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Recurring Orders Function

How to Use the Recurring Order Function During Order Creation

Configuration
From the Portal menu, go to Configurators > Portal Layout Configurator > Orders.
Ensure Recurring Order Settings is moved to the active Groups and Fields section.

Click the Editable Fields blue tab.
In the Activity Status column labeled Created, ensure the Recurring Order field is included in the group
of editable fields.
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Usage and Results
Go to Service Center and select the Customer or Asset you want to create an order for.
On the Order Creation screen, do the following:

Note: If no engineer is selected, the recurring orders will be created with the status "Created" and
will not be automatically planned.

Note: Recurring order options will only appear if this box is selected.

Select the engineer to be assigned the recurring order.

Check the Recurring Order box.
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Once the Recurring Order checkbox is selected, the Recurring Order Settings group will appear as shown
above.

Filling in the Recurring Order Settings:



Time Zone -Prefilled
Start Time - time of day when the recurring orders will start
SLA Days, Hours, Minutes- Fill in with needed SLA items
Pattern Type- When the recurrence occurs: Options include Daily, Weekly, Monthly, Yearly
Based on pattern type, user will need to fill in additional fields (example: every # of: Days, Weeks, Years)
Recurrence start/end- When the recurring orders will start and end
User occurrences instead of end date- can use this option and select the number of times the order will
occur. Eliminates end date option
Save and Plan

After clicking Save and Plan, the user is redirected to the Planboard.
Recurring orders will appear in the Order Search column with the recurring order icon and a status of
Planned.
Navigate to the date of the first order in the recurring series—this order will be planned for the selected
engineer.



Go to the next date in the recurring pattern to see that the order is already planned.
In the example shown, the recurrence is set to annual, so each order appears one year apart.


