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AyaNova WBI Features

1 AyaNova WBI Features
1.1 Welcome to AyaNova WBI

This Help documentation provides information on how to request service from your
service company, view your existing workorders, and print workorders

e Click on AyaNova WBI Features on the list to the left to expand the list of
feature information just like it is shown in the screenshot below.
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e To print topics, select the Print menu option in the upper right hand corner of
the topic
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¢ Please contact your service company administrator if you have additional
questions on how to request service and view your data.

e If you encounter an issue, click on the Compatibility View in Internet Explorer
to see if that fixes.
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Compatibility View: websites designed for older browsers will often look better,
Y J x and problems such as out-of-place menus, images, or text will be corrected.
S

= —

1.2  Customer Service Request grid

The Customer Service Requests grid

¢ When you first log into WBI via the URL provided from your service company,
you will see a grid that lists all service requests you have made so far
sorted in descending order by the date the service request was created.

£ (unlomer ssrvice reguests - Windows Intemnst Fxplorer
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e If you want to sort by a different column, and/or filter to show only service
requests that meet a certain criteria, refer to Filtering & Sorting for details on
how to filter this Service Request grid and/or the Workorders Grid

Columns of the Customer Service Request grid

¢ Record Created - when you created the service request
¢ Client service request - the text you entered in the Title field when
requesting service
e Reference Number - the text you entered in the Reference Number field
when requesting service
e Status - the status of the service request
- Open means that this is a new request that you have made that has not
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been accepted by your service company
- Accepted means that your request has been accepted and a service
workorder has been created (see Workorder column)
- Rejected means that your request has been rejected. Contact your service
company for details.
- Closed means that the service workorder created from this service
request has now been closed (see the Workorder column)
e Priority - the priority (Emergency, Not Urgent, ASAP) that you selected in
your service request
e Record Created By - the initials of your AyaNova username you logged
into WBI via
¢ Client - your company name
e Serial Number - the specific unit you selected that needed service in your
service request
e Workorder - the workorder created for your service request

1.3  Customer Service Request menu options

£ L uslomer servics requests - Windows Intemet |oplorer

6_‘\. = |ﬂ‘ et 192, 168. 1. 10026569 (A yal

| menu options for Customer Service
1 Request grid
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Customer Service Requests grid menu

¢ At the top of this grid is a menu bar.

'i:l.? 'ﬁ? @Customer service reguests
*XOS
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e The Service Workorders menu option will move you to the Workorders Grid
so that you can view your existing service workorders via grid.

Q8@

HService Workorders

e The New... menu option is used to create to a new service request from your
service company.
;.EL.UELUIIII':

*Q%

| Recnn.ed

e Click on the Refresh menu option to refresh the grid every time you create a
new service request or edit an existing so that the grid shows the latest
information.

D@

e IRefresh... [

e The Help menu option is used to access this Online Help file
Af & Customer servi

=
0%

rd Created "Ii :

S|

e The Filter Selection menu option will only appear if you are logged in as a
Head Office - someone that is requesting and viewing service requests for a
number of other clients so you can select to view the customer service requests
for the specific client.
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Select the client you wish to view service requests for, as well as the client you
wish to create a service request for.

You can also confirm which specific client you are viewing CSR's for by the
client name listed in the Client column.

1.4 Filtering & Sorting
|

Whether viewing the Customer Service Requests grid or the Service Workorders grid,
you might want to sort by a specific column, or filter to only show specific records
that match a certain criteria so that you can find what you are looking for.

Sorting the grid
Filtering the grid
Example of searching for a specific word to filter by

Sorting the grid:

e To sort by a column, just click on the column heading.
W sl Customer service requests | |

E{*1=1C)

Record Created Client service request RefeEme Number

W W i
21820059 10:17:43 AN brief description of problem ABC's internal reference number
2M2020059 2:01:18 PM another new CSR car #4545
FAIFIONG QAT NE AM reR Titls R BFference Mimher

e The Customer Service Requests grid when logged in as a client defaults to
sorting by the date the service request was created in a descending order (last
request made will be listed at the top).
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e NOTE: If logged in as a Head Office, the Client Service Request grid will be
first sorted by the client column, and then sorted by the Record Created
column. Select a specific client from the drop down selection to see service
requests for that specific client.

e The Service Workorders grid defaults to sorting by the workorder number in a
descending order (last workorder created will be listed at the top), but as
above, just click on the column heading you do want to sort by.

Filtering the grid:

e NOTE: Filtering is case sensitive

e Just under each column heading is a filter box and filter icon

#Oe @

| Record Created  Cliel

e The filter box is where you type in, and the filter icon is what you click on so

that you can select how to filter on what you typed in
L7 N NE &

Record Created  Client service request

i'd 'l
3/3/2009 9: A| NoFitter
J- GreaterThan
f oo
% Le=z=Than
WhE“ CIICk on GreaterThanOrEqualTo
filter icon, drop
dﬂ"ﬂ'l’l |i5t ﬂf ﬁltEI' Le==ThanOrEqualTo
options display Between
MotBetween
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e For example, if you wanted to filter to only show customer service requests
made before Jan 1 2009, type in 1/1/2009 and select LessThan

- - —
AW &
Record Created  Client service request
1M1/2009 i =
MNoFiter
332009 9:33.59
GreaterThan
12182006 9:1[!:4T| LessThan 1
| GreaterThanOrEqualTo
| Lez=ThanOrEgqualTo
| Between
| NotBetween

e Now only customer service requests made before that date will show
U A @ Customer service requests

XOS®
[

1172009 W kil

120802008 9:10:47 AN Machine is making v

e And to reset back to no filter, click on the filter icon and select No Filter

|7t & & \&
Record Created  Client service reques
1/1/2009 W i
NoFilter
12182006 9:10:4

GreaterThan

Example of searching for a specific word to filter by

If you are looking for a service request where the text CSR was entered - you would
enter the text CSR and select Contains and all records that have the text CSR in it
will be listed
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Client service request Reference
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1.5 Example of filtering to show only Open requests
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The Customer Service Request grid will display all service requests made by you.
These are service requests that have a Status of Open, or Accepted, or Rejected.

This tutorial will walk you through how to use filtering to quickly view only service
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requests that are Open
1. Let's say you have a lot of service requests, and you only want to quickly see
those that are Open and have not yet been Accepted or Rejected
Easy - just filter on the Status column
You can filter on any column, but this tutorial will walk you through how to do so

on the Status column.

2. In the Status column, just type in the word you want to filter by - in this case it
is the word Open

Status Prio

[* [opd [E2

3. Select the filter option and select Contains

Prio

L lopen i |
Mman Bl o1
e 5 Prior ::cﬂinntud
T [Open [~ [ | B
MoFilter
Open {:i. Contains
DoeshlotContain
SeartsWith
Declined
EmdsWith
Declined GresterThan
LessThan
Open GreaterThanOrEqualTe
LessThanOrEqualTe
Olpen Between

MNotBetween

Arrambard ACAD ELS
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4. Now only service requests that have the status of Open will display

B Cumomer service eguests - Windows Intereet Esphorer = | =82
G = [ g 1800680108 dpmbicei ) e e o <[5 [ ] x | 120 Goore D~
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- fioh's station HE { Compan
17107301 32033 = —
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thumping soises - BRI FGAFD
- . Binther

1703011 705 Fi ek
NIJ I nlcl':rl-;::r _Pl:nr b urgemt e ABL Accounting FrageRunne 0
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5. You can filter on any of the columns - try it out!

1.6 Requesting Service

Below is an example of how to request service using AyaNova WBI.

Note that these screenshots are examples only, as your service company may have
customized the field labels to be used for other purposes:

1. Use your mouse to click on the New... menu option in the Customer Service
Requests grid

[T ] R ;.EL.UELEJIII':
P4 ® =
| Recnrl.ed

2. A new screen appears - the service request entry screen
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£ Client service request - Windows Intemet Explorer
———

- ¥ - [_ﬂ_hl:'.p:.l.lI‘;2.lEB.L.lm:ﬁ%w.ﬁv-afma\'iﬁmfiiznti:rfmke:u::tEdt.cu::ﬂ"ci:r|:|:|=EII]'3$I.:Ide&SI]
Fle Edt  Wew Faoorites  Jools  Help

W R Chent servics request | |

(%

Client: ABC Accounting
Record Created: 5/19/20010 3:30 PM
Status: Open

Eriter unigue text via WBI Admenistrabion’'s Global Settings that yvou want ta
display for your 'WEI clients

Title

Reference Numbear

Requested by
INb:,' Billingtan-C ook

Senal Number

Datais

& Mot urgent
C asap
" Emergency

3. At the top is the menu bar:

0 Delete - select to delete the customer service request if you no longer
want it

Exit - select to exit the customer service request entry screen without
saving

[l
Save & Exit - select when you are ready to save and exit returning you
to the previous grid

4. The customer service request entry screen identifies who the workorder is
being create for (your company), the date you have created, and the present
status in regards to whether your service company has seen it yet and accepted to
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a service workorder. The text just under Status: will of course be different for you
as it is specified by your service company, and this is just an example screenshot

Client: ABC Accounting
Record Created: 2/16/2009 10:37 AM
Status: Open

Enter unique text via WBI Administration's Global Set
your WBI clients

5. In the Title field, enter a brief summary of the service you require.

This field is limited to entry of 255 characters, as all you want to enter here is
a simple identification of what it is that needs to be done.

6. In the Reference Number field, if you use internal reference numbers for
placing service requests, enter it here

7. The Requested By field will be pre-populated with your first and last name
that your service company has set up for your WBI Client login username.

You can edit this however you want. This lets your service company know exactly
who to contact about the service that needs to be performed.

8. If your service company has already documented a list of equipment you own
that may need to be serviced, select the equipment by its Serial Number if
applicable.

e You can not enter new serial numbers for this list. If your equipment is not
listed for selection, enter its serial number, model, etc in the Details field
below it.

9. In the Details field, entered detailed information on the service that needs to
be performed.

e It is suggested to be as detailed as possible - thus making sure that when
your service company comes to provide the service, they already know what
has been happening, and what needs to be serviced.

10. As a suggestion to your service company, identify whether this service
request is Not Urgent, ASAP (as soon as possible) or is an Emergency.

11. When you have completed entering all the information, click the menu

| .
option M| Save & Exit at the top
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12. This will return you to the Service Request grid - click the Refresh menu
option at the top to refresh the grid so that you can now see this new service
request.

OR®

Lo Refresh. [

1.7  Viewing Existing Service Requests

Below is an example of how to view existing service requests you have made using
AyaNova WBI:

1. To view an existing service request, click on the text under the column
Client Service Request

'ﬂi’ '19? @Customer service requests

| ABC's interna

2212009 2:01:18 PM Ccar #4545

2212009 9:43:08 AM  CHPmg W CSR REferent

2. This will open the service request so that you can view all of it, including
text entered in Details.
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2 Client service request - Windows Intermet Explorer

P——

¥ Fd hittp: (1192, 168, 1. P00 b a WET S CherviSer sl egue s it s il =cal S3Ta 6 <o06 -4 T30 76 - 79
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Client: ABC Accounting
Record Created: 271272009 2:01 PH

Status: Closed

Enter unigua text via WEl Administration’s Global Settings that youw want to display for
yvaur 'WEI dients

Titl&
[«

Reference Number

Reguested by

Serial Number

Cetaila

4

1.8 Editing Existing Service Requests
|

If a service request has not yet been accepted, you can edit it further - for example,
you may want to add additional details on the service you need.

Or if a service request has been declined, you can delete it or add additional
information.

Below is an example of how to editing existing service requests you have made using
AyaNova WBI:

1. Open the existing service request that has a status of Open, click on the text
under the column Client Service Request
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Record Created Client service request Reference Number
W i'd i'd W
ZME2009 101743 AN brief descriptiorn: (n_roblem ABC's internal reference number Open

ZM22009 2:01:18 P another new C3SR \C:SF #4545 / Closed

MO0
1 You can edit this service request, as the Status is Open ‘

2. This will open the service request so that you can view all of it, including text
entered in Details.

3. Only service requests that have a status of Open can be further edited.

1.9 Viewing and Printing Service Work Orders
|

The Service Workorders grid lists workorders that have been created for you.
You can filter and sort to find the specific workorder you want to view.
And select the workorder number to open that workorder in a report format that you

can print if desired

1. If you are presently viewing the Customer Service Requests grid, click the
Service Workorders menu option

*OS @

HService Warkorders

2. This displays your Service Workorders to date, sorted in descending order by
the newest workorder number listed first.

WBI 7 Online Help - Client Use © 1999 -2015 Ground Zero Tech-Works Inc



AyaNova WBI Features

[ =y
| 8 Zareee Workmeden - Winsion bteeet Brplooe oW &
ﬁ\ g | b AR 03 rt an - £p | w0 | Google oo
8 Service Workonders Bio» Bl = (7 m v Pager Sastyr Tosk~ @=
i J-:pirrl:p-r-- e (wad apend worh ordo %@.
100N T [T I
¥ ¥ -
a1 o mamph . Bocmiing
M/ Compag
WABNNL 1S | Bipmarky o
I - a2 i A s,
o AW ARG “;‘l._‘,_'l'i;;rx:* EBL Arcrmarting
P . P Cprepsg
5 mante b copy bz e Prstiont LT 62 T ——
e MNESFREFR
- HA / Corrpay
ISR AE0AT | Machins s mali
n (=t st WrlohnBuficsd  Buunes Desisos ot hocantng S
D500 - BRA24300
. . . HiF { Corrpay
[y 11RO DM0AT | Biypeirly Serves Aboe Erel Poaaliari DLAX GF - BT dacoms niiny
o AW mentrancs AN 1
= i HP ! Compag
M D | mmten. ol apCeTE Peoliast L3 G2 T ———
3 : SO
10IIE 0043 | Rackp trainireg sndd .
P o bk pats BBL Accountng
HO ! Compag
PayLignt DLIN G2 -
1IN L00-1 AL ISEFT .
] . Shat eremn Aboe Bt i B hecounting. | M
Imagafunas:
BREMTITL

e Note that if you are logged in as a Head Office, the Filter Selection menu
option will also display where you can select to view service workorders for
each of your clients. By default, it will show the workorders for the first
client in the list even though it says No Filter.

3. To view details of a service workorder, click on the Workorder number

‘Wi’ 5AC 8 Service Workorders

| Workorder Service Date Sum
' ' e

a0 2132008 59:32:568 AN client te

79

75 click on the

= workorder number to

73 view

2162009 4:02:56 PM Maching

2162009 10:00:45 AM Bi-yearl

2162009 &:00:19 AN In=tallat

4. This will open the Workorder in a printable format.
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5. To print select the Print the Report menu option, or select the Print
current page menu option

J File Edit WView Favorites Tools

P dhe (& sample Detailed Service Wo

gf Page

Print the report
Ardvanrad

6. Exit out of the report web page when you want to return to the Service
Workorders grid
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Waorkardar# a1

7. To return to the Service Requests grid, select the Customer Service
Requests menu option

Service Workorders

Al Display Open / Closed (and open) work orders %
P- tu:u mer SEMVICE reg us,ts
L [x] [x) | [x] |

. 1/5/2011 7:13:44 global template
1.10 Viewing all open and Closed workorders or just open workorders

The Service Workorders grid lists workorders that have been created for you.
You can filter and sort to find the specific workorder you want to view.

You can also use the quick menu option to view only service workorders that are
open (not yet Closed) or you can view all workorders both open and Closed.

By default only workorders that are open display (as shown by no checkmark in the
Closed column).

1. Use your mouse to place a checkmark in the menu option Display Open /
Closed (and open) workorders
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2. Click on the Refresh menu option (so that the page refreshes to show you all
workorders now)

| W‘Norkord ers

|

3. All workorders, both open and Closed, will now display
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AyaNova WBI Features

1.11 Viewing WikiPage of a service workorder

The Service Workorders grid lists all workorders that have been created for you.

If there is a WikiPage associated with a service workorder, use your mouse to click
on the Wiki image
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The wiki page will now show in a new webpage

When done viewing, just close that web page.
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