Searching in the Jobs List
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If the job number is already known then, rather than using the "Filter..." option to narrow down the
results to find it easier, the "Search..." option should be used. "Search..." allows User to enter the
number of the job and locate the job without having to look through the list for it. The "Search..." option
can be found on all Job Lists and to use it, follow these steps:

1. Select the "Search..." option on any list of jobs to display the Search screen. All that is
required in this screen is the number of the job that the User wishes to view. Once entered,
click "Search" to search for the number.

Note: The Job Number field will only allow numeric values and will display an error if any non-
numerical values are entered.

Work Order Query Definition ®

Work Order N2 | |

2. If the number was correct, the Job Detail page will be displayed which completely bypasses
the Jobs List.

in invoice process

Reactive Job 7230798 for (00006) Tower Bridge Demo | Refresh Job History (10 of 24) Show al
’ eoerne. ______owe |

Event Date
Agent - Autharisation - Authorisation Required

apital order to 365005 to complete the works detailed below at
The works have been approved by Patrick Ashurst, therefore they can be raised as a capital job and do not have 1o g0 1o quote Thanks Mike

23/12/2013 1143

StoreCare Compliance Manager
i i
Furtharto my site e 6 wnere | indenthied 13n0 distriaurion BONS Which require Fepairing, to amend sit and Cary oUTthe e
installation of ney lacement hinges and fit angle bead to strengthen the covers we require the sum of £903.17. Outcome  Agent - Authorisation - Authorisation Requires
can be carried out in narmal hours i require. Date 15/02/2014 1155
Event  Autherisation Check

Automatic

365 On Demand Solutions
Aavores
Caller
Who's Atending? 365 ODS Ltd {0D5100) (Contact Details)
Response (SLA)  before 10/01/2014 18:00

Contractor Advised  10/01/2014 17:00
Amtendance By

Location  Default Level, Default Area, Default Location

If the number was incorrect, a message saying "A job does not exist in the system with the
specified ID." is displayed.
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Work Order Query Definition x

Work Order N2 1234567 |

Your search either returned no data or you do not
hawve permission to view the data returned

Close

Search Cancel

P

If the number was correct but the number entered isn't viewable by the current User, a
message stating "You do not have permission to view this Job." is displayed.
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