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Work Instruction: Using Job Holds

1. Audience
Engineering, Customer Service

2. Objective:
How to put a Sales Order/Job on hold and how to take it off hold.

3. Revision and Approval

Rev. Date Nature of Changes Approved By
N 06/02/2018 Original issue. Wagner
001 11/19/2019 “On Hold” date update to 11/11/2222 Wagner
002 5/19/23 “On Hold” date update to 11/11/2099 & Process Change Rigotti
4. Scope

When a Sales Order is put on hold, the Sales Order/Job needs to be put on hold in M1.
When the information required is received, it will need to be removed from hold and
rescheduled.

5. Prerequisites
Knowledge on Operating M1

6. Records
Job and Sales Order Record (Electronic)

7. Associated Documents
N/A

8. Evaluative Factors
On Hold Jobs (KPI)

9. Responsibility
Engineering

10. Instructions

I Putting an Engineering Sales Order/Job on Hold I
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A request will come from either Sales or Engineering to put an order on hold when all the
information required to complete a job is not available or the customer has requested the
order to be put on hold.

Step 1

Start Search

- My Start Page
=) sales

lable of Contents
EI=NENERS
WEEE

i3] ContactManagement

& -

89991

g Sales Order Entry
UBNreate Deposit

ABEE &b~

Order ID
Customer ID
Customer PO

contains
starts with
starts with

Req. Ship Date | Customer 1D Customer PO

Open the sales order that needs to
be put on hold:

A. Click on “Sales Order
Management” then click on
“Sales Order Entry”.

Type in the Sales order
number to be put on hold.
Click on Get Data on the right
side of the screen.

C. Double click on the

812018 5031

B02-252-8276

405-853-6885

405-8!

Req. Ship Date™

hip Method Ship Payment Typ

I11f11f22?_2 EI ed-Ex Freight Economy v] [Collect

FOB Description Customer PO* Payment Tel
RSCKEQRD. L~ | [1802613-00 Met 30 - US
ASM Contact ASN Email Address

[

v] |jwaldrop@certex.com

“Carrier Freight Info
=1 “Aithar Trfa

appropriate line to open the
sales order.

If Sales has not changed the “Req.
Ship Date” to 11/11/2099 on the
Sales order, change it to 11/11/2099
(Date used for anything on hold).
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Step 3
= ol j‘Sa\es Order Line zlangprojelctrérwfoi . .
0 ews Partinfo— Click on the job that needs to
=R 1 - 53951-01-01 TR
=1 Job Assemblies Get Method ‘ | Get Job P be pUt on hold.
o TIEJ?:NG ) 5l planning/Progress Info
ssemblies [ Engineering Review
D <MNew>
- Job Operations SETET = . « »
D) <tens S ppproveoraung R Click on the “Unschedule
& 10 - APPS -8.000 -0.000 ineering Final Review Comple i i
5 #4 Job Materids | FranesringFralRevew Corplete button on the right side of the
O <mews = Order Qty Inventory Qty . -
& 1 - DRAWING SENT TO CLSTOMER. - 8.000 3 [o-000 screen. This will remove the
L 1y g CRECD DRANTNG FROM CLSTONER -8.00 [ Porring Complte? schedule form any Engineering
TR b Aot !fﬁ/_\ operation that are open.
&= @4 Job Operations e Sscheil
O <vews= [] schedule Col 2
&) 30 - DETAI - 8,000 - 0,000 [~ Schedule Locked?
Step 4
["IPlanning Complete?
Schedule | | Unschedule
["]schedule Complete?
[| sechedule Locked? Check the “On Hold?” box
7] Firm? to put the job on hold.

[~ Released to Floor?

On Hold?

Step 5

=" N 10D JpEeranons
D <Mew > .
=@ Job - Click on <New> under

“Job Memos”

#h Job Memos

D <Mew >

S
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Step 6

= D Info
Job ID* Seguence™
[pesa1-01-01 |

= -Memo Info
Memao Date™

perisiaois [+] In “Summary” type “On Hold”.

Summary ™
Cn Hold

(ﬂamo Text

Waiting for rigging info

In “Memo Text” type in reason that
the job was put on hold.

Check the “Show in Jobs?” box.

Send an email to the Designer
letting them know the job is on

w hold.

I Taking an Engineering Sales Order/Job off Hold I

When the information needed to complete the job is received, Sales will send an e-mail
requesting Engineering to proceed with the job.

Step 7
Open the Sales order per Step 1 of this instruction, then continue to step 8.

Step 8
Send an email to the designer to let them know the Order is no long on hold.

If the order is in the detail/release process, continue to step 9. The new “Req. Ship Date”
will be entered by Sales.

If new approval is required, determine new due date for approval. This new due date is
determined by the Engineering Scheduler and/or the Sales person handling the order.
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¢ UDTDEm0 30 O D% -2 100 [N mhln b Ll Fu P [N )
pping Info
Req. Ship Date®
|os/22/2018

Put new date in “Req. Ship Date*”

Ryder Logistics V] [E-rd Part f|e|d .

od

=]

Customer PO™ Pay
4815515806 22
ASN Contact ASN Email Address
-
“Carrier Freight Info
=l -Other Info
e e Click on “Sales Order Line” that is
=@ Sales Orders to be updated_
= &1 90347 - 1001 - s;zz,.fzn 18
= i s3

- 1-6/22/2018 Enter the new date in “Approval
=@ 1nhisales Order ine |inks ” . .
Dwg. Due” on right side of screen.

Record: 14 1 of1 M|« Lo

El Delivery Info
Delivery Qty™ Delivery Date™ @al Dwmaivery Type™

[ [06/22/2018 [os /0872015 Make to Order ~| ¥

= Shipping Info

Step 9

Click on the job that needs to be updated. Uncheck the “On Hold?” button on the right side
of the screen.

= 1-MLB - 1
= @ Sales Order Deliveries
&li-1- Efzz.rzn 18 - Qty Shipped QtyRecd to T
= ¢ J':'b’rsal . || Releggld to Floor? |':' |':'-U':”:'

Job Priority
! -90347-01-01

B <Mone = -
=@ Job Assemblies [ | on Hold: [ ]

|| Schedule Logked! |

Qty Completed Completed Dat
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Step 10

LR

=@ Job Materials
D <Mew>

=@ Job Memos
[ <Mew=

el | - 5/1/2018 - On Hold - Capadity may change

Step 11

Uncheck the “Show in Jobs?
Box so the pop-up no longer
shows when the job is oened.

Fl -alert Info
|| Show in Jobs?

If an approval drawing is required, continue with scheduling per WI-20-041-Assigning
Designer and Setting Approval Date, Steps 4 using the new assigned date.

If no approval is required or the order was already in the detail/release stage, continue with
scheduling per WI-20-011-Assigning Designer and Release Due Date, Step 4.
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