Completing Work Orders

First, select work orders from the myLab home page.
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Outstanding work orders are displayed in a list on the left.
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You can choose to view all work orders or just those that are assigned to you by changing the view by

option below the list here. Viewing all work orders is the only way to see work orders that haven’t been

assigned to anyone specific.
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Select a route by clicking on it.
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The work order details are now listed on the right. You can see all the tasks for the work order. You can
also edit, delete and add additional tasks if you need to.

%O Work Order: Plant 3 Route - 2014/04/13
Work Order & 31
Date Printed:

Assigned Employee -

Tasks  Materials Info

Unit ID w Component v | Task Type v | Task
B FEEDER HYDRAULIC SAMPLING TAKE A HOT OIL SAMPLE
a FEEDER HYDRAULIC MAINTENANCE CHANGE THE OIL AND OIL FILTER
FEEDER 2 HYDRAULIC SAMPLING TAKE A HOT OIL SAMPLE
FEEDER 2 HYDRAULIC MAINTENANCE CHANGE THE OIL AND OIL FILTER
ﬂ FEEDER 3 HYDRAULIC SAMPLING TAKE A HOT OIL SAMPLE
B FEEDER 3 HYDRAULIC MAINTENANCE CHANGE THE OIL AND OIL FILTER
«B 1l »

( +AddTask ; > 12 Edit All Tasks

You can print out the work order by clicking the print work order button here.
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Or, you can print out multiple work orders by using the check boxes to select them in the list and then
clicking the print selected work orders button here.
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Actions

(& print selected Work Orders

If you click on the materials tab, you can see all the materials needed to complete the tasks and you can
print this information out prior to the work being done. There is also a global option that can set to
have the materials list print automatically when the work order is printed.

Tasks Materials Info

Required QilsfLubes:
Qil/Lube ~ Oil Amount | Oil Units -
ESS0, NUTOH, 150 30 LITRES

Required Filters:
Filter | Amount -
FRAM HYD. OIL FILTER 3



If the work order has tasks that involve taking a sample, you could setup the samples beforehand
allowing you to print blank sample labels to take with you by pressing the setup/print samples button
here.
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+Add Task 2 Edit All Tasks

Start Completion 1 Print Work Orderl Setup/Print Samples L) il Delete

It's not necessary to print the labels, you can go do the work and when you complete the work order the
samples will be created. You can choose a method that suits your current work flow.

To complete the work order without printing labels, click on the start completion button here.

+Add Task iZ Edit All Tasks

Start Completion =3Print Work Order Setup/Print Samples L] i Delete

Now, you can quickly mark tasks as completed by using the check boxes. This automatically sets the
task as being completed successfully. If this is not the case you can change it.

?0 Completing Work Order: Plant 3 Route - 2014/04/13

Work Order # 31
Date Printed:

Assigned Employee -
Tip
Unit ID ~ Component v Task » Completion -

[~ FEEDER HYDRAULIC TAKE A HOT OIL SAMPLE COMPLETED SUCCESSFULLY
W) FEEDER HYDRAULIC CHANGE THE OIL AND OILFILTER COpAR =

[} FEEDER 2 HYDRAULIC TAKE A HOT OIL SAMPLE COMPLETED SUCCESSFULLY
B} FEEDER 2 HYDRAULIC CHANGE THE OIL AND OIL FILTER COMPLETED SUCCESSFULLY

[ ) FEEDER 3 HYDRAULIC TAKE A HOT OIL SAMPLE COMPLETED SUCCESSFULLY

FEEDER 3 HYDRAULIC CHANGE THE OIL AND OIL FILTER COMPLETED SUCCESSFULLY



If there is additional information to be recorded for the task you can edit the task by clicking here.

?O Completing Work Order: Plant 3 Route - 2014/04/13

Work Order # 31
Date Printed:

Assigned Employee -
Tip
} nit 1D ~ Component v Task
ER HYDRAULIC TAKE A HOT OIL SAMPLE
/) FEEDER HYDRAULIC CHANGE THE OIL AND OILFi

Here you can enter the meter reading, equipment/oil service, and whether the oil was changed. Your
meter reading and service values may have already been filled in for you if meter readings are being
recorded daily. Please read recording meter readings for more information.

Edit Task

UnitiD: FEEDER
Component: HYDRAULIC

Task | TAKE AHOT OIL SAMPLE
Completion = COMPLETED SUCCESSFULLY -

Task Date  2014/04/13

Task Type | SAMPLING -
Status | Running -
Estimated Time (hh:mm)

Cost Savings $
Meter Information  Oil/Lube Info  Readings Instructions  Custom Fields

Current Reading Previous Reading

Date 2006/10/03

eter Reading 29964 Meter Reading 29345

Unit Service | 29964 Unit Service 29345

Component
Service

29964

Component 29345
Service
R Service Oil Service 1542

Oil Changed |J 0il Changed

Cancel

The oil/lube info tab has information for oil and filters needed for this task.

Meter Information  Oil/Lube Info  Readings Instructions  Custom Fields

Oil/Lube | ESSO, NUTO H, 150 -
Add Oils To Short List %

Make-up Added v
Filter -

Application -



On the readings tab you can enter any readings that were defined for this task. Component
temperature and pressure are standard but you can add your own custom ones.

Meter Information Oil/Lube Info Readi@?s Instructions Custom Fields

Component Temperature -
Pressure -

Oil Leve!

The instructions tab allows you to enter some additional notes about the task as well as links to
resources that may have information pertaining to the task.

Meter Information Oil/Lube Info Readings Instructions  Custom Fields

nstructions

Attached URLs

On the custom fields tab you can enter values for any custom fields you’ve created. If you haven’t
created any custom fields then this tab will be blank.

Meter Information Oil/Lube Info Readings Instructions  Custom Fields

Mechanic ID

Cost Center

Click ok to save any changes.

Cance



If there are still tasks remaining to be completed, then you could save and leave the work order open by

clicking here.

TAKE A HOT OIL SAMPLE
CHANGE THE OIL AND OIL FILTER
TAKE A HOT OIL SAMPLE
CHANGE THE OIL AND OIL FILTER
TAKE A HOT OIL SAMPLE
CHANGE THE OIL Ah!%OlL FILTER

v | Completion
COMPLETED SUCCESSFULLY
COMPLETED SUCCESSFULLY
COULD NOT SHUTDOWN UNIT
COMPLETED SUCCESSFULLY
COMPLETED SUCCESSFULLY
COMPLETED SUCCESSFULLY

Unit ID ~ Component v Task

@ [iC)) FeeEDER HYDRAULIC
@ |{E]) FEEER HYDRAULIC

(C)) FeEDER 2 HYDRAULIC
@ | FEEDER2 HYDRAULIC
@ |{C3 FeeDER 3 HYDRAULIC
@ |{C0) FEEDER 3 HYDRAULIC

Edit Task 4 Move Up ¥ Move Down W Remove Task

Save And Complete Work Order

Save And Leave Work Order Open

If all the tasks have been completed, either successfully or not, then you can save and complete the

work order by clicking here.

Save And Complete Work Order

Save And Leave Work Order Open

If the work order had tasks where a sample was taken then you are given the opportunity to edit the

sample information and print sample labels.

Samples Created

samples now?

Samples have been created for this work order. Would you like to edit or print labels for these

Here you can enter any other sample information you need. All of the basic information is already filled

in for you because it was entered on the tasks.

C);

?O Completing Work Order: Plant 3 Route - 2014/04/13

Labels can be printed after saving.

MYLAB TEST 4

FEEDER - HYDRAULIC

Sample Date |2014/04/13 Changed
Meter Unit Comp oil

29864 29864 29964 2161 HR ¥

1-258353

Advanced Info

MYLAB TEST 4
FEEDER 3 - HYDRAULIC

Sample Date  2014/04/13 Changed
Meter Unit Comp oil
28487 | 28287 | (28487 | 1515 HR ¥

1-258354

Advanced Info



Once you are done making changes, continue completing the work order by clicking here.

29964 29964 29964 2161 HR Y 28487 28487 28487 1516 "R Vv
1-258353 1-258354
Advanced Info Advanced Info

Save And Complete Work Order

The work order is now completed and the tasks become maintenance records. Now you can choose to
print the sample labels by clicking here.

Print Labels

Would you like to print labels for the samples that were created?

This gives you a print window showing the samples that were created. Verify the label type, and then
print by clicking the button here.

Sample Labels

n x 1-1/4in (30334) )

When printing labels: {b
» Set'Page Scaling' to 'None' in the print dialog that comes up (otherwise the print out will not be
positioned correctly on the label stock).
» For Avery labels set your printer to use manual feed (putting label stock through the trays will
likely jam and possibly damage your printer)
« For most manual feeds the label stock should be placed face down. However, you may want to
do an initial print out on blank paper to test this so that you do not waste any labels.

Tracking No. w| Customer | Component / New Oil v Sample Date v

1-258353 MYLAB TEST 4 FEEDER [HYDRAULIC] 2014/04/13

1-258354 MYLAB TEST 4 FEEDER 3 [HYDRAULIC] 2014/04/13

‘ | »
Print Labels ancel




This opens the labels in a new tab of your browser ready to print.

Cust: MYLAB TEST &
Unit: FEEDER
Comp: HYDRAULIC
Loc:
Oil: ESSO, NUTO H, 150

Date: 2014/04/13 oichg: N
Meter: 29964

1-258353
e

Cust: MYLAB TEST &
Unit: FEEDER 3
Comp: HYDRAUUC
Loe:

Oil: ESSO, NUTO M, 150
Date: 2014/04/13 olcng: N

Meter: 28487
RGBT
1-258354




