GoServicePro - Locate and Navigate Work Orders

These processes are completed by Service Partners and Customer Trainers in GoServicePro.

This article reviews the steps to find and navigate through Work Orders.

View the video tutorial here.

Locating Open Work Orders
A. Default tab
1. Click the "default” tab in your workspace to view open Work Orders that are assigned to you.
2. Any item listed as a Dispatch in the Type column is a Work Order.
3. Filter items by using the column search field.
a. Initially sorted by Early Start in ascending order.
4. Scroll over to review Work Order details, such as: Title, Early/Late Start, and Category.
5. Click the link under the ID column to open the Work Order.
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B. My Work Orders
1. Click on My Information in the My Work Service Workspace.
2. Click on My Work Orders.
3. Filter items by using the column search field.
a. Initially sorted by Early Start in ascending order.
4. Scroll over to review Work Order details, such as: Title, Early/Late Start, Status, and Category.
5. Click the link under the ID column to open the Work Order.
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http://www.daktronics.com/en-us/video-gallery/GoServicePro-Locate-and-Navigate-Work-Orders

Details
1. On a Work Order, the Details menu includes a list of options used to navigate through different
areas of the application. Some of these options include:
¢ Information: The default screen of the Work Order that contains the Audit Trail.
e Activities: Provides an additional view the Audit Trail.
e Part Orders: Click to view part requests associated with the Work Order.
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Audit Trail Tab
1. The Audit Trail tab is visible when Information or Activities is selected under the Details menu.
e The Audit Trail contains all activity (including notes) on a Work Order.
e Expand All is checked by default, so you can see all the details for each activity.
e Uncheck Expand All to view the Work Order Activity at a high level.
e Click the Arrow button on each line in the Audit Trail to expand or hide the details.
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Inventory Bins
1. The Inventory bins are located below the Details on the left side of the Work Order. They contain
the parts that were received to your truck.
2. Click on a bin (Bad, Good, or Missing).
3. Click on the + sign to expand twice.
4. You will see the parts located in that bin.
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1. The ribbon contains buttons that help you do your work (similar to what you would see and use
in Microsoft Office). The following buttons are available in the Work Order ribbon:

e Close: Closes the Work Order. Click this button to close the Work Order after all
Timestamps and Notes are logged, and all part transactions are complete.

¢ Timestamps: Use Timestamps to log your time on-site.

e Time: Use the Time button to log your break time for lunch.

¢ Notes: Click the Notes button to enter and save a note to the Work Order.

e Parts: Use the Parts dropdown to complete part transactions

e WO Detail Summary: Click to generate a printable report of the Work Order details.

e Part Returns: Transaction to send parts back to Daktronics.

e Receive to Truck: Log parts in your Inventory bin.

Locating Closed Work Orders

1. Click on My Information in the My Work Service Workspace.
2. Click on My Schedule.

DD2809740 Revised 9/16/15



:@e'

| Service Workspace ’:] QM)! Information l|/ ’f default |

E My Work A~ @
I i’ My Information I Add
Appointment

4 = My Inbox Actions

I default [ :]l/g’MySchedule

My Information

Today Day | Work Wae
I Service Partner Tr: ']

4 My Schedule

£ My Schedule | 7 00

o Personal Information

ﬂ My Information e e

M .. = =

3. Change your schedule view (Day, Work Week, Week, or Month) or use the calendar to select the
date of the service call.
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4. Once you find the Work Order on your schedule, double-click on it to bring it up on your screen.
*Note: You can still access the WO Detail Summary from a closed Work Order.
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http://www.daktronics.com/FieldServicePortalDocuments/GoServicePro%20-%20Print%20WO%20Detail%20Summary.pdf

