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Work Flow Step 1 — Schedule Work

Work Flow
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Click to return to Main WorkDesk

PV \WorkDesk ROLETEST About Logout

Restore

Menu Quick Search A GO

Daily Tasks & ChargeOuts & @ @

Waork Management J Q Contractor Equipment Rental
Accounts Payable ] Q Shop External Charges
PuchasaOide
] Q, Work Order

Contract Administration Shop Phase Manager

| @ Purchase Order Daly REEmgRAment print
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Asset Management i
Customer Service (
[

Finance | @ Equipment Profile Timecard Entry
Human Resources
——— TIMECARD APPROVALS & & ©
Property Mlanagement ~ Work Order ~ HEQ Waiting Material ® 22 Timecards
enu
Purchazing Blanagement ~ Work Order ~ HEQ Pending Budget Approval | ,
always on Time and Attendance ® 0 Worl\ianagement ~ Work Order ~ HEQ Reviewed for Partial Bill St D -~ 60
the left System Administration ® 3 Worllianagement ~ Work Order ~ HEQ Billable Complete ® 0 Equipment Rentals

® 0 WorkiManagemgglk ~ Work Order ~ HEQ Non Billable Complete

Internal Grounds Website: & @ @

Watch for New Work Orders

| Defy Iedithageun. & B0 O e In WorkDesk Daily Tasks & Charge Outs,

click Shop Phase Manager

e Shop Phase Manager — Visual view of the
progress of a Work Order. Grouping is
based on transactions against a Work Order
in AiM. Provides access to the Work
Planner, Work Scheduler, and the Shop
Daily Assignment.

Equipment Rental
External Charges
Purchas s
Shop Phase Manager

Daily Assignment Print
Timecard Entry

| TIMECARD APPROVALS & @ O
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J.\I"l = Shop Phase Manager ANNA About  Logout
Refresh
S S— ) — = 2 ‘
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Lines to Display 2550 100 250 Work Code ‘ Q' ‘ 9
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Work Order Ascending ¥
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Search for the Work Orders by Phase Shop. Additional criteria can be specified to limit results.
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Results are displayed in 5 columns based on the following criteria —

e Backlog — No transactions exist against the WO/Phase. No planning screens or scheduling
screens have been started.

e Planning — Work Planner screen has been started. No other transactions started. No charges
on the phase. (Not using at this time.)

[ ]

Scheduling — Been added to a Daily Assignment. Pick Ticket created. No time has been
started.

e Started — Timecards started. Charges posted to the phase.
[ ]

Stalled — Charges posted to the phase. No Daily Assignment, Pick Tickets or Asset rentals
for a future date.

Scheduling - 4



Work Order/Phase (WOP) Information

Status can be edited from this screen. All other fields are display only.
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Work Order #
/ Phase # := Work Planner
Description = \Work Scheduler
160420-236630 pes ) )
Waork Code 001 = Shop Daily Assignment
\21?0 HEAVY EQUIPMENT-PLEASE
Priorit ENERAL MAINT
riopity P —ir
Date created ———Apr 20, 2016 09:50 AM
Status ——> INPROGRESS Q
Estimated Hrs "‘"'_)'
i Work Order Descending ¥ |
Backlog 5
170404-303477 =
001 =
broken bricks in the middle - test = . .
L AR ATE DESIEN e By default, the Work Orders will appear with
1 the oldest on top. Change the drop down to
ERFADL BTN AN Work Order Descending to see the newest on

OPENQ

@00 ) top.
oo ) e Click = to open the Shop Daily

Assignment screen.

161207-300945
002

Grounds work order
COTHER

4

OPEN Q)
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List of Shop
Technicians

This screen is a graph of the daily assignments for the technicians assigned to a specific shop.
The screen shows a week at a time.
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Weak of February 26, 2017

e C(Click the Work Order number to see more information on the job.
o On the Work Order, verify Billable Status (more info pg. 17)
o One the Phase, verify Priority
e Click the plus sign to add the Work Order/Phase to a technician’s Daily Assignment
e The Daily Assignment screen for the technician will open.
UM Daily Assignments ANNA Abour  Logout
Save Cancel
Work Date < Totals Scheduled 0.00

@

Daily Assignments

B Sequence  Phase Location Wiork Classification Priority/Status Phase Estimated Trade Estimated Scheduled Actual

Load Previous Assignments | Load Work Orders

| 180518-246022 02 M a 000 [p00 | 0.00
0 EXTERNAL SS

o001 SR
% ESTIMATE* 0465 FIRE/SUPP 5Y5 RESOURCES

0465 PROVIDE ESTIMATE TO REMOVE HALON FIRE SUPPRESSION SYSTEM, AND ADD SPRINKLER SYSTEM
TO BUTLER 009.
INSIDE/009

Add scheduled hours
Add sequence if desired. (Sequence determines the order the Work Orders will appear on the
Daily Assignment report.)

Click
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Work Date har 01, 2017
e Click € Back {0 return to the Shop
Timecard Shop Person 1033952 Daily Assignment screen
Email
Print J&COEB SEABACK

Daily Assignments
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e Once items are added to Daily Assignments, they will appear on the Shop Daily Assignment
screen highlighted in yellow.

e The Work Order/Phase (WOP) can be added to additional technicians and/or dates by clicking
on another plus sign.

e After completely scheduling the WOP, click  bene  to return to the Shop Phase Manager.

e Repeat for other WOPs.
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e Once added to the Daily Assignment, notice the Work Order/Phase has moved to the Scheduling
column.
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Updating Phase Status
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Throughout the work process, the Phase status will need to be updated to reflect the progress of the
work. Phase Status Flowchart available in the Flowchart Binder Section.
The Phase status can be updated from the Shop Phase Manager screen or from the Work Order/Phase

screen.
Status update from Shop Phase Manager

Lines to Display - 2550 100 250

| Work Order Ascending T

Backlog "

160726-263670

001

HOUSTON STREET AND UNIVERSITY
ROAD REPAIR

2

Jul 26, 20 e 111
ASSIGNED
@

160726-763826
001

PLEASE REPAIR THE REAR DRIVE
GENERAL MAINT

e To change the Status from the Shop Phase

manager screen, click the @ to pull the
available statuses.

Phase Status

Search Show All

_ e Choose the appropriate status.

Assigned — Technician(s) assigned to do the work.
OPEN Work Started — Something has actually been
started.

ASSIGNED

PENDING BUDGET APP

I WORK STARTED I

* WAITING ON MATERIAL
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Updating Billable Status

An important part of the Work Order process is determining if the job is Billable to a customer. Once
this is determined, the Work Order should be updated appropriately.
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Billable Status update from Shop Phase Manager

160726-263826 .
e To change the Billable Status from the Shop
PLEASE REPAIR THE REAR DRIVE AISLE WHERE THE TRANSIT LOT

NI KA Phase manager screen, click on the Work

2 Order number
Jul 26, 2076 03240 PM

ASSIGNED Q

TANTIR-IRatTa

e C(lick Edit
1507 1¢€
WViewFinder
Category SR
ER |'4@ e Click the Q in the Billable Status field

Job Priority

e Choose the correct option — Some options are
not used by Grounds

Search Cancel

Bilable Status I Description o BILLABLE — All charges are billable to

BILLABLE ALL CHARGES BILLABLE the customer

DEFERRED DEFERRED MAINTENANCE TEM o NON BILLABLE — Work covered by the

MOMBILLABLE REVIEWED AND DETERMINED NOT BILLABLE ContraCt

e e o SSCPAY - Free Work — th contract
work but Grounds is not billing

55C PAY S5C PAYING ALL COSTS OVER 55,000

Y Work Order

Cancel

e C(Click Save

Extra Description

Referenre Nata
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Work Flow Step 2 — Print Daily Assignment

Work Flow
5 AR
£
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2 Schedule/Assign lfrmt Datly Enter and R'ev'lew Chvarges
> Assignment and Bill if Applicable
s Work Order/ ——» S Approve Data ——> Close Work
£ Phase DICVI o against Phase Seeael
a Technician Order
K
A
<
-2 Documents
= Work per Phase
E on the DA report

WorkDesk

Click to return to Main WorkDesk

.Y WorkDesk

Restore

Work Management

Accounts Payable

Asset Management

Caontract Administration

Customer Service

Finance
Human Resources

Inventory

Menu Property

Purchasing

always on Time and Attendance
the Ieﬁ System Administration

Watch for New Work Orders

Quick Search

0 WorldVlanagem,

Channel

| @ Contractor

IQ Shop

] Q, Work Order

| @ Purchase Order

| @ Equipment Profile

#1anagement ~ Work Order ~ HEQ Waiting Material
® 0 WorkManagement ~ Work Order ~ HEQ Pending Budget Approval
® 0 Worl@ianagement ~ Work Order ~ HEQ Reviewed for Partial Bill

® 3 WorkManagement ~ Work Order ~ HEQ Billable Complete

~Work Order ~ HEQ Non Billable Complete

Print Daily Assignment —
-

Equipment Rental

External Charges

Purchase Crders

| TIMECARD APPROVALS & © ©

ROLETEST About Logout

a B O JDalyTasks&ChargeOuts & & O

Equipment Rental
External Charges
Purchase Orders

Shop Phase Manager
Daily Assignment Print
Timec, ntry

TMECARD APPROVALS & @ ©

B 22 Timecards

Equipment Approval - @G O

® 0 Equipment Rentals

Internal Grounds Website: & @ ©

From the Daily Tasks & Charge Out channel,
click on Daily Assignment Print
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Parameter X

Parameters marked with * are required.
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{3} shop:*
HEQ 1 v
{} startDate(yyyy-mm-dd): * St
2017-04-07 (| 2 ]
{) EndDate(yyyy-mm-ddy:*
B 3 Choose the Shop
Nt Enter the first date

Enter the last date
Click OK

el e

OK Cancel

Print the report. There should be 1 page per technician. Make sure to print single sided.

Daily Assignment Report

CRCE N

Showing page 1 of 11

w ’Ai M Daily Assignment Report

Employee EmpName Work Order Priority Work Code e
e 170404-303478 = RAISHOLES = e
838441 Test. 2
Phase Hours
Comments
Employee [EmpName Work Order Priarity Work Code m’:’;ém Prop/ReglLoc
gg;{m_m 161206-300928 ) CORRECTIVE - |nse
838441 Pothole at 1156 - Needs a stump ground 02
Phase Hours
Comments
Employee [EmpName Work Order Priority Work Code sﬂlf:é > Prop/Reg/Loc
?ggHAm 161121-300861 2 CORRECTIVE - s
838441 Test for grounds HEQ 02
Phase Hours
Comments
Employee EmpName Work Order Priarity Work Code smfﬁsvé - Prop/Reg/Loc
?Ir;—]grﬂamz 170405-303483 i BOLLARD - 0970
838441 Testing for Matt. Set up the equipment for the event. 02
Phase Hours
Comments
Employee [EmpName Work Order Priority Work Code s‘alrigltE = Prop/Reg/Loc
?ggHANEE 161207-300946 ! OTHER = [
838441 Grounds work order 02
Phase Hours
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Work Flow Step 3 — Technicians Document Work

Work Flow

Customer
=

2 Schedule/Assign l?nnt Daity Enter and R?V_Iew Ch.arges
> Assignment and Bill if Applicable
S Work Order/ ———» id Approve Data > I K
s Phase PrOMICSES against Phase e titn
A Technician Order

| a K
=
-2 Documents
= Work per Phase
E on the DA report

e The Daily Assignment print out will be given to the technicians each morning.

e Technicians will document the following on the Daily Assignment —

o Hours worked

o Notes of what was done

o Equipment used with a time range (ex: 8 am — 12 pm)

o Work status — Is the job complete?

e Daily Assignment will be turned into the Supervisor at the end of the day.
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