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USER GUIDE FOR ENGINEER BOOKING SYSTEM | APPOINTMENT BOOKING & TASK ASSIGNMENT

e Working Schedule

Agenda

: New Appointment
e Appointment Schedule Reschedule Appointment
E Unable to view Appointment

e Complete Job Task
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PREREQUISITE s 91 Engineering

Raise New Service Request @ Customer Portal (1)

SDS*

Service Portals

et wars
D st
sl
Helpdesk System Support
.
my L3 Y

User logins SDS 2.0 and go to User selects Create New Request > User creates and submits a New
Request Creation Site via the On-site/ In-House in Customer Request
Service Portal Portal Site

4 | Co-Confidential



ST Engineering

e

sm
M

PREREQUISITE
9 New Job Task is shown on the

Engineer App for the engineer

Raise New Service Request @ Customer Portal (2)

Assigned Task

to work on it.

APPOINTMENT BOOKING
Open Task

o

ONSITE
Open Task

INHOUSE INHOUSE
Open Task

MILKRUN
Assigned Task

MILKRUN
Open Task

LOB Service Request created
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Working Schedule

» About Working Schedule
« Set Work Unavailability
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WORK SCHEDULE

About Working Schedule

The original schedule factors in Mon-Fri.

To set exceptions for public holidays,
lunch breaks, medical leave, annual
leave, or other personal reasons, use the

Time Reporting feature.

Open the Menu bar to view the menu list.
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Hello serene loh!

00 E3EIE3
odl & (x] [ |
APPOINTMENT BOOKING APPOINTMENT BOOKING
Open Task Assigned Task
]
o
8 Q
©000 o—
ONSITE ONSITE
Open Task Assigned Task
INHOUSE INHOUSE
Open Task Assigned Task
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WORK SCHEDULE

Set Work Unavailability (1)

9 Select Add Exception

o Select Time Reporting

to view Calendar.

9 Select a Day on the Calendar.

Hello Serene Loh!

March 2024

B
o T

L

>
x
5
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O I -
- B =2 2 =~ BEHF
N‘N\A _la
o o R fa = 3
o 8 kB & o [

© b @
T 3z g

CCCCCCCCCCCCCC




m

WORK SCHEDULE i

Set Work Unavailability (2)
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e
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ST Engineering

445 A O ~

— Hello Serene Loh!

Calendar Exception

Enter any calendar excz:etfon during your working schedule.

4 Type

Personal -

9 Input the Calendar Exception for e

AllDay

« Type (Holiday, Lunch, Personal, Sick or Vacation) O

Start

3/22/2412:00 AM

* Available (Can be contactable)

3/22/24 12:00 AM

« All Day (If it is a full day event)
e Start Date & Time
e End Date & Time

e Tap Save to save the record.
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Set Work Unavailability (3)

445 B B ~

= Hello Serene Loh!

2398 | \gcat\on

seconds ago

The information is updated into the system

and displayed in the Calendar record .
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* About Appointment Schedule
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About Appointment Schedule

Appointment Schedule enables the engineer to

check the available time slots for the team on the

mobile app.

It allows the engineer to make a new appointment

or reschedule an appointment with the customer.

12 | Co-Confidential
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Task 11826 (PLA)

Booking Schedule for Task 11827

Task Details (hige

Mandal Hill Camp A34890_TEST_MODEL_1Y

Request N 202403703BKG-1 Staty Open

465 Mandai Rd Singapore 729756

Schedule (hide)

12/03/2024 a End 20/03/2024 a

2H = L\\{ Assigned To Me

Reset GET OFFERS

¢ I

12 Mar - 18 Mar, 2024

Select a time slot below to make a booking.

Tue Wed Thaur Fri




New Appolntment

For Appointment Sc~he:‘
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NEW APPOINTMENT s g g

Step 1: Go to Appointment Booking Open Task

APPOINTMENT BOOKING
Open Task

Select Appointment Booking Open Task

to view a list of unassigned job requests.
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NEW APPOINTMENT

Step 2: Select and view a Job Task

= Hello Zhengda Ang!

List of Open Jobs for Appointment Booking
List of Open Tasks for Appointments to be Booked
RequestID:  202403703BKG-1

Task ID: 11827

Place Name: A34890 MANDAI HILL CAMP

Address: Mandai Hill Camp

Task Type: PMBOOKINGTASK Task Status: OPEN
Model: A34890_Test_Model 1

Resolve By: 3/13/24 01:26 PM

o

W

Select an open task from a list of job requests.
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Step 3: Open Appointment Booking Page

Hello Zhengda Ang!

Parent Booking Job Information
Parent Booking Job information
Bonlking Reguestid
202403703BKG-1
PBCe_reame
A34890 MANDA| HILL CAMP
Addiess
465 Mandai Rd
Task Type
PMEBOOKINGTASK

Select Open Appointment Booking Page "PM Servicing

Dharmtion

Bl

to view the schedule.

OFEN APPOINTMENT BOOKING PAGE

Emad Address

Firsl Mame
Last Mame
Miabile Phaone o
Resabes By

16 | Co-Confidential
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NEW APPOINTMENT

1123 0

Schedule Options

Booking Schedule for Task 11827

A34890_TEST_MODELY

Task Detalls (hid

Mandai Hill Camp
Opon

Q Timeline of the scheduler from Start Date/ Time

465 Mandal Rd Singapore 729756

to End Date/ Time.

@ Duration: Number of hours to be spent on the
Schedule (hige)
' 12/03;2024 = _
- L; Assigned To Me <_e

03/2024

appointed date.

@ Assigned to Me (checkbox): Job task to be
assigned to the engineer booking the date.

(If unchecked, booked task will be assigned to

[Bf Ouration 2H
Reset GET OFFERS

12 Mar - 18 Mar, 2024

Select a time slot below to make a booking

the next available engineer in the team)
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NEW APPOINTMENT

Step 4: Get Offers

Booking Schedule for Task 11827

A34890_TEST_MODELY

Task Detalls (hid

Mandai Hill Camp
Opon

202403703BKGY

465 Mandal Rd Singapore

Schedule
/2024 &

N L) Assigned To Me

Select Get Offers to view the

time availability for the job task

12 Mar - 18 Mar, 2024

Select a time slot below to make a booking
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Step 5: Select available time slot

m
il

"y
e
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ST Engim

12 Mar - 18 Mar, 2024
Select a time slot below to make a booking

Tue Wed Thur
12 Mar 13 Mar 14 Mar

Sat
16 Mar 17 Mar

€ Engineer can check with the customers on their

available date and time and select the time slot
that fits the schedule.

Q Select Confirm Slot to book the date and time.

jdate . Wed Mar 13 2024

edtime: 08:;30-10:30

CONFIRM SLOT

19 | Co-Confidential
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NEW APPOINTMENT

Step 6: Confirm Booking

It will display a confirmation message to book the

allocated slot. Select Book to confirm booking.

20 | Co-Confidential
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Task 11826 (PLA)

Are you sure?

An Appointment will be booked for

Wed Mar 13 2024, 08:30-10:30.

BOOK

$.2 ST Engin
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NEW APPOINTMENT

Appointment booking confirmed

124 0

Task 11826 (PLA)

Your appointment has been booked for

Task 11827!
It will inform the engineer that the appointment has Name  Mandoi il Comp
been confirmed and booked for the task.

Open

Select Exit Task Scheduler to leave the page. pddess 445 Mandsi R Singapora 729788

Wed Mar 13 2024
N

08:30-10:30

EXIT TASK SCHEDULER
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Step 1: Go to Appointment Booking Assigned Task

APPOINTMENT BOOKING
Assigned Task

Select Appointment Booking Assigned Task

to view a list of assigned job requests.
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RESCHEDULE APPOINTMENT

Step 2: Select and view a Job Task

124 D

= Hello Zhengda Ang!

Assigned Booking Task List

Booking Tasks Assigned to You

Request ID: 202403703BKG-1

Task ID: 11827

Place Name: A34890 MANDAI HILL CAMP

Address: Mandai Hill Camp

Task Type: PMBOOKINGTASK Task Status: BOOKED
Model: A34890_Test_Model_1 B

Resolve By: 3/13/24 01:26 PM

Select an assigned task from a list of job requests. Scheduled On: 3/13/24 08:30 AM
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Step 3: Select Reschedule Appointment

Select Reschedule Appointment under Details

Section to change appointment date and time.
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Step 4: Change Appointment Date and Time

o Select a new Date and e Appointment booking has

Time and Confirm Slot. 9 Confirm to Book the slot been confirmed.

124 D 124 @

12 Mar - 18 Mar, 2024
Task 11826 (PLA) Task 11826 (PLA)

Select a time slot below to make a booking

Tue Wed Thur Fri Sat

12 Mar 13 Mar 14 Mar 15 Mar 16 Mar

t has been booked for
Task 11827!

Mandai Hill Camp

Are you sure? A34890_TEST_MODEL_1

202403703BKG-1
An Appointment will be booked for
Open

Wed Mar 13 2024, 08:30-10:30.
465 Mandai Rd Singapore 729756

. Date Wed Mar 13 2024
Cance Y
T

08:30-10:30

Sefected date :  Wed Mar 13 2024
EXIT TASK SCHEDULER
Selected time - 08:30-10:30
CONFI’;M SLOT
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RESCHEDULE APPOINTMENT
No Rescheduling after Job Enroute

Please note that once you have changed your

status to Enroute, you will not be able to
reschedule your appointment with the customer.

Choose New Status

Enroute

Rejected

27 | Co-Confidential



Unable to view App
For Appointment Schedul

e

$.% ST Engineering

Cen Cioss



m
il

"y
e

ST Engineering

)

UNABLE TO VIEW APPOINTMENT

Unable to view Appointment or Task

9:55 A

= Hello serene loh!

oo EJE3E3
odl & (x| | |
SDS2.0 app prevents booking conflict between two or A e Ao e
more users accessing the same task page, thus if the
first user accesses the task, the task will not be shown '@
X B
. . . . . o—
in the job list. Once the user is done with the page, the =
ONSITE ONSITE
task will reappear in the job list. Open Task Assigned Task
.
X E
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COMPLETE JOB TASK “uy 9 9

Proceed to work on the Job Task

Engineer can continue to work on the job task with or without booking an appointment.

Refer to User guides for Managers & Engineers for different types of workflow.

o Inhouse Repair Request e Onsite Service Request

* Repair and Return

« Advanced Replace
* Engineer Swap

31 | Co-Confidential



Thank you

" - -
. ST Engineering



