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Cancelled Jobs — Policy Guidance Note 17

Fort Road staff must advise the DLO by email when a job is cancelled on
Orchard.

To check for any jobs that have been cancelled on Orchard and should be
cancelled on Servitor the following report can be run

From front screen in Orchard

Click on Repair button on LHS of screen

Then click on the Repair By Event folder (near top of screen)
Event class = SYS, then tab twice

Event code — 300, then tab to From Date

Enter date you wish to enquire from then tab to “To Date’
Enter date you wish to enquire to, usually today’s date

Then click on Find Now

% Repair, Selection g@|g|
File Go Task Tools ‘Window Help
BT | &) 3w » ?
Llert Maint. | Apelicants o prompt Inf. Imade Ilessage
Fepair Mumber | Fepairs By Statuzs | Repairs By Event | Invoice Murnber |
Filter -
Event Clags: |55 E SYSTEM CODES Areas: S Expenditure Find Nour
EventCode:[300 Q| CANCELLED Priorities: a Options Beset
Contractar: |0 E All Contractors Trades: S
Contract: |0 E Al Contracts From Date; |01/08/2006 E Ta Date: [16/08/2006 E
b} ept| il umberlD escription[1] |F|ep0rted Date|Pt_l,l|C0ntractor|C0ntract |Contlactor Talget| Overall T arget| Description[Z2]
HSG | 187348 RECH-Renew mortice lock intermal door 05/08/2006 |3 1| 1602 06/09/2006 20/09/2006 | and refit existi
HSG 187922 Repair boiler, not workin, bost not working 08082006 1 1 1602 09/08/2008 09/08/2008 either.
HSG | 187910/ E ase windaws ta lfraom 07/08/2006 3 1 1602 04/09/2006 1840972006
HSG | 187719 Repair leaking coal bunker lid 27/07/2006 3 1 1602 24/08/2006 07/09/2006
H5G | 187718 Repair gate posts replace door furniture easze 27072008 3 1 1602 24/08/2008 07/09/20068  westible door,
157717|Repaint bedroom and front door MRS Marsonto  [27/07/2006 (3 | 1| 24/08/2 07/03/2005 | supply pairt f

< »
Address: gg E E Keﬂ” Department: HSG Housing
Le,i?ckwa Property Type Code: 2BH 2 Bedroom House
Shetland ;4 CANNOT BE BOUGHT
ZE1 0SH RTE Code:
Terwre Type Code: TT Temporary Tenancy
Yoid Status: OCCUPI Property Occupied ‘ward Code: 8 UPFER SOUND GULBERWICK, 4L
Telephone Mumber: Scheme:
Actiohg | Select Al | Deselect Al | Surnmary |

A report of all jobs cancelled between dates entered will be produced

Servitor can then be checked, prior to Marshall’s weekly claim, and any jobs
still live can be cancelled
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