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Overview of Service Request - Work Order
Workflow in FAMIS
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Logging into FAMIS

Logging into FAMIS

1.

No Uk wN

Double Click on Internet Explorer

Click on the address bar

Enter https://accessuh.uh.edu

Press Enter to go to AccessUH

Log in using your CougarNet credentials.
Click on FAMIS icon

Click on the “Maintenance” tab

283
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If there is a Security Warning pops up:

1. Check on I accept the risk and want to run this application

2. Click Run button

3. Do it again if it continues to ask. Depending on the specific configuration, Internet
Explorer may ask to check this box up to 3 times.

If you have problem with getting FAMIS to display correctly, please contact
FAMIS Support at: famissup@central.uh.edu

' -- - —
—
e@”@ http://fmportal. cougarnet.uh.edu/famiz 0 - B &
9l & FAMIS Single Sign-on

famis FAMIS Xi Portal ,

Home Reports IETGETSEY Inventory Visual Map DiscovererPlus DiscovererView WO Reports

& FAMIS X1 Portal

| Security Warning

i

Do you want to run this application?

Name: oracle.forms.webutil.common.Register ...
4 ! Publisher: UNKNOWN
Location: http: /... fjacob.jar

Running applications by UNKNHOWHN publishers will be blocked in a future release

because it is potentially unsafe and a security risk.

Risk: This application will run with unrestricted access which may put your computer and personal
information at risk. The information provided is unreliable or unknown so it is recommended not to
run this application unless you are familiar with its source

More Information

1 < appiication
[]1 accept the risk and want to run this application. ‘ Run I

. "4

:____)
Java /

Select a Tab
After successfully logging-in, there will be TABS located at the top of the window.

Depending on the user’s role in FAMIS, you will have the specific tabs such as Maintenance, Key Control,

Inventory, Reports, Visual Map, etc.

Click on one of the tabs to go to FAMIS Home Screen:
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Search
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UNIVERSITYof HOUSTON Loginto AccesUH
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UHHome | Plant Operations | AboutUs

m

About Us

About Us

Mission, Vision & Core ABO UT PLANT OPS

Values § L :
Pride in Service.
Location & Hours

Contact Us Every day, more than 450 Plant Operations employees make their way

ta the University of Houston central campus, a "city” of 50,000
Organizational Charts

people, to work for you. In all, Plant Operations puts in over 18,000
Our Committeas hours of manpower each week supporting and maintaining a safe,
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' Contact Us
Planning
Mews and Events About Us Location & Hours
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FAMIS Home Screen:

FAMIS Home Screen can be identified by “FAMIS Xi Home” right under the tabs
FAMIS Home Screen includes 3 main parts:

1. Role selection
2. Content window
3. Shortcut buttons




Dashboard Home FSC Reports QL EG LGN Inventory Inventory Report Visual Map DiscovererPlus DiscovererView

Cluickpicks -

FAMIS Xi Home

e ~N

WO Backlog
Labor Approval
Labor Charges

Work Orders

Waork Order Closing

,
\.

Shortcut buttons

.

FAMIS Xi Home Role selection

|Maintenance Mgmt Supervisor

®-_1 Equipment

L IFacilities

EAdInvoices

- 1.Job Casting

G0 Lahar

G Materials

G- Preventive Maintenance
E-L1Prajects

-1 Purchasing

G- Schedules

-1 Senice Requests
E-Ldendors

&L 1Work Orders

Type |All Menu lterns

Content
Window




Role Selection:

Depending on what type of user you are, you will see different roles such as Crew
Technician, Project Manager, Maintenance Mgmt Supervisor, Warehouse Coordinator, Business

Admin, etc.

If you are assigned more than one role in FAMIS, you will see different roles when clicking
on the role selection. For each role you choose, the contents in the content window below will be

changed.

Dashboard Home FSC Reports

Cluickpicks 'l

WO Backlag |

Labar Approval |

Labor Charges |

Waork Orders |

Work Order Closing |

Space Management Admin

FAM rF=c

Inventory Control Adrmin
FAMIS ¥i Administration

FAMIS ADMINISTRATOR

Maintenance Mgmt Superisar

Inventory Inventory Report Visual Map DiscovererPlus DiscovererV

|»

- 1Facilities
- Invaices
&-_1.Jab Costing
& Lahar

B Materials

Different roles

FUTLTI =TI

1 Schedules

B Serice Requests
B 1%endaors

B 0%Wark Orders

Type | All Menu lterns

'l . Go |
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Content Window:

Content Window includes 3 main parts:

Folder

A folder’s icon is represented by this symbol &}D . Each folder can be expanded when you
click on the “plus sign” on the left of the yellow icon. Each folder has forms and reports that relate to the
folder name. For example, the Work Order folder will include Work Order form, Work Order reports,
etc.

Forms

A form’s icon is represented by this symbol‘Iﬁ . Each form serves a specific purpose and shows
different information. For example, the Work Order form help users track and change WO information,
task list, crew, job assignment, statuses, etc. Double click to the icon to open the form

Reports

A report’s icon is represented by this symbol_D . Each report will show information related to
the name of the report. Double click to the report to open the report.

Work Order folder

|Maintena\nce Mgmt Supervisor v| .

\
lg%[:l‘xfenbnra =
'é‘-aWUrk Orders ]

™ Close Route WWis Work Order form
r Work Orders

—Tlwork Order Closing

T vark Order Cost Surnmary
1 User Profile I/ Folder inside the Work Order folder
I'i-}a Feports - Active WO

T Active Wark Order Detail Report

—[ Twark Order Billing Detail Repaort by Account Segment 1/Account Segment 2
—[ Twark Order Billing Detail Repaort by Account Segment 255ccount Segment 1
—[ Twark Order Billing Summary Feport by Department

T ark Order Cost Detail Report
L[DWDrk Order Cost Est Report

4 1Reports - WO lnvoices |
Fepaorts - WO Labor -

Type |AII Menu lterms v‘ | Go

Work Order Cost Est report
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Shortcut buttons

Depending on the user’s role, the shortcut buttons will appear on the left side. For example,

Maintenance Mgmt Supervisor will have shortcut buttons to WO Backlog, Labor Approval, Labor

Charges, Work Orders, Work Order Closing, etc. Shortcut buttons help user quickly go to the forms and

reports instead of finding them in the content window.

Click on a button to go to that form.

Dashboard Home FSC Reports GG RN Inventory Inventory Report Visual Map DiscovererPlus Disc

Shortcut buttons

( WO Backlog |\

Labor Approval |

Wark Orders |

[
[ Labor Charges |
[
[

\| Work Crder Closing]j

) .

[Quickpicks _/~]_ FAmNS Xi Home

|Maintenance Mogmt Supervisor

7

B

-1 Equipment
e Facilities
B Invoices
E-_1.Jab Costing
e Labar

B Materials

G- Preventive Maintenance
E-L Prajects

-1 Purchasing

ELd Schedules

E-L0 Service Requests
E-_1Wendars

e dwork Orders

Type | All Menu ltems
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Form navigation

Open a form

You can open a form by either clicking on a Shortcut button or by double clicking on a form in the

content window:

Quickpicks -|  FAMIS Xi Home

—
| WO Backlog |

|Maintenance Myt Supervisor

] (2] (2)

[ Lahar Approval |

=L Preventive Maintenance
=L 1Projects

& Purchasing

&1 Schedules

-1 Semwice Requests

e Wendars

[ Labor Charges |

[ Wark Orders |

A T Close Route Wos
Click on these im0k Orders
shortcut buttons ZIwWork Order Closing
Tlwark Order Cost Summary
TlUzer Profile
J

G- IHeports - A8jwe WU
L1 Reports - WO Inwoices
&1 Reports - WO Lahar
L1 Reports - WO Materials

Or double click on the forms here

|»
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Navigation Bar functions

Navigation bar can be found at the top of any form in FAMIS.

Function Toolbar Keyboard Menu Bar
- Icon Commands -
Back {g: File > Back
Home 3 File > Home
Save/Commit B F+10 File > Save/Commit
Screen Print é) Shift + F8 File > Screen/Print
Enter Query \tr F7 Query > Enter Query
Execute Query @ F8 Query > Execute Query
Count Hits '_é] Shift + F2 Query > Count Hits
Cancel Query @ Ctrl+ Q Query > Cancel
Insert Record Eﬂ F6 Record > Insert
Duplicate Record @'] F4 Record > Duplicate
Delete Record Sﬂ Shift + F6 Record > Delete
Clear Record Shift + F4 Record > Clear
First Record Record > First
Previous Record [Up Arrow] Record > Previous

Next Record

[Down Arrow]

Record > Last

Last Record

Record > Next

Attachments

N B B E

Attachments > Attachments

Mail Templates
Email Templates

14
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Basic Search

Performing search (or query) is one of the most important skills in FAMIS. The search function in FAMIS
is used to retrieve information from the database.

Where and when can you perform a search?

Search is used to get the information that exists in the system. You can perform a search in forms
only. For each employee in a crew, it is important that you are able to search in Work Order Backlog
(Work Order Workbench), Work Order, Purchase Requisition, Service Request, Labor Timecard, etc.

Basic Search function includes 3 main steps:

Start the search function
Enter your requests / criteria
Execute search / query

Go to the next result

2 WNR

Examples of basic search are listed in the table below:

You give criteria You get

Work Order Number (e.g., W0123456, | Work Order detail information, cost information

W0290830)

e Your peoplesoftID = 1234567 All work orders assigned to employee that have

e Start date = MON APR 28, 2014 peoplesoftlD = 1234567 and the start date is
MON APR 28, 2014

e Crew name = HVAC All work orders that are assigned to HVAC, have

¢ Building = 0585 the status of OPEN, and locates at that Building

e Status = OPEN 0585

Start the search function:

There are two ways to start a search:

1. Click onthe \r icon in the navigation bar
2. Press F7 on the keyboard

The fields in form will turn blue after starting a search (when the fields are not in blue, you cannot

perform any search):

15




|

e
-y FAMIS

File Edit Guery Record Aftachments Help

(€8 Ba[*PEHO GE [ iz )

Wlork Order Connected as congoi@famisprd

| | N ATTACHMENTS

Attributes Tasks

SR |
The fields turn

Equipment | - Asset
. AssetCl T
o | sect closef | | g " blue and allow
9 Equipment| | | O
Emplayees | user to input
" — General Infornﬁi — Current Status /Dates ———————— Tracking 1 \ Library criteria
L Cews | wef [0 some [0 || .
| t
Project Requests | Priority O eSS | racking2 equest \ )

Assigned Tof O Due Date D Create WO
Hon-Available _
Outage Clags O Completed D ’7

7— Primary Labuo| — Location Travel Time Estimates

Crew O Site E] Dat
Craf [:] Building O I
Crew Sizel Floor O Conv to Praj...

EstHrs o
Current Est Hrs w om 8] [ Print Tickey\lext Batch...

AR

Enter your criteria

Work Order L
Enter criteria. It can be one

WO Humber ||W0123456 criterion or multiple criteria,

ParentWo | | depending on your need

Attributes Tasks \ j
— Asset /

/ /
Asset Class | V / O [E
Equipment | / / G
— General Information / — Current Status /Dat¢s —|—————— Tracking 1 Library
i 0 g Rt
Priority E] Material Status v T m
Method 0 Start Date D ’7
Assigned To |1032334 E] Due Date G i Create WO
Outage Class E] Complete O e
| Billing
w Travel Time Estimates

— Primary Labor m
Crew |ELECTRICAL E] Site (00730

Craft ’70 Building 1535
Crew Size Floor

Est Hre/ | | \ Room |119
Current Est Hrs

Caonv to Praj...

M

Wik

[ Print Ticket On Mext Batch...
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Execute your search

There are 2 ways to execute your search:

1. Click the ﬁ icon on the navigation bar
2. Press F8 on the keyboard
ile Edit Query Record hments Help

(3 B §ejlE0 a8 BEEBE @

Quic Mdesl¢ Order
E icon umber [W0291272  [RM313A CUSTOMER SEEN A COCK ROACH IN HER OFFICE =]
- ent WO | | [l

v  —

SR |

Equipment | [~ Asset
: Asset Class | | E| [E
FM | Equipment | | El

Employees |
— General Information ——— — Current Status /Dates —————— Tracking 1 Library

Crews | . .
) Type [SERVICES [ Status [COMPLETE [ -
Project Requests | Priority |3 E| Material Status Tracking 2 ==

. ] | Related WO
I| Method [| Start Date  (MON APR 25, 2014 [| ACM FREE

Assigned To 0 DueDate [THU MAY 1,2014 [ Create WO

: oy i

Outage Class [| Completed |TUE JUN 3, 2014 [| |

— Primary Labor — Locati . Travel Time Estimates
crew [GROUNDS [ site D070 G |l
Craft ) Building 1524 (J BEIEE
Crew Size Floor |03 (J Conv to Praj..
Est Hrs/ |
Ro
‘ om 3134 [l [ Print Ticket On Hext Batch Run

Current Est Hrs

l Attributes  Tasks Crews Parts Tools PO's Routing  Readings  Closing

[}

i

Billing

4l
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Go to the next result

You may get multiple results after executing the search. For example, there might be more than one
work order that is assigned to you today. In order to navigate to each result, FAMIS provides 4
navigation buttons on the navigation bar:

1. - go to the first result

7Y
2. - go to the previous result

[~
3. - go to the next result

4. - go to the last result

File Edit Query Eecord Attachments Help

S

(¢33 B8 ¥FOE0 EEO|EEEHE

K
\

Navigation buttons

18




Advance Search

‘Wildcard’ search

Sometimes we remember only part of search criteria. For example, we only remember the last four
numbers of a work order are 1234, the first name of an employee is ‘Mike’, etc.

%
FAMIS provides a special ‘wildcard’ character - the percent sign: /0 .

The percent sign will replace any leading or ending missing characters.

You can put %1234 to search all work orders that have 1234 as its last four numbers are

Count the results
Before executing the search, FAMIS allows a user to know how many results will come back from the
search.

Before clicking on the @ icon to execute the search, you can click on the = icon to count how many

results return from the search. The number shows up in the status bar:

File Edit Query Record éﬂams Help

(¢33 BEF SEs0 BEEEE @ )
Work Order 7 Connected as congo@farmisord
— Wildcard Search criteria: all WOs
- . WO Humber ‘%1234
=i icon | that end with 1234 ATTACHHENTS
\ Motes (0)
T‘ Aftributes Tasks Crews Parts Toals PO's Routing  Readingz  Closing Dacuments (0}
) ) E-Mail (1)
Equipment | (— heset
T ooE | 0% INFORMATION
[ PMm )
_ : Equipment | ‘ 8] Current Schedule
Employees | Audit
T| /— General Information r— Current Status | Dates Tracking 1 Library
o - — |
Project Requests | Priority O Material Status TTTa Y REPORTS
wo ) T ,7 0 Start Date ,7 0 ’7 Work Order Ticket
) Assigned To O Due Date D ) Create WO
Outage Class N Completed | 0 "
| Billing
The status bar says that there are | - Location Travel Time
10 WOs that end with 1234 swe | g |
Building 8
Est Hrs/
rrent Est Hrs Room O [ Print Ticket On Mext Batch..




Current Schedule Workbench / WO Backlog

There are two ways to open Current Schedule / WO Backlog:

1. Click on WO Backlog shortcut button on the left
2. Select Maintenance Mgmt Supervisor or Crew Technician in the role selection, then
Double click Current Schedule form under Schedules folder

Quickpicks v| FAMIS Xi Home

IMaintenance Mgrmt Supenrisorl v| H || = ‘

&L Equipment

=L Facilities

| WO Backlog

B Dlrvaices
&_1.Jak Casting
&L Labar

&L Materials

Wark Order Closing |

L Preventive Maintenance
L1 Prajects
&1 Purchasing

:ﬁ

‘ASchedules
I—ECurrem Schedule
L1 Service Requests

L 1vendors

L 1%Wark Orders

Type |All Menu ltems '| | Go

20




Current Schedule Workbench / WO Backlog Overview

The Schedule Workbench lists all work orders that meet predefined criteria. The lists may
be different depend on the filters that we set up. It can be the list of all open work orders for

your crew, the list of all work orders that are assigned to yourself, etc.

Each line in the list gives information about one Work Order. We can see that WO Number,

Start Date, Building, Priority, Status, Description, Craft, Maint Type, Crew, Assigned person,

Equipment that associates with the Work Order, Due Date, Service Request Number, Scheduled

Date, Department, etc. You can change the order of the columns.

Folder

Al Waork Orders -l Edit...

WO Humber StartDatc Lﬂuildir" . Status escription

- wossass | Click here and choose different predefined views [PORT AT THE compLeT

[ fnozss3sn 03,000 CER ARRIIAL

[ L iainzes=eT THUL a2 2014 [n=nE

!_!hnﬂu H FYan:

-

-

fni0255127 [THU Jan 2, 2014 |os20 [z [opEn
\ E CPEM = e L npre S0 1 ST =

[ jnozss3ss [THU Jan 2, 2014 |os08 [z [opEn [H¥AC FAN COIL UNIT ANMUAL
[ jwozss1sn [THU Jan 2, 2014 o518 [s [oren HvAC AR HANDLING UNIT, 25 TONS THROUGH 50 TONS &
[ jnozss153 [THU Jan 2, 2014 o518 [z [opEn HvAC CONTROLS, CENTRAL SSTEM, ELECTROFNEUMA”
[ jwozss394 [THU Jan 2, 2014 |ns08 [3 [oren H+AC DRINKING FOUNTAIN ANNUAL
[ jnozss3ga [THU Jan 2, 2014 |os07 [z [opEn [HvAC CENTRIFUGAL PUMP OVER 1 H.P. ANNUAL
[ jwozssao7 [THU Jan 2, 2014 |oso7 [3 [oren HvAC SUBMERSIELE PUMP, 1 HF. AND OYER ANNUAL
[ jnozss411 [THU Jan 2, 2014 o520 [z [opER HvAC AR COMPRESSOR, RECIPROCATING, 5 TO 40 HP. &
[ o . . HvAC Fan, CENTRIFUGAL, UP To 5,000 CFh ANNUAL
o] Slide this bar to see the rest columns  [ivac i iater, cas rapiant annuaL
[ wozssam IO JBM 2, 2014\ 7] EREEED HvAC A/ SPLIT SYSTEM, DX, AIR COOLED, UP TO 10 TOR
[ jniozss445 THU JaM2, 2014\ D523 [3 [oPen HvAC PACKAGE UNIT, AR COOLED, 3 TONS THROUGH 24
[ jnozssaas [THU Jan 2, 2014 o523 [2 [opEn HvAC AR HANDLING UNIT, 3 TONS THROUGH 24 TONS A
[ finciz55451 [THU Jan 2 2014 o523 [z__lopen HYAC DRINKING FOUNTAIN ANNLUAL

] | »
| Check All... |” Uncheck All... ] | Assign WO... || Close WO... || Expoart... || Labaor... ||Cunvert to Praj...
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Create custom view

To view work orders that meet specific criteria, click Edit

Current Schedule

Folder |AII YWaork QOrders 3 | Edit... |
P
ding P Status Description Craft Type
O [3 [opPEn [HYAC FAH, CENTRIFUGAL, UP TO 5,000 CFM SEMI-AHHUAL PM | IPREVENTIVE <]
[ [+ [opEn |HvAC ZOME CONTROL SEM-ANNUAL P [H_Z_MAINT [PREVENTIVE
] [3 [oren |HvAC ZOME COMTROL SEM-ARNUAL Ph [H_Z_MAINT [PREVENTIVE
[ [3 [oren [H#AC FAN COIL UNIT SEM-ANNUAL PM | [PREVENTIVE
O [s [oren |Hva.C CENTRIFUGAL PUMP OVER 1 HP. QUARTERLY PM | [PREVENTIVE
] [+ [orEn [H+AC AR HANDLING UNIT, 3 TONS THROUGH 24 TOMS QUARTERLY PM | [PREVENTIVE
] [+ [opEn |HvAC CENTRIFUGAL PUMP OVER 1 HFP. QUARTERLY PM | [PREVENTIVE
[ [3 [oren |HwAC FAN, CENTRIFUGAL, UP TO 5,000 CFM SEM-ANNUAL P | [PREVENTIVE
] [s [oren |HvAC BOILER, HOT WATER; OIL, UP TO 120 MBH MONTHLY PM | [PREVENTIVE
] [3 [oren |Fva.C ZONE CONTROL SEM-ANNUAL PM N_Z_MAINT [PREVENTIVE h
] [+ [orEn [HvAC ZOMNE CONTROL SEM-ARNUAL M H_Z_MaINT [PREVENTIVE
[ [z [orEn [HvAC FAN, CENTRIFUGAL, UP TO 5,000 CFM SEM-ANNUAL PM | [PREVENTIVE
] [3 [oren |HvAC COMPRESSED AIR DRYER SEM-ANNUAL P | [PREVENTIVE
] [3 [oren [HvAC COMPRESSED AR DRYER SEM-ANNUAL P | [PREVENTIVE
O [3 [oren |HvaC BOILER, HOT WWATER; OIL, UP TG 120 MBH MONTHL'Y PM | PREVENTIVE
] [+ [orEn [H+AC FAN COIL UNIT SEM-ARNUAL PM | [PREVENTIVE
] [+ [orEn |HvAC CENTRIFUGAL PUMP OVER 1 HP. QUARTERLY PM | [PREVENTIVE
[ [3 [oren |HAC ZOME CONTROL SEMI-ARNUAL Ph [H_Z_MAINT [PREVENTIVE -
Al | 3
| Check All.. ||| Uncheck All... ” Assign WO. .. || Close WO... || Export... || Labar. .. ||Can'u'5|1 to Praj...
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1. Click Filter, select desired criteria; you may choose to view work orders that belong to a
certain crew, craft, labor type, building, department etc. You may select more than one

criteria
Display Options
crew |N_7 CUST ~|
crant [ALL -]
4 ——cr [5om -]
Maintenance Type J CORRECTINVE v|
Request Type JALL v|
Maximum Priority  J| ALL v|
Status | All Active Statuses v|
[ Assigned To | ALL -
site [ ALL -]
Building J ALL v|
Department § AL v|
Include Child Route WOs? Mo v|
Advanced Filter. .. | | Advanced Filter In Use
[ 0K | [ Cancel

2. After selecting criteria, click display, then click duplicate
3. Enter a name for a Filter, click OK
4. Click OK again, work orders that meet criteria will be displayed

Filter  Options

ary Sort Display Order of Columns
- Mewy Folder Mame
(Type\, -] ( Mave Field Up paskillace,,
SecondanhSort §t.arFtDate =
. riatity
|Star1 Date \ | Status Cancel
Sort Order aint Type
|Ascending \ - WD Mumber
hase
[IPrivate 5 escription
[ sawe Changes ec. Labar
- Craft
Duplicate... | Crew N
: Azsigned To
[_Delete_._ | Equiprment
Building -
[ Wlove Field Down
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Current Schedule Functionalities

Assign Work Orders to Employees
1. Put checkmarks on Work Orders that you want to assign
2. Click Assign WO... button

3. Enter the employee’s PeopleSoft number if you know or click on the l-i- button to search for an
employee, please refer to Basic Search and Advance Search sections to get more detail information
about searching in FAMIS

4. If you click on |-¥-| button in step 3, enter search criteria. It can be Name, Crew, Craft, and/or
Employee Number. For example, you can search for any employee with first name of David in
ELECTRICAL Crew. Please refer to Basic Search and Advance Search section from page 18 to 22 to
get more detail information about search function

4.1. Press F8 or the E button to execute the search
4.2. FAMIS may return multiple rows. Click on a row that you want (the row will turn green at that
time)
4.3. Click OK button
5. If you also want to change the status of the Work Orders to ASSIGNED, check the box next to
Change Status To Assigned
6. Click OK Button

Current Schedule _
3. Enter (
3. Orclick on this =
Folder *ACTIVE for ALL Crews em ployee - | Edit.. |
number here if button to search for an S0
1 employee
7O Humber Start Date Building P Status Description
LURGED n Wark Order ' O MOT USE THIS WORK, ORDER! IDEMTIFIES PURGED RECY, “
[ Jvoza0254 COUGAR VILLAGE OAHU# RTL#-C-1
[ fvozsozas = ELECTRICAL EMERGENCY GEMERATOR SEMI-ANNUAL
O fuozezesz fssionViopicondenyio 1032334 ) ADJUST ALL MENS SHOWER CONTROLS TO FUNCTION PR
[ fwo1o6304 Change Status To Assigned | | Fv13HVAC SUPPLES
[ pwozonzz? RLY S_7 MAINTENANCE YEHICLE REPAIRS
[ pvozonzss STI0 M_T SMNUAL YEHICLE MAINTENANCE
[ Wozonz4r H oK ] | Cancel ST 5 N_Z ANNUAL VEHICLE MAINTENANCE
[ fwozooass ' ' | o
[ fwozoozan 0535 3 COMPLETE US5 /EM14 '85 CUSHMAN 4 WHEEL 01062
[ fwozoozas 0585 3 | COMPLETE US37 JUS10'04 CLUBCAR (E)
[ fvoz19a01 0555 3 COMPLETE PM 13 FOR MARCH - LAW HALL FOR PLUMBING
[ pvozzsass 0528 3 | COMPLETE REPLACE CARPET SUITE 365 AT MELCHER HALL
[ fwozzzs2e 0518 3 COMPLETE a@
[ fwozzesss 0587 3 | COMPLETE GENERAL REPAIRS
[ fwozzzas? 1499 3 COMPLETE EVENT SUPPORT
[ fwozze4ss 3 | COMPLETE RECYCLE MEEDS TO BE PICKED UP ROOKA 01
[ Jwozzazss 2 3 COMPLETE HYAC PM FOR JULY FORWT C. W MTCHELL CTR.FOR THE -
4 N »
| Check All.. ||[ Uncheck All.. ][ Assign WO. .. | Close WO. .. || Export... || Labor... ||C':'IT\.-'EIT to F'r-:-j...l
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Current Schedule Connected as cpngo@iamisprd

Folder | "ACTINE for ALL Crews File Edit Query Record @achments Help

( -'“[Jﬂ.g[@l'ﬁﬁ@[ﬁ”'?fﬂ][: 3 | )
‘WO Humber Start Date Building rName Crew Craft Employee
O |PURGED
= |%DAVID% |ELECTRICAL
WO0240254 0563 t |
[ [wiozanzas 0586

[ vinzazes2 0522

Work Crder

Assign Work Order To 1032334 D

Change Status To Assigned O

OK ] [ Cancel ]

[ wwozzzazs 0518
[ jwiozaeass 0587
[ jwiozazaar 0489 B
[ hwwinzz6450 0506
[ jwioz2azag 0507 oK C |
- “ ] [ ance ]
[ check All.. [ Uncheck All.. |{ Assignwo... ][ clo

.. | Listofvalu.. |

Current Schedule Connected as congoifa
Find Employee
Folder | *ACTME for ALL Crews File Edit Query Record Attachments Hel 4 2
(¢RB EE FEEOI BEBE = )
‘WO Humber Start Date Building Hame Clew Craft Enples
[ |ruRcED
A [DAYILA DAvID ECTRICAL | nn=3531 |~ |
WO240254 0563
IDAVILA, DAVID [ELECTRICAL | 11227649
TDAVID iE:ELIHIL,AL | iud?:?a'Es

Assign Work ur 1er

Assign Work Ggder To 1032334 E]

|
|
|
[ Change Status To Assigned || ] I
|
|

[ ok [ cancel |

| Wozzzsa 0518 J {— /-

[ wwozzeass 0587

L jwio 0438 | ~
O by 6 0506

L o 507 u Ok ][ Cancel ]

4

[ check Al [ uncheck All.. J[_Assignwo.. [ clo
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Mass Closing Work Orders

This functionality is used to change the status of one or more Work Orders.

1.
2.

o vk w

Put checkmarks on Work Orders that you want to change the status
Click on Close WO... Button

Click on the & button next to the Status

Click on the status that you want the WOs to have (that status will be highlighted in blue color)
Click OK button
Click OK button again

Here is the list of Work Order statuses available in FAMIS and their definitions.

WO Status | Active Email Definition
Notification

ASSIGNED Y Y Work order has been assigned to a specific employee

COMPLETE Y Y Employee has reported to his/her supervisor that the work has been
completed

OPEN Y Y Work order is active and pending assignment after review by crew
supervisor

REVIEW Y N Work order requires further review to address some type of issue

EST SENT Y N Quotes for work has been sent to customer

EST Y N Quote has been approved by the customer

APPRVD

EST RECVD Y N Quote has been returned back to crew supervisor

HOLD Y N Work Order has been delayed for a reason

MAT Y N Material for a work order has been received into the work order.

RECVD Materials are awaiting pick up from FASTENAL

WAIT Y N Used to denote a work order cannot move forward until materials are

MATRL ordered and received into the work order.

PARENT Y N Used to denote a work order that is used as a parent for holding

ONL information on long term work orders

RET-SERV Y N Used by AUTO SHOP to denote a vehicle has been returned to
service.

CANCELLED N N Work order is cancelled. Work will not be performed. If the crew or
call center cancelled the work order, the customer must be notified
with an explanation.

CLOSED N Y Supervisor has reviewed the work order for completeness and no

further action is required. All billable charges may be released.
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Current Schedule

Close Work Order(s)
1
FACTIVE for ALL Cre
Status
WO Humber St Completed
M hioossres TUE Ja Statuses
[ [dronoo111 FRI AUG ] T LG
[ fronom 12 FRIALUG 3 Cause Find|%
L1 fronom 14 FRI &UG 3 Action 0
O Whoono11s FRI &G ] Stato et TG Tt
O whooom 15 FRIZUG T  close Comments ACH FOUND
1 kioonod =5 FRI AL 3 AN FREEE ] N AobEo T FULIRMLU
mll T = CANCELLED N WORK HAS BEEN CANCE .-
07 boooot a0 ——lT CLOSED N DO NOT DELETE THIS STA
mli G B COMPLETE ¥ WORK IS COMPLETE, PEM
[ 'woooa142 — CONY PROJ N DO NOT DELETE THIS STA
ml T KEY RECYCL h KEY RETURNED TO LOCK
[ 'woooot a4 FRIALG ] 6 SUPERSEDED N 5 DO NOT DELETE THIS STA
[ oo a2 Rl ALIG 3 ¢ ;\flm DATION. h | §§§§§ ||=||| | AR F AWOIRK BEAI IF}F:"
[ wonom 46 FRIAUGT ([ A—
O [wicooot 47 FRI &LG 3 | [ ﬂ/l ( Ok Qanceljl
[ [wicono 48 FRIALUG 3
L [wioooo 49 FRI ALUG 3
4
Check All.. ][ Uncheck 4 2 T [ Close WO, ] Export... ][ Labar... ][Cnmren to Praj...
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Print Work Order Ticket
1. Put checkmarks on Work Orders that you want to print

2. Click Work Order Ticket on the right
3. Click Print button

Current Schedule Connected as cphgo@farmisprd

1 CTIVE for ALL Crews

ATTACHMENTS
— Report Criteria Notss (O)

WO Humber Start Dat Documents (1)

0263765 TUE J&H 30, 200 ® WO Humber CKD Wos' () E-Mail {0)

0000111 FRI AUG 31, 2013 ) All Marked To Print For Crew ALL O
L fwwoonoi12 FRIAUG 31, 2013 )l Marked To Print For Craft ALL O Lol b ]
g TN FRIALG 31, 201f ) All Marked To Print For Assigned To ALL O WY

WO000115 FRI AUG 31, 2013 = 2
O [woooo11s FRIALG 31,2017 Complete Route Cl
[ wioooo 35 FRI &UG 31, 2013 [ Include Secondary Labor
[ [wioonoi1 39 FRI AUG 31, 2013
[ pwioooot 40 FRI&UG 31,2019 — REPQRIS
[T o001 41 FRI AUG 31, 2013 ) Work Order Ticket
[ pwioooot 42 FRI AUG 31, 2013 | TS
[ pwioooo 43 FRI AUG 31, 2013 E]
[ oot 44 FRI AUG 31, 2013 T
[ jwioooot 45 FRI AUG 31, 2013
[ w00t 46 FRI AUG 31, 2013
[ fwioooo1 47 FRI AUG 31, 2013
[ [wwoonot 48 FRI AUG 31, 2013
[ [wioonot 43 FRI AUG 31, 2013
a4 »
Check All... ][ Uncheck All.. ][ Assign WO. .. ][ Close WO... ][ Export... ][ Lahar... ][Cnnven to F'roj...]
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Work Order Form

How to open work order form

There are 3 main ways to go to Work

Order form:

1. Click on Work Orders shortcut button on the left
2. Double click on a Work Order in WO Backlog
3. Double click on Work Orders form in Work Orders folder from the Home Screen.

|Quickpicks vl

FAMIS Xi Home

[ WOBdcklog |

|Maintenance Mgmt Supervisar

ZENE

| Labor A proval -
|_ )

| Laborf‘!“érges |

| Work Orders |]

Waork Order Closing |

B Seri

e 1vendors

&1 Preventive Maintenance
=L Projects

&=L Purchasing

=11 Schedules

|»

ce Requests 2

Twark Order Cost Summary
T User Profile
B Reports - Active WO

Current Schedule

Folder |"ACTNE for

3. Double click on one line to view/modify
information on Work Order

[ Edit.. |

WO Humber Start Date Building P Status Description
[ [PuRGED [ [ [l [po MOT LSE THIS WORK ORDER! IDENTIFIES PURGED RECC =
[ fwio240254 [ o563 [z [cohwrLeTE [COUGAR VILLAGE DAHUE RTU#-C-1
[ hwozsozes [ osas [z [cohrLeTe [ELECTRICAL EMERGENCY GENERATOR SEMI-ANNUAL
| Amszesses : = e AELST s .
[ wo19s304 [ [osas [ [compLETE [F¥13 HvAC SUPPLIES l
G == . . 2—compreTe RS T T S e e L S S, 5
[ huozo0a3s [ [os85 [z [compLeETE [ST10 N_Z ANMUAL VEHICLE MAINTENANCE
[ 200347 [ [osas [ [compLeETE [ST 5 N_Z ANNUAL YEHICLE MAINTENANCE
[ huozo0ass [ [os85 [z [compLeETE o
[ fwiozo0380 [ [osas [ [compLeETE [Us5 7EM14 '55 CUSHMAN 4 WHEEL 601062
[ huozo03ag [ [o585 [z [compLETE [US37 1US1004 CLUBCAR (E)
[ w21 gar [ o555 [ [compLeETE [P Fr13 FOR MARCH - L&Y HALL FOR PLUMEING
[ fmoz25485 [ o528 [z [compLETE [REPLACE CARPET SUITE 365 AT MELCHER HALL
[ fwioz2za24 [ o518 [ [compLeETE @
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Searching for Work Orders

Four ways you can search for a specific Work Order:

Searching by entering a Work Order number

1. Press F7 to enter query in the Work Order form; all fields will turn blue
2. Enter the specific WO Number in the blue field

3. Press F8 to run query; F8 will open the specific Work Order

Work Order
—n
WO Humber
Parent WO | [|
Attributes  Tasks Crwes Parts Taols PO's Routing  Readings  Closing
— HAsset
Asset Class | | [:| [E
Equipment | | [:|
— General Information — Current Status /Dates ———————— Tracking 1 Library |

Type [| Status [:l |
Priority J Material Status Tracking 2

Assigned To [| Due Date [|

Method Ii[] Start Date [:| —

Request |
Related WO |
Create WO |

1

+— Primary Labor Location Travel Time

Craft Iio Building J
Crew Size li Floor J

: " | Hon-Available
Outage Class E| Completed E| |

e [0 we [0 |

Billing |
(o)
o)

Est Hrs/! | | Room [:l . ]
Current Est Hrs : [~ Print Ticket On Next Batch...




“Wild Card” Search

The Wild Card search option allows you to view all Work Orders that meet a specific criterion. For

example, let’s view all Work Orders in Building 585

1. Inthe Work Order form, press F7 to enter query

Once all fields turn blue, enter the specific criteria between 2 percent signs; in this case we will enter

%585% to view all work orders in building 585

3. Press F8 to run query; F8 will open the first Work Order
4. Use the arrow keys to navigate to the next or previous work order that meets the same criteria

FERIEREERRE E=

Work Order

WO Humber |%E |

Parent Wo | | E|
Attributes  Tasks Parts Tools PO's Routing Readings  Closing
— Asset
Asset Class | [:| [E
Equipment | E|

— 'General Information
we [ ()
Priority li [:|
Method | (J
Assigned To Ii E|
Outage Class li [:|

— Current Status ! Dates

Material Status ’7
StartDate | (J
Due Date ’— E|
Completed ’— E|

staus | 0

— Primary Labor

con [0
con [
Crew Size Ii

Est Hrs/! | |
Current Est Hrs

— Location

Tracking 1

[ by |
| Crewes |
Tracking 2 ]
— Related WO |
Hon-Available @J
| Bilng |
Travel Time @]

Building |%585% [:||<

Floor | [
Room [:|

2 Dates |
Conv to Praj... |

[ Print Ticket On Mext Batch...




Multiple Field Search

This feature allows you to view all Work Orders that meet more than one specific criterion. For
example, let’s view all Work Orders in Building 585 and assigned to the PLANT crew

1. Inthe Work Order form, press F7 to enter query

Once all fields turn blue, enter the specific criteria; in this case we will enter PLANT in the crew

field and %585% in the building field to view all work orders assigned to the PLANT crew in

building 585

3. Press F8 to run query; F8 will open the first Work Order

Use the arrow keys to navigate to the next or previous work order that meets the same criteria

PEO @ BB EE |

Work Order

WO Humber | |

Parent W | |

Attributes Tasks

— Asset

Asset Class |

Ak

Equipment |

8]

— General Infformation
wwe [0
oy | ()
Methed | J
Assigned To ’7 [:|
Qutage Class ’7 [l

~— Current Status / Dates

Material Status ’7
startDate | O
Due Date ’— [:|
Completed ’— E|

Status [|

~— Prim or
i Crew |PLANT 0

Craft | §

Crew Size

~— Location

Site [
Building  |%585% 0

Est Hrs/! | |
Current Est Hrs

Tracking 1 Library |
| Request |
Tracking 2

Related WO |

e

Hon-Available

| Billing |
Estimates |
Dates |

Conv to Froj... |

Pt VA
reate W |

Travel Time

.

[ "I Print Ticket On Mext Batch...
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Workbench Search
1. To search for a specific Work Order in the work order workbench, press F7 in the workbench; screen
below will be displayed

Current Schedule

Folder | All Work Orders - (Edit.
WO Humber Start Date Building P Status Description

Of | | [ | 8
Of | | [ |

O | | [ |

| | | [ |

| | | [ |

U | | [ |

O | | [ |

| | | [ |

| | | [ |

| | | [ |

O | | [ |

| | | [ |

| | | [ |

| | | [ |

O | | [ |

| | | [ |

| | | [ |

o | | [ | ¥

A | 3

2. Enter criteria via the Wild Card Search method in any of the blue fields; for example, lets view all
OPEN work orders in building 585

Current Schedule

Folder |AII Wark Orders '| [T|
WO Humber Start Date Emlmna B ﬁﬂuﬁ De=scription

Ll H585% %OPEN% =

e,

| | | [ |

| | | [ |

! | | [ |

| | | [ |

U | | [ |

= | | [ |

O | | [ |

= | | [ |

| | | [ |

U | | [ |

= | | [ |

Of | | [ |

| | | [ |

| | | [ |

! | | [ |

=l | | [ | =
L »
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3.

4. Double click on the specific work order to view Work Order details

Press F8 to run query and view all Work Orders in the work bench that are OPEN and in building 585

Current Schedule

Folder | Al Wvork Orders

|»

< [ Edi. |
3
Start Date Building P Status Description
[ [mon oV 4, 2013 o535 [z [oren [SET MOUSE TRAPS IN ROOM:182-D MOUSE DROPPING OH DESK
7 [monmow 4, 2013 |osas [z [oren [REPLACE PRO PRESS BATTERY GSB
[ [Mon Mo 4, 2013 |osas [z open [Rm 117 BACK DOOR HANDLE IS FALLING OFF.
7 [monmow 4, 2013 |nsas [z [orEn [REMOVE COMPUTER WIRUS DLLHOST EXE
[ o e 4, 2013 [osas [ [open [FLANT OPS BULDINESES SUSAN VAL COMPUTER IS NOT WORKING
7 [sunnow 3, 2013 |osas [z [oren [TEST PICk UP RECYLE FROM ROOM 171L
[ [sum Moy 3, 2013 |osas [z oren [TEST TO COOL M 1TIL
7 [sonnow 3, 2013 |nsas [z [orEn [RECYCLING PICKUP
7 [z o 3, 2013 |nsas [z [oren [Bis EvENTS (TEST) 40 YD ROLL OFF
O [Frinov 1, 2m3 |osas [z [oren [ToucH UP THE DOGR TO ROOM 230/3EE TASK
[ [tHUocT 31, 2013 |psas [z [oPEn [v443H NTERICR AND EXTERIOR AND COURTYARD WINDOWS SEE TASK
[ [tHuocT 31, 2m3 |nsas [z [orEn [IT iRk ORDER FOR (PLANT OPERATIONS) ONLY
[ fWED 0CT 30, 2013 |nsas [z [oren [FUEL ~ F14 (zROUNDS)
[ wEn ocT 30, 2013 |osas [ [open [FUEL ~ Fy14 ( MIC vECHICLES )
[ wED ocT 30, 2013 |osas [z oren [BLDG #585 PM ROQF INSPECTION & REMOYE DEERIS MO 13
[ fWED 0CT 30, 2013 |nsas [z [orEn [BLDG #585 PM MISC REPAIRS MOW 13
[ [ruE ocT 29, 2013 |psas [z [open [PROVIDE METALIC & NON- METALIC RECYCLE BINS ( SWASTE SUPPORT)
|psas [z [oPEn [ESTIMATE ***BUILD & EXTEND ELECTRIC SHOP WORK BENCH -

[ [TUE oeT 29, 2013
1
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Work Order Form Overview
Work Order form is where you can see and modify any detail information about a Work

16

Order.
1 2
Work Order \ \ Connected as
WO Humber | \VY(0256520 l CLEAR FLOORS IM HWAC /BMS SHEETMETAL SHOP @
Parent U ATTACHMENTS
3 [Motes (0}
Attributes Ta 4 rews Parts Tools PO's Routing  Readings  Closing Documents
I E-tlail (2)
— RAsset
V_
At Class | ) Ok INFORMATION
Equipment | J 9 L) Current Scl
/' y — Audit
— General Jak i 5 — Current Status / Dates Tr g1 | Library |
[Type CORRECTIWE [ | | Status  |COMPLETE l| | ﬁ]
= ' Bques
Priority |3 6 || Material Status _|CANCELED T | . - RE
Method 0 7 startbate [THUJAN 30,2014 [} | o eo0nn |_Related WO _| WWork Orde
(Assigned To 0055251 Ul& 3 Due Date  |SUN FEE 2, 2014 L I l Croata WO '| 7\
Outage Class U completed |WON FEE 3, 2014 [ \ :R
i ] SN l Billing | 17
~— Primary Labor 4 11 Logtation — =\ I 10 |[ime l Estimates | \
Y —]l/ 12 ste 00730 [ T p— 18
Craft 0] Building 1555 () &l
fcrewsize | < 13 Floor 01 A N<Canvto Proj
Est Hrs! | | Room |180E [_| -
Current Est Hrs A\ [ Print Ticket On Hext Batch Run
14 15
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WO Number
Unique number assigned to each work order

Work Order brief description
A brief description of current work order (maximum length is 64 characters)

Parent WO
Allows you to view/assign the parent work order of the current work order

Equipment
Allows you to view/edit the piece of equipment that associates with the current
work order

Maintenance Type
Maintenance type represents the maintenance activity the work order performs.
Here is the list of Maintenance Types available in FAMIS and their definitions.

i. CORRECTIVE — refers to the work that brings facility to its original condition. This
activity may consist of repair, restoration or replacement of components.

ii. ALTERATION - refers to the work required to change the interior or physical
characteristics of an existing facilities. Alterations may include work referred to
as improvement, conversion, rehabilitation, remodeling or modernization.

iii. PREVENTIVE - refers system-generated preventive maintenance and PM route
WOs.

iv. SERVICE — refers to anything that facility occupants or visitors might need
beyond the operational maintenance of the hard assets of the building and its
systems. Examples include custodial, event support, waste management, fleet,
managing relocations or moves, landscaping, emergency preparedness, and
etc....

v. ADMIIN — refers to standing work orders used to track shop supplies.
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6. Priority
Priority field defines the priority of the work order. Here is the list of Work
Order priorities available in FAMIS and their definitions:

Priority | Description | When to Use Response Due Date

Code Time

1 EMERGENCY | Respond immediately: leak/flood, Immediate Same day
power outage, gas leak,
safety/hazard issue, chemical spill,
property damage, critical research,
public relations.

2 URGENT Respond at first convenient break 2 hours 2 business days
point: unplanned, security related, from date
compliance/safety, could become an requested
emergency, public relations.

3 ROUTINE Perform according to normal 5 days to 20 business days or
workbench priority: most corrective | assign to set by supervisor
work orders, PMs, First-In First-Out technician

4 PLANNED Work must be performed on a set Within 3 days | Set by supervisor
fixed date: events, scheduled project | prior to due
work, planned PM outage, etc. date

7. Method

Method field allows specifying if the work order is performed:

8. Assigned To
Assigned To field allows user to view or assign the work order to a specific

employee.

In-house — indicates work performed by FM Crew

Contract — indicates work performed by contractor/vendor

In-house/Contract — indicates work performed by FM crew and contractor
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9. Work Order Status
Status field allows user to view/change the current work order status. Here is
the list of Work Order statuses available in FAMIS and their definitions:

WO Status | Active Email Definition
Notification

ASSIGNED Y Y Work order has been assigned to a specific employee

COMPLETE Y Y Employee has reported to his/her supervisor that the work has been
completed

OPEN Y Y Work order is active and pending assignment after review by crew
supervisor

REVIEW Y N Work order requires further review to address some type of issue

EST SENT Y N Quotes for work has been sent to customer

EST Y N Quote has been approved by the customer

APPRVD

EST RECVD Y N Quote has been returned back to crew supervisor

HOLD Y N Work Order has been delayed for a reason

MAT Y N Material for a work order has been received into the work order.

RECVD Materials are awaiting pick up from FASTENAL

WAIT Y N Used to denote a work order cannot move forward until materials are

MATRL ordered and received into the work order.

PARENT Y N Used to denote a work order that is used as a parent for holding

ONL information on long term work orders

RET-SERV Y N Used by AUTO SHOP to denote a vehicle has been returned to
service.

CANCELLED N N Work order is cancelled. Work will not be performed. If the crew or
call center cancelled the work order, the customer must be notified
with an explanation.

CLOSED N Y Supervisor has reviewed the work order for completeness and no

further action is required. All billable charges may be released.

10. Dates of Work Order
Here is the list of Date fields in Work Order form and their definitions:

Field Name

Description

Start Date

Date the work is scheduled to begin. Did not
change with Priority Code, defaulted to the
date the service request is converted to the
work order. Can be changed by user.

Due Date

Calculated based off the Priority Code. Date
the work is due to be finished. Can be
changed by user.

Completed Date

Date the actual work was completed. This
date will be filled in automatically when Status
is set to COMPLETED.
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11.Crew
Crew - allows you to select a crew to perform work order; every work order
must have an assigned crew

12.Craft
Craft - allows you to select a craft or skill required for work order

13.Crew Size
Crew Size - minimum crew size to perform the work order

14.Est Hrs/ Current Est Hrs
Est Hrs/Current Est Hrs - allows you to enter an estimate number of hours
needed for crew to perform the work/Current Est Hrs allows you to enter up-to-
date estimate of hours needed to perform work order

15. Work Order location (site, building, floor, room)
Site - site work order needs to be performed in

Building - building the work order needs to be performed in
Floor - floor in building
Room - room in building work order needs to be performed in

16. Attachments (Notes, Documents, E-mail)
Notes - allow you to view the existing notes or create new notes for the current
work order

Documents - allow you to view the existing files or attach new files for the
current work order. The files could be in Word, Excel, PDF, or images.

E-mail - allow you to view the existing email sent from current work order or
send new email to users/customer from current work order

17. Work Order Ticket
Allows you to print out detail information about the current work order

18. Buttons
Library - allows you to transfer a procedure library to the work order

Request - allows you to enter work order requestor information
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Related WO - allows you to view parent and children work orders of current
work order

Create WO - allows you to create a child work order of the current work order
Billing - allows you to view/enter work order billing information

Estimates - allows you to view/enter and calculate work order estimates
Dates - date work order was scheduled

Conv. To Project - allows you to convert work order to project

19. Task List of a Work Order

Tasks Tab allows you to enter list of Work Order tasks and procedures under
Tasks List. These details will print with Work Order Report

Work Order

WO Humber ‘WOEIEHEAEI ‘INSTALL DS WATER FILTRATION UNIT
Parent WO ‘ ‘ B

Main Attribute Crews Parts Tools PO's Routing  Readings  Closing

Task List
[ \ =

Task list goes here

\ J

Close Comments

4

I3

4]
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20.PO’s tab

PO tab in Work Order form help you view/create purchase requisition for the

current Work Order
Work Order
wohumber 0195972 MoTioND 1. Cli ! .
1. Click on PO’s tab 2. Click Orders
Parent WO
A— button
Main Attributes  Tasks Crews Parts Taols m Routing  Readi
Reference . Orders |
Qrders
File Edit Query Record Aftachments Help
(¢@BIB mm FIEEEEIE )
“—1 4.Choose PREQ line
Purchas 3. Click here
Preq Ho. Line Status & Guantity Vendor Ho. Require Date
PRO10087 | 1 |PLACED | 3.00 0000006409 | [10-SEP 2012 =) -Bhé-i- s Only
I L [ L ® All Orders
1 ! ! |
| ] | | | | _
I I I | 5. Click view button \Create Preg.., |
Furchase COrders
L Gty Gy, .
PO Humber Rel Line Status Require Date Ordered Received Received Date
= |PO0O00ES | 1|COMPLETE  [10-SEP-2012 | 3.00] 3.00 |05-JAN-2013 = =
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Routing tab displays the routing history of the work order; a record is automatically added
to the routing history whenever the status of a work order is changed or the person
assigned to the work order

Worlk Order

WO Humber |WODEI1649 |INSTALL DS YWATER FILTRATION UNIT

Parent WO | | [|
| a Attributes T b Crews C || d PO's Feadings  Closing
Date User Assigned To Status Comments e
| [FRISEP 21,2012 7:08AM |MELIZOND 0087763 \ASSIGNED -

1]

The routing tab displays:

a. Date - displays data and time of routing change
User - displays the User ID of the person who made the change

c. Assigned To - displays the Employee ID of the person now assigned to the work
order
Status - displays status of work order at specified date

e. Comments - enables you to type comments about routing change
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Materials

Planning Material for a Work Order
This feature allows you to plan and purchase materials required for a Work Order.

Open specific Work Order form and navigate to the Parts tab

Worle Order

WO Humber |WO21 1743

|ELECTRICAL EMERGENCY GEMERATOR WEEKLY

@]

Parent Wo | | |:|
Attributes | Tasks Crews Parts Taols PO's Routing  Readings  Closing
— HAsset
Asset Class | | I:| [E
Equipment |1D4D12SDEI1 |EMERGENCY GEMERATOR l:'
— General Information — Current Status /Dates ———————— Tracking 1 | Library |
PREVENTVE [ | Status | OPEN (. | |iﬁ:|
’ eques
Priority U Material Status S — :q7:
Method g StartDate |FRIDECE, 2013 [ B | Relatsd WO |
Assigned To l:| Due Date |FRIDEC G, 2013 L| ( Create WO |
= Hon-Available J
Outage Class L| Completed L| ) .
: | | Biling |
— Primary Labor — Location Travel Time | Estimates |

crew |ELECTRICAL ||
Craft ()
Crew Size |1

Est Hrs!
Current Est Hrs | 211 |

site 00730 (.

Building

Floor [|

Room

- Dates |

- Conv ta Praj... |

[ print Ticket On Hext Bateh Run
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Parts Tab allows you to enter list of parts and material required to perform Work Order
for planning purposes

NOTE: The following manual shows how to add part to a Work
Order for planning purposes only. It means that no Purchase
Order is made. In order to purchase, please refer to the
shopping cart manual right after this section

1. Click ‘... to view and select parts

Work Order
WO Humber |WO21 1749 |ELECTRICAL EMERGEMNCY GENERATOR WEEKLY @
Parent WO | | I:|
hdain 1 Tasks Crews Tools PO's Routing  Readings  Closing

Pick tem Humber I E]'escripﬁon Warehouse [| Oty M | View |
- | —1 |STORES | r . Mat'l Catalog |
0. | | | | [ -
. | | | | || Bilsofmat1 |
0. | | [ —
0. | | | I |— | Shopping Carts |
0. | | | | r | Create Cart |

I » -

Shapping Carts

Shopping Cart  Created Delivery Location Status

| | | | = View. ..

| | | | :

| | | | -

44




2. The Item Number “..." invokes the window below, allowing you to search, view and

select parts in four different ways:

i. By Part - this tab displays all parts; query to search for specific part
a.All parts displayed here
Work Order Gonne
Find Fart
File Edit Query Record Aftachments Help
(¢@ B8 YOEO 0 BBEEE 7 )
By Category By Manufacturer By “Wendor
)
Description On Hand Reserved Allocated On Ords
[ 4207151 4XBT.JIG SAW BLADE ALL PURFOSE | 178 ol ol 4]
[ [#207154 3-1/4X18T JIG SAW BLADE BIMETAL | 94| o ol
[ [#308545 SIMONDS BS 37-379000,6LADE 115172 | 91 | o o
[ [#308548 SIMOMDS BS 37-151000 BLADE 11-5%1/2" | 7 | ol ol
[ | PIVOT HINGE STRAIGHT END | 9% | ol ol
[ |1% HYDROCORTISONE PART#E05 | 99| ol ol

| LU

Category |UNCLASSIFIED

Long

De=cription

4] .-

OK | [ Cancel | [ View | [ List Selected Parts
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ii. By Category -in this tab, parts are designated into categories; select specific
category and then find part.
a.Categories of parts displayed here
b. Specific parts displayed here

Work Order Conne

File Edit Query Record Aftachments Help

& 1= L FRIEEG-CEEEDE )
By Part

Category

CAUTOMOTIVE e status

FEELTS

CARPENTRY

FCHEMICAL

FCONTROLS

FELECTRICAL -

FELEWATOR

FFASTENERS

FFILTER

FFITTINGS Long Description o

FFOOD STORAGE

FLUEL

-HOSE -

IR

By Manufacturer By “endor

De=cription Available Reservei

-

O 000 0>

4

s

oK | [ Cancel | [ View | [ List Selected Parts
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iii. By Manufacturer - this tab lets you search for a part by its manufacturer
a.Click “..." to view list of manufacturers, click OK after selecting a
manufacturer
b. Press Find button
c.Select from newly displayed list of parts

Work Order Conn
Find Part
File Edit Guery Record Attachments Help

(¢ B ¥YyORO0 oo BEB| | i

By Part By Categary B By “endar

I
¥ ¥
Warehouse Status |ACTI\-”E '| [Mfr | @ Mf:;:I Find

Description On Hand Reserved Allocated On Ordi

anufacturer

-

| | | |
| | | |
| | | |
0 | | | |
| | | |
| | | |

4

A | 3

Category | T

Long
Description

|+

4] .-

Ok ] [ Cancel ] [ Wiew ] [ List Selected Parts
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iv. By Vendor - this tab allows you to search for a specific part by its vendor

a.Click “..." to view list of vendors, click OK after selecting a vendor
b. Press Find button

c.Select from newly displayed list of parts

Work Order

—
File Edit Query Record Aftachments Hel

(CEB EES FOZOI

Can

By Part By Category By Manufscturer *
Warehouse Vendor EJ] Ydr PH | Find
Description On Hand Reserved Allocated On Ord
= | | | LM
0] | | | |
0] | | | |
0] | | | |
= | | | =
Ll O P | 3
Category | T
Long - N
Description

4 .
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In

ventory Purchase with Shopping Cart feature

To finally purchase parts, select desired parts by checking box on the right and click

OK; in this case we have 4 parts selected

Worle Order

Find Part

File Edit Query Record Aftachments Help

Canm

(¢33 P8 ¥YOEO oo BEBBEE 7

By Category By Manufacturer By “Vendar

Warehouse |STORES - Status | ACTIVE -

v
v
v
v
n
[

|»

Description On Hand Rezerved Allocated On Ordi
PIOT HINGE,STRAIGHT END | 9 | o o
1% HYDROCORTISONE PARTAE05 | 99 | o of
172" GENERAL PURPOSE REGULATOR/FILTER 6-150PS| PT#IZLO1 | 100 0| o
1/2"DRIVE RATCHET PART#CR9-44809 | 100 | 0 0|
144" SWIVEL NUT WITH DEPRESSOR X 1/4"FLARE PATE# B12-830 | 100 | 0| 0
1344 REFRIGERANT 30 LB.DRUM PART#D1213430 | 90 | o of

A |

Descri

Category |UNCLASSIFIED

Long
iption

v

a4

Ok ][ Cancel ] [ View ][ List Selected Parts ]
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3. Clicking OK returns you back to the Parts tab in the Work Order form; you may use
parts for planning purposes or purchasing.
i.  View button allows you to view additional information about the selected part
ii.  Parts for planning purposes
iii. ~ Parts to be purchased; Pick box checked on the left
a.To purchase, check the Pick box, and press Create Cart button; this button
invokes a new Shopping Cart window

Work Order

WO Humber |W0211?'119 |ELEC'I'HIC.«9\LEP-;‘1EHGE[‘\JC"|‘r GEMERATOR WEEKLY @

Parent Wo | |
1

" Attributes  Tasks Crews Tools PO's Routing  Readings  Closing

Pick Item Humber [;]I]escripliun Warehouse UQ“' M) | Wiew I
. 435038 | PIVOT HINGE STRAIGHT END \STORES | 1ﬁ "

Mat'l Catalog |

[ 1. |300-030 1% HYDROCORTISONE PARTHE0S STORES

. [121-4594 1/2" GENERAL PURPOSE REGULATOR/FILTEI|STORES |_ | Bills of Mat |

w. [112.003 [1/2'DRIVE RATCHET PART#CRS-44803 [STORES |
il | [

™ | A ! i

O. | |<| \ |

Shopping Carts

\

| Shopping Carts |

;
i_

|_ Create Cart |

—

Shopping Cart  Created Delivery Location Status
| | | | = | Wiew... |
| | | |
| | | |

1]
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4. View details in the Shopping Car, such as the WO Number, Quantity details, Selling Price,
name of Requestor, Status; when ready to proceed, press the Check Out button

/5 _ Online Store

View Cart Order Status Profile |

i Shopping Cart

Connected as rsohail

7
LContmue Shopping || Save Cart | Check Out § Delete Cart |Saved Carts
l Work Order Humber:  W(Q211749 ' l status:  UNSUBMITTED
Your Reference: Submitted Date:  Wed Nov 13, 2013
Stage ltems in Stockroom: [] Pickup Date:
Delivery Instructions: Requestor:  Rabiva Sohail
tem # aty. Description | an.in stock Qty. Available Stock Room
435038 PIVOT HINGE, STRAIGHT END 96 95 $4.86 STORES e
800-030 1% HYDROCORTISONE PART#505 99 99 510.76 STORES [x]
Total$15.62

5. Enter Delivery Instructions and Pickup Date; press Continue button to proceed

/% _ Online Store

Profile |

¥iE Shopping Cart

Connected as rsohail
(7)

Cancel

Please enter the following information
=Work Order Number: | WO0211749 | x ( Stage Items in Stockroom:

[T
—
Work Order Description:  ELECTRICAL EMERGENCY GENERATOR WEEKLY Deliver Instructions:

Your Reference: | | Pickup Date: |Wed Nov 13, 2013

Item # Qty. Description Qty. In Stock Qty. Available Selling Price Stock Room

435-038 1 PIVOT HINGE,STRAIGHT END 96 96 54.86 STORES

800-030 1 1% HYDROCORTISONE PART#605 99 99 $10.76 STORES
Total:$15.62

6. Review information; Press Edit Cart to make changes if necessary or press Submit to
purchase materials/parts

_#%_ Online Store

Profile |

¥ Shopping Cart

Connected as rsohail
(7)

Edit Cart ]| Submit |
Work Order Number:  W0211749 Status:  UNSUBMITTED
Your Reference: Submitted Date:  \Wed Nov 13, 2013
Stage ltems in Stockroom: [ Pickup Date:

Delivery Instructions: Requestor: Rabiya Sohail
Item # Qty. Description Qty. In Stock Qty. Available Selling Price Stock Room
435-038 1 PVOT HINGE,STRAIGHT END 96 96 $4.86 STORES
300-030 1 1% HYDROCORTISONE PART#G05 99 a9 §10.76 STORES

Total$1562

7. Submitted information will reflect in Work Order form in the Parts tab under Shopping
Carts.
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Time Card Entry

The Labor Timecard form allows you to enter labor transactions that are charged a work

order; labor can only be charged to an open work order.

To open the labor timecard form, double click Labor Charges under Labor in the main

menu

‘Maintenance Management Admin

C2) ‘:ﬂ|

v|

eI Facilities

A lrwoices

gL abor Charges
T Superisor Labor Approval
igRepnns - Lahar
Reparts - Employees
I Materials
B Preventive Maintenance
&L 1 Projects
-1 Purchasing
B Schedules
e Semvice Requests

A endors
A 1Yark Orders

| »

Type |All Menu ltems
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Labor Timecard Form details

| (WODD1BYS (007300543 [PAINT OFFICE WALLS-PLEA| 40.00
U
U

I

a b
Labor Timecard ¢ J[ Connected as rsohail
 Employee | [0926204 SOHAIL, RABIYA work Date  [MON NGOV 11, 2013 | View Leave |
| abor Status | ENTERED >| 8
Timecard Daily Scheduls
- ) » . Work
|l WO Humber 'Location WO Description Hours l Task Code | [ Pay Code | LLabor Class [ Zhift |[Comments Done?

REGULAR  [EMPLOYEE |\ |
|

C d e

Total Hours 20.00 h

oooooojp=

1

[Route Wark Orders... | [Equip Rental... | [ View WO, | [ Status Histaory. .. | l Print

Save and Approve [Save, Daon't Approve-

Enter Employee ID, employee name will automatically fill in
Enter Work Date

Enter WO Number of work order performed

Enter Hours worked on work order for the day

Enter Shift number

Check Work Done check box

™o a0 T

All other fields will automatically fill in.

g. Labor status has default value of “ENTERED" when the labor charges are initially
entered. When you Save and Approve, the status will change to “E APPROVE”. When
the Supervisor approves, the status will change to APPROVE. If supervisor rejects
timecard, the reason for rejection will be displayed under Labor Status.

h. Press Save and Approve button when done, this sends timecard information to
supervisor for approval
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Adding Time for Route Work Orders
1. Go to the Labor Timecard form

Labor Timecard

2. Enter Employee number

3. Enter Work date

4. Click on Route Work Order button

5. Enter the parent WO number of the Route

6. Click Find button

7. Enter total number of hours the employee worked on the route
8. Click OK button

Connected as cpngod

ndo. cuonc Work Date l View Leave |
Labor Status |[ENTERED
Tirnecard Daily Schedule
Work
W |Location WO Description Hours [ Task Code _|[ Pay Code _|[|_ﬂb°, Class |Shift Comments Done?
| \ [ oo [REGULAR  [EmPLOYEE 1| O/l
| \ [ | | | [ | al
| \ [ | | | [ o,
| \ [ | | | [ ol..
| \ | | | | [ =l
| \ [ | | | [ oy
| \ [ | | | [ o,
| \ [ | | | [ o,
| \ | | | | [ | 0.
| \ [ ] | | [ a5
4 Total Hours ,700

l Route Wark Ordersl | [Equlp Rental

:‘ [ Wisw WO :‘[Status Histary | [ Print

| [ Save and Approve | [Sa\re‘ Dan't Appmve:

File Edit Query Record Aftachments Help /

(¢B B8 THEQ

5&6

TR 7

ot
4

1

— Parent Route Workm
WO tumber |f4/0250616 Find |
— Equipment Work Orders
WO Humber Status Description Type Site Building Eq
[.[WOD2E0B17  |OPEM [HvAC AIR HANDLING UNIT, 25 TONS THROUGH 50 TONS £[PREVENTIVE (00730 516 51~
[.JWO2E0B1S  |OPEM [HvAC AIR HANDLING UNIT, 25 TONS THROUGH 50 TONS £[PREVENTIVE (00730 516 51
af| | | | | | [
O | | | | | e
O | | | | | [
O | | A 7 | | | [
o | | \ | | L
»

1

Task Code | Hours

( Enter Route Labor Values

Pay Code |REGULAR

Labor Class |[EMPLOYEE

| Check Al | [ Uncheck Al || OK i'?Cancel |

8

work Done? [
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Supervisor Labor Approval

This form allows the supervisor to approve Employee Labor Timecard; to open, double
click on Supervisor Labor Approval under Labor in the main menu to open form

|Maintenance Management Admin

1 Facilities
E2 Invoices
+-_1Job Costing
= Labar
‘—ELahur Charges

G- Prajects

&L Purchasing

E-_1 Schedules

&L Service Requests
E-_1%endars

e 1wyark Orders

‘ Supervisor Labor Approva II
ig Reports - Labor

Reports - Employees
I Materials

1 Preventive Maintenance

Type | All Menu ltems
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2 1

Supervisor Labor Approval J i’ Connected as rsohaik
l:” Sun 111042013 | l;| Timecard Employee Schedule Repart

5 J12)
Supervisor Work Date Hours  Employee Labor Status
| BRAZIL, MYRLIN 2 Al 3 [o.23 | 3.00 BRAZIL, MYRLIN [ENTERED =
Employees 29, 2013 .00 [BRAZIL, MYRLIN ENTERED

: B FRI AUG 16, 2013 1.00 |BRAZIL, MYRLIN E APPROVE
| A | | |

BANGON, oY | | | |
[PADRON, ANTONIO 4 | | | |
[ROBINSON, CURTIS 5 | | |
| , | | |
| : | | | |
| | | | |
| | | | |
| | | | |
| | | | |
| | | |
I F 6.a 6.b I i
| ¥ v
| l Go To Approval... | Edit...
| =]

To approve Employee labor, select Unapproved Timecards

Select the date labor was performed

Select Supervisor(your) name

Click on desired employee from the Employees list

Select the employee approved labor; labor status will be E APPROVE

Click Go To Approval if information is correct or click Edit to edit employee labor
timecard (both buttons will invoke new windows, displayed below):

ok W
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Supervisor Labor Approval

Al Fri 08/16/2013

Supervisor

[BRAZIL, MYRLIN

Employees

[BRAZIL, MYRLIN

| ¥

[BRIGGS, CRAIG

WOHNSON, ROY

|PADRON, ANTONIO

|ROEIINSON, CURTIZ

6.a

-

Connected as rsohalighf:

Tirmecard Ernployee Schedule  Unapproved Timecards Report

WO Humber Task Code Status Pay Code Labor Class Reg Prem Total

woz11527 | |EAPPROVE |REGULAR  [EMPLOYEE | 1.00 [ 100~

| | | | | L[ |

| | | | | L[ |

| | | | | L[ |

| | | | | L[ |

| | | | | L[ |

| | | | | L |

| | | | | L |

| | | | | L |

| | | | | L[ | <
Totals | 1.00] | 1o

WO Description |ICE MACHINE, FLAKE OR CUBE

[} comments on Labor form

Warnings

i|WORK CHARGED TO WORK ORDER MOT SCHEDULED TO THAT EMPLOYEE

'—'|WORK CHARGED TO WORK ORDER NOT FOR THAT CREW

- |WORK CHARGED TO WORK ORDER NOT FOR THAT SITE

IApprove... H Reject...

| Edt. [ History... |[Viewwo.. |

6.2) Go To Approval button on the Supervisor Labor Approval form invokes the window
above. Select Approve or Reject employee labor timecard after reviewing information.

6.b) Edit button invokes the window below. This takes the supervisor to the employee
labor timecard and allows to edit it.

Labor Timecard 6.b Connected a5 rsohail
[ Employee | (0087750 [BRAZIL, MYRUN Work Date [FRI AUG 16, 2013 | Viewleave |
Labor Status ,m
Timecard Daily Schedule
Work
[ WO Humber | Location WO Description Hours l Task Code | l Pay Code | (Labor Class |Shift Comments Done?
[[wo211s27 [007300497  [ICE MACHINE, FLAKE OR cU| 100 [REGULAR  [EMPLOYEE [1 | O[]
| | | L | | [ a
| | | L | | [ a
_| | | L | | [ O,
_| | | [ | | | [ ] i
_| | | L | | [ it
| | | L | | [ a
| | | L | | [ al
| | | L | | [ a
| | | L | | [ Oi
Total Hours ’W

[Route Wark Crders... | lEquip Rental... | l View WO... | l Status Histary... | l Print

| l Save and Approve | [Sa\re, Dan't Approve:
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Correct Time Card Entry
Each labor time entry has a status, either E Approve (Employee Approve) or S Approve

(Supervisor Approve)

If your time entry is in E Approve Status, you can modify it:

Labor Timecard

First, Enter

Employee || 1178152

BEADLES, PHILLIF

work Date  [MON DEC 16, 2013 K

employee id

Labor Status  |E APPROVE and date of

Timecard Daily Schedule

work

ngoffa

[ WO Number ]Loca‘tion

WO Description

- k Code |l Pay Code ][Lahor Class ]Shiﬂ G

Work

[wo243233  [oo730imsss

IMIC SUPPORT MPP, DEMCI| 200

| woumny  [o07anmssd

|DEMO SUPPORT FOR MPH.| 400

[REGULAR

ewpovee 1[I Then change

EMPLOYEE |1
] the time, put a

"I oifyouwant

1 to delete it

Total Hours 6.00

]

[ O
[ O
[ O3]

[Route Wark Orders... | [Equip Rental... | l View WO... | [Status Histary... | [ Print

| [ Save and Approve | [Sa\re, Dan't Appro\re:
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If your time entry is in S Approve Status, you need to add another time entry with a negative

value:
Labor Timecard Connected as congoi@famistst
| Employee :| |1 178162 BEADLES, PHILLIP Work Date  |FRI DEC 5, 2013 View Leave |

Labor Status |5 APPROVE

Timecard Daily Schedule
Work
lm| Location WO Description Hours l Task Code | l Pay Code :|[Lahor Class | Shift Comments Done?
- Wo244107  [DOTA0MSB4  |DEMO SUPPORT FOR MPP.[ 1.0 REGULAR  [EMPLOYEE [1 | Ol
lwo2enao2  DO7A00516 MIC SUPPORT FOR RENOVZ  7.00 REGULAR  [EMPLOYEE [1 | 0.
WO250392 0730516 MIC SUPPORT FOR RENOVZ|  -7.00 REGULAR  [EMPLOYEE [1 | 0,
ol .
| | | L A\l Dy
. . ol
I I I I I R Add the new line with i
[ | | | | ] a negative time entry =l
| | | L O,
| | | [ | 03]
Total Hours 1.00

.Fiuute Work Crders... | lEquip Rental... | l Wiew WO. .. | l Status History. .. | l Print | l Save and Approve | [Sa\re, Dont Approve:

59




Work Order Cost

In order to keep track the cost of work orders, we need to use the Work Order Cost Summary

form. There are two ways to access the Work Order Cost Summary:

1. Double click on Work Order Cost Summary form in Work Order folder then search for a

Work Order number

2. Right click on a WO Number in Work Order form then choose Cost Summary...

FAMIS Xi Home

My Documents

|Maintenance Management Admin

F_1 Preventive Maintenance
-1 Projects

F_J Purchasing

G- Schedules
f-_]Service Requests
E_1%endars

‘Awark Orders
H™Close Route WWOs
T Express Work Order
T Standing Wark Orders
T Wark Orders
—yark Order Clasing

ok Cledar Mass Change

Wifork Order Cost Summary

—D TIOrk Jrder TICket
—D Houte YWark Order Ticket

Double click on Work
Order Cost Summary |-

Type |AII Menu ltems
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Work Order

wo Humber [[Ww0211749 |2~ "~ = " ROOM #367 Right click on the WO

_

Parentwo Coy number then choose |

Paste
.ﬁm Attributes Task:

Cost Summary

Parts Tools 's

— Asset

Equipment

ViewdEdit...

Quick Schedule...

Asset Class Close...

/

P

" Cost Summary...

e

— General Information — Current Status /Dates ——————— Tracking1 | Library |
Type |CORRECTIVE || status |[COMPLETE [ | | |Zﬁi|

o = ) ’ eques
Priority  [3 U Material Status | Tracking 2 e
Method N HOUSE [ ] StartDate \WED JAN 18,2013 [ ] | [, oo n | Related WO |
Assigned To 0055759 [:| Due Date  |[SAT JAM 19, 2013 I:| Hon-Auailabl l Create WO |
Outage Class ) Completed  [MON JUL 1, 2013 | | | |

i i Billing
~— Primary Labor — Location ~ Travel Time | Estimates |
Crew |HVAC N site 00730 [ P —
Craft |HWAC-BMS [:| Building (1532 I:| &J
Crew Size Floor |03 |:| Conv to Proj... |

Est Hrs! a
Ro
Current Est Hrs | | om  [367 L' [+ Print Ticket On Hext Batch Run
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