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Adding a part to a ticket brought by a craftsman requires you to go to a different view than “building operations console” When adding a part to
a work request you should, after logging in:

1. Click “Update Work Request Resources”
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Filter Show = Clear @

Work Requests (1]

Work Request Code: 1[296] 3[39] 4[85] 5[66] g[76] 7([74] 8[74] 9[671 All777]  Page 1 of 8 Next>>
3 Work Request Code - Assigned to Work Order .. Requested by Problem Type Work Request Status

\ ‘ v

Select 1587 1348 REQUESTOR1 STOCKROOMI|STOCKROOM ITEMS NEEDED Assigned to Work Order
Select 1586 1347 REQUESTOR1 PAINT-COMMON AREA|PAINT - EXTERIOR Assigned to Work Order
Select 1585 1346 REQUESTOR1 CUSTODIAL|CLEANING NEEDED-SPILL Assigned to Work Order
Select 1584 1345 REQUESTOR1 BIOMEDICAL|FABRICATION Assigned to Work Order
Select 4 1583 1344 REQUESTOR1 ELECTRICALIWIRING Assigned to Work Order
Select 1582 1343 REQUESTOR1 ELECTRICALIWIRING Assigned to Work Order
Calart 181 1247 RENIIECTNR1 FI ECTRICAI NVIRINIC Accinnad +a \Warl Nrdar

Page 1 of 8 Next >>
Total records: 777

2. Click “show” to see all the tickets that are open.
3. If given a particular number insert the work request number given in this box to filter by that one number and then click “show”.
4. Once the work request is seen you will need to click “select” to open work request to add parts.
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Select = Work Request Resources
Work Request <<Back @
Work Request Code 1587 Requested by REQUESTOR1 6
a
Problem Type STOCKROOM|STOCKROOM ITEMS Date Work Reguested 2/14/2017
NEEDED 5 /
Work Request Parts > AddPart Delete Selected @
Ll Part Code Work Request Code Quantity Used Date Scheduled Time Scheduled Parts Status
L _001-0101 1587 0.000 2/14/2017 9:27 AM Reserved
\ 6
Work Request Tools Add Tool = Delete Selected @
No records to display.
Work Request Other Costs Add  Delete Selected @

No records to display.

5. On this screen, you would then click on “add part” to display the screen for adding the part necessary for the work request.
6. If a part was added in error, you can place a check mark in the box beside the unwanted part and then click “Delete Selected”, (6a.), to
remove it.



v CENTRALSUPPLY ~ Sign Out  Help
@) ARCHIBUS CentralSupply Home Applications Tasks ~ Find a form or report

Update Work Request Resources

Select = Work Request Resources

Work Request <<Back ©
|
Work Request Part
Work Ri New Work Request Part Cancel | Save @ ffed ©
L) Part
= | Work Request Code 1587 -
L1001+
| Part Code* "/.
Quantity Estimated 0.000
Work Ry e« ©
No records
Work RJ ed @
Close -
No records to display.

7. You can either type in the part code or click on the blue ellipse to select the necessary part and quantity.
8. Once the part and quantity has been chosen, click “save”.
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Work Request <<Back ©

Work Request Code 1587 Requested by REQUESTOR1 /
Problem Type STOCKROOM|STOCKROOM ITEMS Date Work Requested 2/14/2017
NEEDED 9

Work Request Parts Add Part ~ Delete Selected @

[ Part Code Work Request Code Quantity Used Date Scheduled Time Scheduled Parts Status

[ 001-0101 1587 0.000 2/14/2017 9:27 AM Reserved
Work Request Tools Add Tool = Delete Selected @
No records to display.
Work Request Other Costs Add  Delete Selected @

No records to display.

9. Once you have completed adding parts, you can click on “<<Back” to return to the work requests.
10. You can click “Central Supply Home” to return to the home page.



