craft Time Card From
o AssETO3 ADMIN ADMIN SO 20/06/2024 11:25 v 20/06/2024 11:25 v N .00 .00 .00 .00 .00ESSB
Void
Figure 2.5

2.8 A prompt message will popup indicate if you want to void the time card record. Click
on Yes to continue voiding the time card.

Void Record

o You are about to void the current record. Are you sure?

J‘<4 LSdkkl

Figure 2.6
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2.9

The time card now has been removed from the work order. Click Save button to open
the work order view.

ElView | GNew || GEdit | XDelete || &iPrint iDuplicaIcl Fics

(8 LAST QUERY & Define
Work Order No: CWO100017 Original Priority: 1 Q  Originator: JaoMIN
Status: OPE Q Plan Priority: Q
Asset No: 15 hsseTo3 Q Origination Date: 18/06/2024 09: 44 - Phone:
CONVENYORBELT 2 Due Date: 18/06/2024 09:44 ¥
Asset Status: lact Q work Area: P1 o)
Charge Cost Center: ~ ESSB (Q AssetLocation: {COMMON AREA Q
Asset Group Code: o1 Q Assetlevel: L1 Q
Fault Code: LEAK Q Project ID: Q
Description: LEAKING

¢ Detsis @ Fnancal [EJUDF  FPLabor
Asset No Employee ID

AMaterial  [?Special Order PR)  #A Outsource Contract (PR) G Time Card &' Misc  “["Tool

Employee Name Craft Time Card From Time Card To Hour
Type

Figure 2.7

B Reference  SiChecklist StatusAudt  2pPMAsset  BiAssgnT.l’)
Actul  Rate Mupier  Adder  Actual CostCharge Cost =
Center

Hour
Add

Void
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