On-Line Repair Request Application
User’s Guide
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l. Work Order Overview
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This screen gives you the basic information of the work orders.

View the compl ete description of a work order:
Click on the button right at the end of the field.

Exit the application:
Click on the Exit L | button or Action on the menu and select Exit.

Column Sort

Each of the following columns can be sorted by clicking on the button on the top of
it.
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Work Order
Costs
Account

Shop

Status

Work Description
Contact (Last Name)

Date (When work order was created).
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B. Query Data
Y ou can do data querying based on most of the fields on the Work Order Overview.
Query Using Status

Status
F" Mew © Flanning ¢ Pending & Active © Closed © Al

Select your desire status in this section. All records that belong to the selected
status will be displayed on the screen automatically after your selection.

New =Work Order isstill “New”

Planning = Work order in “Planning” process

Pending = Work order in “Pending” process

Active = Issued Work Order

Closed = Completed Work Order

All = Every Work Order that has one of the above statuses.

Query Using Date Range

Date Selection
’7 From J01/15/2002 To 04/26/2003

Narrow down your selection to see within arange.
1. Typeinthe Date selection and press the Enter key on the keyboard.
2. Select a Status from the Status section to further narrow down your selection.

Searching for a specific record:

In addition to a query using status and date range above, you can further narrow
down your selection by using the Enter Query function (i.e., you can select status of
new and then enter a query in one of the fields on the Work Order Overview to get
asub-query data).

&

1. Youclick on Enter Query button | | or click on Query option from the pull-
down menu and select Enter Query.

2. Click the cursor (vertical blinking bar) in the field(s) that you want data
retrieval based on.

3. Enter your valueinthefield. If thereisaList of Valuesthat isincluded in the
field to select, the bottom command line (line on the bottom of your screen)
will tell you so.

Press Crtl + L to display the list of values.
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Y ou can enter a sub-string to search on by entering a“%" sign before and after
the sub-string.

|
4. Click the Execute Query button _— or click on the Query option from the pull-

down menu and select the Execute Query to get the data based on what you
entered in step 3.

5. You can cancel your query before executing it or stop the executing process by

clicking on the Cancel Query button e | or clicking on Query option from the
pull-down menu.

C. Copy Work Order to Survey button

Copy Work Order to Survey

The purpose of this button is to provide a means of connecting a new work order to
asurvey. Before you use this button you should create a new work order first that
corresponds to the question on the survey.

1. Highlight a question on the Survey (where you want to place or reference a
work order).

2. Go to the Work Order Overview screen, highlight the Work Order that you
have created, click the “ Copy Work Order to Survey” button.

3. Click on the Survey tab to view the connection.

D. View the detail of awork order:
1. Highlight the work order that you want to view the detalil.

2. Click on*“ View Work Order Detail” button.
Once the button is clicked, you will see the Work Order Detail screen.
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1. Work Order Detail
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A. Viewing Work Order Detail
This detail screen gives you more information of the work order you highlighted on the
Overview screen. The current status is displayed on the top right-hand side of the screen.

Generally, no update or modification is allowed on this screen (all fields are gray Ei The
above image is how the screen looks like when it is not updateable or modifiable.

Exception:
If the current status of the selected work order is“ New” and you are the one who created

the work order, then you can update or modify it. All updateable or modifiable fields will
be white.

! Grayed = No update or modify
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B. Modify Work Order Detail
Thisis how the screen looks when it is updateable or modifiable.
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1. Modify

Only fields are in white color are updateable or modifiable, gray color are not.
a. Change the current data by clicking on the button (i.e., Shop, Account,
Calendar, Vehicle and Equipment List) or by typing into the field (i.e.,
Description).

b. Click on the Save button E to save the change(s).
c. Exitthe Work Order Detail screen and go back to the Overview screen:

Click on Exit button Ls | on the tool bar
Or click on Action (pull-down menu) and select the Exit option.
2. Cancel Work Order

Check to “Cancel thiswork order?’ check box to cancel the current work order.
Select “Close” status on the Work Order Overview to view the cancelled work order(s).
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[11. New Work Order

Thisis how the screen looks when you click on the New Work Order screen (all fields are
gray).
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A. Create new work order(s).

1. Click on New Work Order screen

1. Click on the Insert button = on the tool bar.
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Thisis how the screen looks once the Insert button = isclicked
(All fields are white ™).
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3. Fill ininformation for the required fields (with asterisks *)

a. Shop:
- Click on the button Shop. A list of shopswill display.
- Select the shop you want and then click on the “OK” button.
b. Payment Method:
- Thedefault value for thislist is“Time and Material” for all shops.
- For Electronic shop and depend on the payment method that the
selected building has, the list has 2 valuesto select “Time and
Material” and “ Maintenance Contract”.
c. Account:
- Click on the Account button. A list of available account for the
shop and selected building will display.
- Select the account type you want and then click on the “ OK”
button.
- If you select the “Hand Entered Account” option from the list, you
need to enter the datain either one of the following 2:
- Account Code: isrequired.
- Or Account Key and Object: isrequired.

2 White = Updateable or modifiable
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Combination of Key and Object is required but not Account Code, Key and

Object.
d. First (Name): Can be changed. It doesn’'t have to be your name
(who created the work order).
e. Last (Name): Can be changed. It doesn’t have to be your name
(who created the work order).
f. Phone: The (building's) phone number that the shop can contact in
regard to the Work Order.

g. Emergency: Check hereif the Work Order needs to be done immediately.
h. Estimate Required: Check hereif you want to receive an estimate before
the shop works on the work order.
i. Request 1d: Optional
j.  Work Order Type: Default to “Normal Wear”. It can be changed.
k. Description: For the work that needs to be done.
Click on the Edit button. Type the description into the editor
box.
|. Date Needed: When should the work be done.
Enter in the date or click on Calendar button (the
calendar will display).

m. Vehicle:
- Click on the button you the list will display.
- Select the vehicle that has problem and click on the “OK” button
n. Equipment:
- Click on the button you the list will display.
- Select the equipment that has problem and click on the “OK”
button.

4. Click on the Save button E to save the record.
5. Once the Save button is clicked, you should see the following message:

|

Click onthe“ OK” button.

Y ou can repeat these 5 steps to create additional work order(s).
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B. Modify Work Order
This option isonly available for work order with * New” status and user logged in
iIswho created it.

Select “New” status under Status section

High light work order that need modification

Click on “ View Work Order Detail” button

You arein Work Order Detail screen now, start updating/modifying your work
order.

Only fields are in white color are updateable or modifiable, gray color are not.
(See Work Order Detail-Modify Work Order Detail section for details of how to
update/modify awork order).

PONPE

C. Turnonthelnsert button:

If you have clicked this button from the Overview screen, it will be off (gray).

To turn it on (green color) 2 from off function 2 E (gray color)

1. Click on the menu item Record
2. Select Clear option from the drop down list.
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A. Completing a survey:

1. Select asurvey type and survey period from the drop down lists. Status of
the current survey period is displayed in red.

2. Replace asterisk (*) in each question with appropriate answer. Valid
answers are either N/A, Yes or No.

3. Click on the button at the end of the Comment column to type in any text if
necessary.

4. Click onthe Save E button to save your answers.
B. Updating or changing a survey
If asurvey has not been “ Authorized” (Status), it can be updated.
Updating survey processis as the same as completing a survey (see #2 above).
C. Referencing or creating a work order
1. If you have an existing work order and want to reference it into a question:
High light the question
Go work order Overview and select the work order.
Click on“Copy Work Order to Survey” button.

a
b.
c
d. 2. If youwant to create awork order for a question:
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e. SeeNew Work Order-Create new Work Order(s) section
f. Repeat steps A thru C above.

V. Building Detail

B [ g Foopmm v imes - | Oio-Line Bepair Becussi ()]

) action Bt Guesy Bock Rocoed - Rkl Wedow  Help

HAy e L. E_'Br_"lr_' ol kRS 2

ok, Order Cossross | P Wik, Order I Sumsy | B D=t | Meragemer ]
Basilelieny Dedail
_____ Hame Rddness iy Shale Fi o3
EaTH ST, EARLY CHEDHCCD 20 WEST MOLTEE AVEMLE LW N [wi  FExesos
10 5, Feat Hetorical Eidcbrgy Typs Schoad Type Hear Bk
EE | z=is [ FLEFITARY Pubke - 145 | 18LF
Dreverinigs Areos

Flow 7. Tvs Drsriplion

| BRin3528-1 dwg : Area Typai Mroa 1D | Sgage | DmteBrd _ Comments
prd | Bemarnaai-2 dwg F;::jt j'EU ;t"-l'-" [ [ et
e B9 Bem33N-ATTIC du:j R T _
focd 300 Fem\338E301 deg 4 AL [I02h  [1L1A i
= e it 1A ]
AL A 1124 |
ELERAL DR T |
Code: | Oste | = GErERAL 107 TE] [ |
rHA frem | GEEAL [130 110 | i
I 4 EEERAL 118 16 | [ ilad
Commers | £

This screen gives you the detail of the building that is selected on the Overview screen.
A. Drawings section
Gives you information about the building floors and their drawings.
View a floor’ s drawing:
1. Highlight the floor that you want to see the drawing for.
2. Click on the button at the end of the “ Description” field to see the drawing of
that selected floor.

B. Areassection
Gives you information about the building’ s floors.
View the complete Comment field:
Click on the button at the end of the field.

C. Column Sort
By ascending or descending order by clicking on the corresponding button on the
top of the following columns.
1. AreaType
2. Areald
3. Signage (room numbers).
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