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Entering a Service Request

As an employee of The District Government, you are considered to be a client of the Service Desk
system and are able to enter a service request. To do so, you run the Create Maintenance Service
Request task which presents the Create Request wizard. The wizard walks you through the following
procedure

To get started enter this intranet link: http://SMARTDGS.dc.gov

The following Web page will display.

Sign In
Sign in to your email address without @dc.gov part as your username.

Enter your user name (case-insensitive):
@dc.gov

Enter your password (case-sensitive):

Your password is the same password that
you use to log in to your workstation or to
check email.

Sign In

[7] Remember my user name on this computer

Enter your name and password as instructed to enter the site.
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Approving Service Request

Some requests will need to be approved by a supervisor or business manager before being assigned to a
work request. The CSC can approve, reject or forward a service request at this point.

To approve a service request select DGS Supervisor> Approve Service Request from the Web central
navigator.

@ Building Operations

@ On Demand Work

@ DG5S Customer Service Center

[ Create Maintenance Service Reguest

[ view Maintenance Service Request

[] Blanning Board
= Approve Service Reguests

Approve/Reject Service Request

Select | Approve Edit and Approve

Filter » Filter
Request Type: Date Requested From: Date Requested To:
M/DSYYYY M/D/YYYY

Select a Request to ApproveiReject

Service Request ID =~ Request Type = Requested By = Date Requested ~ Workflow Step

502 SERVICE DESK - MAINTENANCE _EVERYDAYUSER 10/23/2012 Edit and Approve
463 SERVICE DESK - MAINTENANCE _csc 10/15/2012 Edit and Approve

424 SERVICE DESK - MAINTENANCE AFM 10/5/2012 Edit and Approve

Select 408 SERVICE DESK - MAINTENANCE AFM 9/25/2012 Edit and Approve
Select 406 SFRVICF NFSK - MATNTFNANCF AFM Q/25/2012 Fdit and Annrave
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Approvel/RejectService Request - -
Edit and Approve: Approve, Reject,

Select | Approve | Editand Approve fe—— Forward to Safety, Print Work
A Authorization

Approve: Approve or Rejects Service
Request

Select: displays the list of Service
Requests that are pending for Approval

1. On the grid under the Select tab, click the “Select” button to display the request information

Select a Request to Approve/Reject
Service Request ID |

2. This will navigate to the Edit and Approve Tab as for the SLA was configured to do the “Edit
and Approve” step. The CSC will have the ability to change any information about the
request to make sure it will go to the appropriate work team. CSC also will have the ability
to forward the Service Request to the “Safety Group” when needed and print the Work
Authorization after the approval
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ApprovelRejectSerdice Request

Select § Approve Edit and Approve

Request [ = Approve = Reject } Forward to Safety = Print Work Authorization @

Approve: Approves the Service Request,
which will

Reject: Rejects the service request, this
closes the Service Request and Archived
the Request.

Approve/RejectService-Reguest

Select § Approve Edit and Approve

Request = Approve = Reject [ = Forward to Safety = Print Work Authorization b ‘

Forward to Safety: Will forward the
service request to SAEFTY GROUP

Print Work Authorization: produces a PDF
document that can be printed for the
Work Authorization

The following fields on the form are editable before approval. This will also determine which

“SLA” will be used to continue the ondemand workflow.
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Request Type:* SERVICE DESK - MAINTENANCE [pr,:,b|Em Type: [ELECTRICAL :|]
Description: |Description of the problem -
4 3
Service Desk Manager: AFM Status: | REQUESTEE
[ Ewvent Type: :' ][ Safety Type: :l ]
[ Risk Management: Internal - ]
Priority
Friority * : (T} Emergency SLA Information for priority Routine
~ High Workflow Steps:
@ Routine On status of REQUESTED: Edit and
_ Approve i= reguired by an employee with
! Scheduled Service Desk Role AllSupervisaor
) Pending On status of Assigned to Work Order:

Estimation is required by an employee
with Service Desk Role Supervisor

On status of Assigned to Worke Order:
Schedule is required by an employee with
Service Desk Role Supervisor

Request will be dispatched to DC TEAM

Forward to Safety
In certain types of request, Safety Approval is needed. CSC uses this task to forward the request to
SAFETY GROUP to determine the safety type of the request.

Approve/RejectService Request

Select Approve Edit and Approve

Request = Approve = Reject = Forward to Safety = Print Work Authorization @

Clicking this button removes the queue from CSC, and Safety Group Will approve the Service Request
and update the request with the appropriate safety type.

Work Team Supervisors

The SLA routes the requests to the appropriate workteams base on parameters defined in the SLA
configuration. These parameters could be base on location, problem type, employees or agencies. The
Work team Supervisor will manage the Work Orders and Work Requests created when the Service
Request was approved.
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Estimate and Schedule Work Requests

Once a work request has been created, if the SLA calls for an estimation or scheduling step, you will be
able to assign craftspeople, tools, parts, costs, labor hours, etc. to the details of the work request.
Select Building Operations >On Demand Work > DGS Supervisor > Estimate and Schedule from the
Web central navigator.

@ Building Operations

@ On Demand Work

@ DG3 Supervisor

[] Create Maintenance Service Reguest

[ view Maintenance Service Regquest

[[] Flanning Board
= Estimate and Schedule Work Reguests

1 Teena Warls Oirdare

Estimateand-ScheduleWorkRegquesis

Schedule: Assigns a Craftsperson, Assign
Select Details Estimate Schedule Tools

Estimate: Assigns and Add Estimates for
the resources that are going to be used
for the Work Request.

Details: Shows the details about the
Work Request

Select: Shows the list of Work Requests
to be Estimated and Scheduled
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1. Select a Work Request to Estimate/Schedule

Work Request Code A
| Details | | |  Estimate/Schedule | 222
2. Estimate
Estimate-and-Schedule WorlkcRequests ® ==
Select Details Estimate Schedule
Work Request Estimation » Complete Estimation | @ *
Work Request Code: 222 Requested by: _EVERYDAYUSER
Problem Type: ELECTRICAL Date Work Requested: 10/23/2012
Work Description: |Description of the problem E
« »
Work Request Status:
Estimated Cost of Labor: 0.00 Estimated Cost of Parts: 0.00
Estimated Cost of Tools: 0.00 Estimated Other Costs: 0.00
Estimated Total Cost: 0.00

Work Request Trades +» Add Trade » Delete Selected | (@
(| Trade Code Estimated Cost Estimated Hours
No records to display.
Work Request Tool Types » Add Tool Type » Delete Selected | @
(] Tool Type Code Estimated Cost Estimated Hours
No records to display.
Work Request Part Reservations » Add Part » Delete Selected | (@)
(] Part Code Estimated Cost Quantity Estimated Date Part Assigned Time Part Assigned Parts Status
No records to display.
Work Request Other Costs » Add Other Cost  » Delete Selected | @
(| Other Resource Type Date Used Quantity Used Units Estimated Cost Actual Cost
Mo records to display.

1.1 Add a trade: on the Work Request Trades click the Add Trade Button

= Add Trade = Delete Selected

Add Trade Dialog Box

YWorkcRegquestFrade Assignment

Work Request Trade = Cancel

Work Request Code:* 222 Trade Code:* |

Estimated Cost: 0.00 Estimated Hours: |D.DE|

Work Type: | UnSpecified

Work

[ Material Pickup

Job Set P . . . .
Travel Time Click the elispis button to select the Trade
Wait for Security
Wait for Client Type
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Select Trade Dialog Box

Select Value - Trade Code

Trade Code: Al1] B[F1 CI[10] E[F] FI2] GI4] H[3] I[1] LI2]

Trade Code

AREA MANAGER
BLDG ENGINEER
BLDG MANAGER
BLDG SPECIALIST
BPO

BPO SUP

BSS

BUILDING ENG
CARPENTER
CARPENTER LOR
CEMENT FINISHER
CLR ASSISTANT
CROCKETT ADMIN
CROCKETT ENG
CROCKETT MANAGER
cs

CSR

M[11] P[14] S[4] U4 wi3] All[72]

Trade Description

AREA MANAGER

DONOHOE BLDG ENGINEER
DONOHOE MANAGER

BLDG MGR SPECIALIST
BOILER PLANT OPERATOR
BPO GEMERAL SUPERVISOR
BUILDING SRV SUPERVISOR
DONOHOE ENGINEER
CARPENTER

CARPENTER LEADER
CEMENT FINISHER

CLERICAL ASSISTANT
CROCKETT ADMINISTRATOR
CROCKETT ENGINEER
CROCKETT MANAGER
CUSTODIAL SUPERVISOR
SERVICE CENTER REP

3. After clicking the Complete Estimation button, this will select the Schedule Tab.

To assign a Craftsperson: on the Craftsperson Assignments panel, click “Assign Craftsperson” button.
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Work Request Crafstperson Assignment button.

WorlkcRequestCraftspersonAssignment

Craftsperson Assignment

Work Request Code:* 222 Trade: -select-

-
Date Craftsperson Assigned:* |1D;23;2012 E Time Craftsperson Assigned:* |5:05 T |
10/23/2012 3:06 PM I
T Craftsperson Name: I :I Scheduled Hours: |g_gg I |
Date Started: | E Time Started: | i |
M/DIYYYY I
Date Finished: | @ Time Finished: | I |

u.j’r\.f
E‘.‘crkType: UnSpecified V] /

Additional Codfiments: ’

Click the elispis button to select the
Craftsperson to be assigned to the Work

Request.
Date Finished: | ﬁ » Cancel »save | @
M/ DYy
Trade: | - - -
Work Type: | UnSpecified - select
+ P gned:*
Additional Comments: |work AREA MANAGER l]
Material Pickup SrE e
Job Setup or Prep. Hours: [p.og |
Travel Time
Wait for Security .
Wait for Client Trade is the trade type
B Frogress selected on the Estimation.
This will filter the
. Craftsperson dialog box if
Work type classifies the work requests.
selected.

Craftsperson Assignment Dialog box

Select Value - Craftsperson

Craftsperson Code Craftsperson Name Primary Trade Work Team Code
TECH Frank Technician HWVAC OC TEAK
CONTRACTOR DGS Contractor DGS HWAC DC TEAM
40132 Shaw, Bernard FO MGR DC TEAM
RISK MANAGER Risk Manager MULTI-TRADE DC TEAM
CFI SUPER Test Supervisor MAINTENANCE DC TEAM
AFM AFM MAINTEMANCE DC TEAM
CFIL.CF1 Test Craftzperson MAINTENANCE DC TEAM
csc Customer Service Center MECHANIC DC TEAK

** When adding craftspeople, the default value for the hours estimated are the remaining hours to be
scheduled for this trade. The start date and time are entered and the end date and time are calculated

using the Service Window of the selected SLA.
elevkte
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**NOTE** This option is not required. Only use when NEEDED or NECESSARY

Assign Tools: on the Tool Assignments panel, click “Assign Tool”

= Assign Tool

Work Request Assignment

WorlcRequestTooEAssignment

Tool Assignment

Work Request Code:* 201

Date Tool Assigned:* |1gf23g2012 E
10/23/2012
Tool Code:* I :l Show Reservations
Date Started:* | ﬁ
M/ DS YYYY
Date Finished: | @
M/ DAY

» Cancel »Save | @

Tool Type: -gelect- ~

Time Tool Assigned:* |5:29 / |

5:29 P

Scheduled Hours:

0.00 / |

Time Started:=* | / |

Time Finished: | / |

/

Additional Comments:

Click the elispis button to select the Tool to
be assigned to the Work Request.

Selecting a value on this will filter the Tool
assignment dialog box. The value on this

/

dropdown list was based on the Estimation
Step

Tool Assignment Dialog box

= Cancel =Save | ()

CRDLSS DRILL 18V |~

CROLSS DRILL 18V

Select Value - Tool

Tool Code = Building Code

DRILL 1 2210 ADAMS PLACE NE
DRILL 2 2210 ADAMS PLACE NE
2" SUB-PURMP 1 2210 ADAMS PLACE NE
2" SUB-PUNMP 2 2210 ADAMS PLACE NE
RECIPRACTING SAW 2210 ADAMS PLACE NE

= Tool Type -
CROLSS DRILL 18V
CROLSS DRILL 138V
TRASH PUMP
TRASH PUMP
SAW

11
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Then select the “Complete Scheduling” button.

= Complete Scheduling

This will end the schedule step, the work request is now ready to be work on and issued.

Estimate and Schedule Work Requasts ]

Select | Details | Estimate | Schedule

Wiork Request Schedule » Complete Schedul: @

Work Request Code: 222 Requested by: _EVERYDAYUSER

Problem Type: ELECTRICAL Date Work Requested: 10/23/2012

Work Request Status: Work Request Step Status:
Work Description: [Description of the problem E
« »

Trades Estimation and Schedules e
Trade Code Estimated Hours Hours Scheduled Date Started Time Started Work Type
AREA MANAGER 0.00 UnSpecified
Craftsperson Assignments » Assign Craftsperson » Delete Selected | (@)
= Primary Trade Craftsperson Name Date Craftsperson Assigned Time Craftsperson Assigned Date Started Time Started Scheduled Hours
No records to display.
Tool Assignments s Assign Tool » Delete Selected | (@
D Tool Code Date Tool Assigned Time Tool Assigned Date Started Time Started Time Finished

No records to display.
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Issuing Work Orders

Once all work requests have been assigned to work orders, whether it was manually or automatically
based on the parameters of the SLA, the work orders must be issued. Work Orders can be issued if
estimates and schedules for all attached work requests are completed and approved according to the

Service Level Agreement.

Select Building Operations >On Demand Work > DGS Supervisor > Issue Work Orders from the Web

central navigator.

@ Building Operations

@ On Demand Work

@ DG5S Supervisor

[ Create Maintenance Service Reguest

O view Maintenance Service Request

] Planning Board

.~ Estimate and Schedule Work Requests

= Izsue Work Orders

Issue and Print Work Orders

Schedule

Schedule: Displays details about
resoruces assigned to the Work
Order/Work Requests

Issue: Issue a single Work Order and
Work Request(s)

Select: Displays the list of Work Orders
needed to be Issued
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Filter Panel, can limit the number of records displayed on the grid.

Filter

Building Name:

Primary Work Type: -

M/D/YYYY

Show button will filter the grid from issue

panel work order list.

i s Show = Clear b
Work Order Code To:

Date to Perform To: E

M/DIYYYY

»: Show

panel.

Clear button clears all values on the filter

Select Tab

Issueand PrintWork Orders
Select | Issue | Schedule

Filter

Building Name:

Primary Work Type:

Select Open Work Order

o Work Order Code

222
=
=
=
m
m
] 73

Work Order Code From: l:l

Date Work Order Created Date to Perform
10/23/2012

10/17/2012

9/17/2012

9/10/2012

9/7/2012

8/30/2012

8/24/2012

Supervisor

Building Code

441 4TH STREET NW
2000 14TH STREET NW
441 4TH STREET NW

441 4TH STREET NW

100 GALLATIN STREET NE

i

®

» Show »dear | @

[ » Issue Selected I» Print Selected @

Primary WorlfiDescription

Description offthe problem

TEST - with DOCUMENT
General S¢rvice Request 05/17/2012 [1] Fenguins...
General Service Request Checking on
Genera( Service Request - Schools (3)

DO NOT DELETE - This record is for retaining th...

222

» Issue Selected

= Print Selected

Click the select button to individually issue
the work request. This will select the Issue

tab.

Click the Issue Selected button to issue all
the Work Orders Selected.

Click the check box to select multiple Work

Orders.

Print Selected Button will print all Work
Order Details for an individual or multiple

Work Orders.

Issue Tab

The Supervisor will have the ability to

e Issue the individual Work Order and Work Request(s) associated to it
e Print The Work Order Details
e View the Schedule
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Issueand-PristWork-Orders

Click the details button to display the Work

Request Details.

Select | Issue| | Schedule
Work Order [ » Issue Work Order | Print » View Schedule *
Work Order Code: 222 A
Date Work Order Created: 10/23/2012 Date to Perform:
Supervisor: Contact:
Account Code:
Building Code: 441 4TH STREET NW Date Built: 07/7/2011
Primary Work Description: [Description of the problem =
4 13
Work Requests » Cancel Selected
ol Work Code Problem Type Date Work Requested Date to Perform Work Request Status
1 ] [ [ petails | ] 222 ELECTRICAL 10/23/2012 10/23/2012 Assigned te Work Order
Issue Work Order will issue the » Issue Work Order = Print » View Schedule

Work Order and all the Work

Request(s) associated to it

Print will print the Work Order
Details and all the Work
Request(s) associated to it

Cancel Selected will cancel an
individual or multiple Work
Requests. Cancel will Archive
the request

= Cancel Selected

Work Request Details Dialog box

YWorkRequest
Viork Request = Close = Cancel Work Request @
Work Request Code: 222 Date Work Requested: 10!2E{2012 ]
Date to Perform: 10/23/2012 Time to Perform Work: A
Problem Type: ELECTRICAL Work Request Status: |[Assigned to Wao E
Work Description: |Description of the problem = I
4 3 |
Work Location » Show Floor Plan | @
Building Code: 441 4TH STREET NW Room Code: j
Floor Code: 11 Problem Location: |
Estimation ()
Estimated Cost of Labor: 0.00 Estimated Labor Hours: 0.00
Estimated Other Costs: 50.00
Estimated Cost of Parts: 0.00
Estimated Cost of Tools: 0.00
Estimated Total Cost: 50.00

Click the Cancel Work Order button cancel

the selected Work Request.

elevxte

15



»

*
DGS

g

Manage Work Order/Requests
In this step, the Supervisor has the ability to

e add Work Requests to the same Work Order
e forward the Work Request to another Work Team

Select Building Operations >On Demand Work > DGS Supervisor > Manage Work Orders/Requests
from the Web central navigator.

@ Building Operations

@ On Demand Work

@ DGS Supervisor

[] Create Maintenance Service Request

[] View Maintenance Service Request
[1 Planning Board
[ Estimate and Schedule Work Reguests

[ Issue Work Orders

[ Assign Work Requests to Work Order

[ = Manage Work Order/Requests ]
Manage Work Orders ® =m
Supervisor - Manage Work Orders Work Order Details Work Request Details Work Request Documents
Filter » Show »Clear | @ *
Date Created From: Date Created To:
M/DIYYYY M/D/YYYY
Work Orders » Add Work Order | @
Work Order Code Supervisor Building Code Primary Work Description Date Work Order Created
221 2000 14TH STREET NW TEST - with DOCUMENT 10/17/2012
176 441 4TH STREET NW Vielation 2 9/26/2012
175 2000 14TH STREET NW test 3 - 9/25 9/25/2012
174 2000 14TH STREET NW test4 - 9/25 9/25/2012
— -— r— ————ar - - - B A R Y A ramtmman

Manage-WorkOrders

Supervisor - Manage Work Orders | Work Order Details | Work Reguest Details | Work Request Documents

Supervisor — Manage Work Orders: Work Request Details: displays the details
Displays list of Work Order before the of the Selected Work Request

issue step

Work Order Details: display the details of Work Request Documents: Displays the
the selected Work Order. Documents attached to the request.
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Supervisor - Manage Work Orders Tab:

Filter Panel, can limit the number of records displayed on the grid.

Filter

Date Created From:

M/D/YYYY M/D/YYYY

Date Crested To: Y

s» Show = Clear

Show button will filter the grid panel work
order list.

»: Show = Clear
A

Clear button clears all values on the filter

panel.
Work Order List
Work Order Code ~ Supervisor = Building Code = Primary Work Description - Date Work Order Creatgd -
221 2000 14TH STREET NW TEST - with DOCUMENT 10/17/2012
Select 221 » Add Work Order

Selects the Work Order and will display the
Work Order Details Tab.

Creates a new Work Order and will display
the Work Order Details Tab.

17
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Work Order Details Tab:

Manage WorkOrders

Supervisor - Manage Work Orders Work Order Details Work Request Details Work Request Documents

Wiork Order Details
Work Order Code:

Friority:  Emergency +

Supervisor: :|
Building Code: :|

Date Built: 10/23/2012

Cluster Code: [ ]

M/DSYYYY

®

[ » Save Work Order »Furward] (7]

Contact: .
= ]
Team Code:
Account Code: ’—j

Primary Trade Re

Agency Code: []
Time to Perform Work: l:l

Primary Work Description:* [Added Work Order]

Wiork Requests for Selected Work Order

= Save Work Order

[ » Add Work Request |  » Delete Selected }3

*

= Add Work Request = Delete Selected

Save Work Order: Saves the Work Order
Forward: Forwards the Work Order and
Work Requests to another Work Team.

te
d

Add Work Request: adds a work request to
the wor order
Delete Seelected: Deletes the Work Request

the instructions below. Once a request has been forwarded to another WORK TEAM or SHOP it will no
longer show up in your work and therefore is no longer your responsibility.

18
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Forwarding Work Orde

r/Requests

1. Select the forward button on the Work Order Details Tab

= Forward

2. Select a desired work team to forward to

Supenvisor - Manage Work Orders
Work Order Details

Work Order Code:

Priority:

Supervisor:

Building Code:

Date Built:

Cluster Code:

Date to Perform:
Primary Work Description:*
Viork Requests for Selected Work Order
(] Work Req

0 () ([ osemens )

Select Workteam Dialog

Select Value - Work Team Code
Work Team Code
ADAMS PLACE
AREA 01
AREA 01 CONT/REEVES
AREA 02
AREA 02 CONTIOUS
AREA 03
AREA 03 CONT/MINN AVE
AREA 03 CONT/UCC
AREA 03 CONTAVILSON
AREA 04
AREA 05
AREA 05 CONT/DMW
AREA 05 RFK
AREA 05
BPO TEAM
CONTRACTOR 041 PPM
CONTRACTOR 02 US FACILITES
CONTRACTOR 034 US FACILITES
CONTRACTOR 03B CROCKETT
CONTRACTOR 03C DONOHOE
CONTRACTOR 04
CONTRACTOR 05
CONTRACTOR 06
DC TEAM
LOCKSMITH
OUTSOURCE CONTRACTOR

Work Order Details

‘Work Request Details

176

Emergency ~

|4_41 4TH STREET NW

07/7/2011

Work Request Documents

» Save Work Dnle{ » Forward

Contact: | :l

Primary Trade Required: A |
[ Work Team Code: IWH]

Account Code: | I )

Agency Code:

M/D/YYYY

[Violation 2 -
» Add Work Request » Delete Selected | (@

uest Code Assigned to Work Order Problem Type Work Request Status Date Work Requested

box

176 VIOLAT HEALTH

Description

ADAMS PLACE

Area 01

Area 1 Contractor/REEVES

Area 02

Area 2 Contractor/0J5

Area 03

Area 3 Contractor/Minn Ave

Area 3 Contractors/UCC

Area 3 Contractor/WILSON

Area 04

Area 05

Area 5 Contractor/DIMV

Area 05 RFK

Area 06

BPO Team for Schools

Contractor Team for Service Area M1
Contractor Team for Service Area 02
Contractor Team for Service Area 034
Contractor Team for Service Area 038
Contractor Team for Service Area 03C
Contractor Team for Service Area 04
Contractor Team for Service Area 05
Contractor Team for Service Area 06
DC TEAM

Locksmith Group

Outsource Contractor

19
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Forwarding a work request requires you to change the workteam.

Manage WorkOrders ® 2=
Supernvisor - Manage Work Orders Work Order Details Work Request Details Work Request Documents
Work Order Details » Save Work Order » Forward
Order Code: 221 Contact: [
Priority Primary Trade Required: ’—
Supervisor: ’— Work Team Code: ’W
Building Code: ’m Account Code: ’—
Date Built: 09/14/2011
Cluster Code: ’— Agency Code: ’—
Date to Perform E Time to Perform o
MDY

Description "TEST - with DOCUMENT

Message X
Please select 3 different work team to forward this work order
Waork Requests for Selected Work Order » Add Work Request » Delete Selected
Work Request Code ASSIgIET TO WOTK UTgEr FrovrenT Type Work Request Status Date Work Requested

Please select a different work team to forward this work order

3. Once the appropriate work team was selected, a confirmation will be prompted. Upon clicking
yes would forward the Work Order and Work Request(s) to the other work team. The Work
Order will go back to the Estimate & Schedule Step for the new work team supervisor to edit or
continue the estimation and assigning of resources for the request.

Confirm #

“p \ Are you sure you wanted to forward selected work order and work reguests assigned to DC
\._"4/ TEAM to WORKTEAM2

[
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Completing and Closing Work Orders/Work Request

When craftspersons have completed their tasks and all invoices are completed, work orders can be
closed out and archived. The supervisor may complete work requests if craftspeople don‘t have access
to the application.

Select Building Operations >On Demand Work > DGS Supervisor > Update Work Orders and Work
Requests from the Web central navigator.

@ Building Operations

@ On Demand Work

@ DG5S Supervisor

[ Create Maintenance Service Request

[ View Maintenance Service Request

[ Flanning Board
" Estimate and Schedule Work Requests
" Izsue Work Orders

" Assign Work Reguests to Work Order
" Manage Work Order/Requests

= Update Work Orders and Work Requests ]

-

Update-Work-Ordersamnd-ork-Requests

Select || Work Order Details Waork Request Labor Hours Work Request Resources Work Request Details
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Select Tab:
1. Use the Select button next to one of the listed work orders to view a list of work requests

assigned to the work order.

Update-Work-Ordersand Work-Requests =
Select Waork Order Details Work Request Labor Hours Work Request Resources Work Request Details
Filter » Show »Clear | @
Building Code: ] work Order Code From: Work Order Code To:
Primary Work Type: - e =
Minimally, check off the boxes nexttothe | &
Work Orders work requests to complete, and use the se Selected | ©
Work Order “ ” rk Order
Cod itdi
o Code P Complete Selected” button. e
] 222 441 4TH STREET NW D|
] Select | £t 115 441 4TH STREET NW Biohazard to RISK GROUP 8/268/2012 8/28/2012 1
U= & — T O OVE Y T T M T T e e e e e e e e e e e e e e e =y
[N e Bl =} e ———— N e — 2
Work Requests » Complete Selected || @
] ‘Work Reguest Code Assigned to Work Order Requested by Problem Type Work Request Status Date Work Requested
B 222 222 _EVERYDAYUSER ELECTRICAL Issued and In Process 10/23/2012

Edit button will navigate to the Work Order
Details Tab

2. Use the Select button next to each work request to navigate to the Work Request Labor Hours
tab. Update an existing craftsperson assignment by clicking the Edit button in front of the
craftsperson to edit. A pop-up window will display detailed information on the selected
craftsperson assignment. Update this information and save your changes or press cancel to
close the pop up window without submitting changes. If no craftsperson assignments are listed,
or another craftsperson should be assigned, click on the 'Add' button. Again the pop-up window
will allow entry of the new craftsperson assignment
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Work Order Details Tab:

Update- WorkOrdersand WorkRequests L= ]
Select | Work Order Details Waork Request Labor Hours Work Reque: esources Work Request Details
Work Order s» Close Work Order » Print Work Order | @
work Order Code: 222 Work Order Authorized by:
Contact: Work Order Planned by:
Primary Wark Description: |Das:nptmn of the problem B
« »
work Order Priority: 0 Number of Open Requests: 0
Building Code: [1474TH STREETNW =]
Date Built: 07/7/2011 Account Code: [ .
Cluster Code: [ ] Agency Code: [ ]
Progress @
Date Work Order Created: 10/23/2012 Time Work Order Created: 4:09 PM
Date to Perform: Time to Perform Work:
Date Work Order Issued: 10/23/2012 Time Work Order Issued: 6:38 PM
Date Work Order Completed: Time Work Order Completed:
Costs @
Caost of Labor: 0.00 Cost of Parts: 0.00
Cost of Tools: 0.00 Other Costs: 0.00
Total Cost: 0.00
Work Requests @
0 Work Request Code Assigned to Work Order Problem Type Work Request Status Date to Perform
B 232 222 ELECTRICAL Issued and In Process 10/23/2012

Work Request Labor Hours Tab:

e

Update-Work-Ordersand Work-Requests ® = =

Select

Work Ordi

Work Request

Work Requast Code:

Problem Type:

Craftspersons Assignments
a
a

Craftsperson Name

Frank Technician

Work Request Code

quest Resources

222
ELECTRICAL

222 10/23/2012

Work Request Details

Date Craftsperson Assigned

‘ » Next > .@

Requested by: _EVERYDAYUSER A
Date Work Requested: 10/23/2012
» Add » Delete Seldcted | @
Time Craftsperson Assigned Date Started Total Hours Total Labdr Cost
5:06 PM 0.00 0.00

In this tab, the supervisor can edit the labor hours by clicking the edit button, or add another
labor hours from the same craftsperson or another craftsperson.

3. Use the Next button to navigate to the Work Request Resources tab. A user can update
resources like tools and parts for the work request

elevxte
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Work Request Resources Tab:

Update WorkcOrdersand WorlkcRequests
Select | Work Order Details

Vlork Request

Work Reguest Labor Hours

Work Reguest Resources

Work Request Code: 222

Problem Type: ELECTRICAL

Work Request Parts
a
]

Part Code

BALLAST-FLOR

Work Request Tools
lal
a8

Tool Code

DRILL 1

Viork Request Other Costs
]
a

Date Used

10/23/2012

Work Request Code

Work Request Code

222 10/23/2012

Waork Reguest Details

Date Tool Assigned

Other Resource Type

ADMINISTRATION

Quantity Used

0.000

Time Tool Assigned
5:09 PM

» << Previous slext=> |@
Requested by: _EVERYDAYUSER A
Date Work Requested: 10/23/2012

» Add Part » Delete Selected (@)

Date Part Assigned Time Part Assigned

10/23/2012 4:51 PM
» Add Tool » Delete Selected (@)
Total Straight Time Cost Straight time Hours Used
0.00 0.00
» Add » Delete Selected | (@)
Work Request Code Actual Cost

222 0.00

In this tab, the supervisor can edit the resources used in the request by clicking the edit button,

or add more resources.

request can be updated or completed

24

Use the Next button navigates to the Work Request Details tab, where the status of the work———

elevxte




»
*
*

G

Work Request Details Tab:

Update-WorkcOrders and Work-Requests ® 5w

Select | Work Order Details Work Request Labor Hours Work Request Resources Work Request Details

Work Reguest
Work Request Code: 222 Assigned to Work Order:
Date Work Requested: 10/23/2012 Time Work Requested:
Requested by: _EVERYDAYUSER Requestor's Phone #:
Problem Type: ELECTRICAL Work Request Priority:
Building Code: 441 4TH STREET NW Floor Code:
Date Built: 07/7/2011 Room Code:
problem Locaton:
Equipment Code: Current Equip. meter reading:
Date to Perform: 10/23/2012 Time to Perform Work:
4
Date of Est. Corpak . Primary Trade Required:
¢ Issued and In Process Account Code:
Cluster Code: Agency Code: [A
Work Description: D7wptlon of the problem
Craftspersons

! Repair Type:

Daocument 1: El Bl Document 2

Issued and In Process |~ Select the status of the work request

Issued and In Process

On Hold for Parts
On Hold for Access
On Hold for Labor
Stopped

Completed = Update

Clicking the update button will save the
changes

5. To return to the listing of work orders and work requests, press the “Select” tab.
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Craftsperson/Technician

After Work Orders are issued the Craftsperson are now ready to work on the work requests assigned.

Select Building Operations >On Demand Work > DGS Technician > Update Work Orders and Work
Requests from the Web central navigator.

Update Work Order and Work Requests
DGS)

@ Building Operations

@ On Demand Work

@ G35 Technician

[ Create Maintenance Service Request

[ view Maintenance Service Request

] Update Work: Order and Work Requests

Update Work Requests ® &
Select | Update Labor Hours Update Resources Update Details
Viork Orders @
Work Order Primary Work Date Work Order Date Work Order Date to Date Work Order
Code Building Code Contact Description Created Issued Perform Completed
27 3815 FORT DRIVE NW test 7/13/2012 8/22/2012

Update WorlkcRequests

Select Update Labor Hours Ipdate Resources Update Details

Select Tab:
1. Select the Work Order to display all work request assigned to the work order
Minimally, check off the boxes next to the work
Update- Work-Requests "
Select Update Labor Hours Update Resources Update Details requeStS tO Completel and use the Complete
Work Orders Selected” button. ¢
Work Order Primary Work
Code Building Code Contact = Description Created Tssued Perform
27 3815 FORT DRIVE NW test 7/13/2012 8/22/2012
Work Requests ) » Complete Selected | (@
0 Work Request Code Assigned to Work Order Requested by Problem Type Work Request Status Date Work Requested
=] 27 27 AFM CARPENTRY Issued and In Process 7/13/2012
—

2. Select button will navigate to the Update Labor Hours Tab
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Update Labor Hours Tab:

3. Select the edit button to update the labor hours on the selected work request.

Update WorkcRequests ® 8™

Select Update Labor Hours Update Resources Update Details

Work Request »Next>> | @
Work Request Code: 27 Reguested by: AFM
Problem Type: CARPENTRY Date Work Requested: 07/13/2012
Craftspersons Assignments »add | @
Craftsperson Name Date Craftsperson Assigned Time Craftsperson Assigned Date Started Total Hours Total Labor Cost Work Request Code
Test Craftsperson 7/26/2012 8:00 AM 0.00 0.00 27

4. Click the “Next” button to navigate to the Update Resources Tab

Craftsperson Labor Hours Dialog Box

]
Craftsperson Assigment = Cancel

Work Reguest Code:* 27 Craftsperson Name:* 1est Craftsperson

*

Date Craftsperson Assigned:* [7/26/2012 ] Enter your Total Hours Worked
[ on Job Request and Overtime if
Additional Comments: -
needed.
Work Type: | [Unspaciied . Click Save to Update
Estim. Hours: 3,00 [ Actual Hours: |D.DD | ]
Doubletime Hours: |g_gg | Owertime Hours: |D.DD |

Date Started: | @ Date Finished: | E

M/D/YYYY M/DJYYYY

Time Started: | | Time Finished: | |
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Update Resources Tab:

5. Click the “Next” button to navigate to the Update Details Tab

Update Work-Requests

Select Update Labor Hours Update Resources

Work Request

Work Request Code:

Froblem Type:

Work Request Parts

0

No records to display.

Part Code

Work Request Code

Update Details

27
CARPENTRY

Quantity Used

Date Work Requested:

Date Part Assigned

» << Previous
Reguested by: AFM
07/13/2012

» Add Part » Delete Selected | @

Time Part Assigned

Work Request Tools

O

No records to display.

Work Request Code

Tool Code

Date Tool Assigned

Total Straight Time Cost

» Add Tool » Delete Selected | @)

Straight time Hours Used

Work Request Other costs

O

No records to display.

Work Request Code

Date Used

Other Resource Type

» Add » Delete Selected | @

Actual Cost

This tab allows the craftsperson to add or edit the resources used for the work request.

Update Details Tab:
1.

Update-WorlcRequests

Select Update Labor Hours Update Resources
Work Request
Work Reguest Code:

Date Work Requested:

Requested by:
Problem Type:

work Description:

Building Code:
Room Code:
Equipment Code:

Date to Perform:

Click “Update Button” to update the status of the Work Request

& Em

Update Details

» << Previous @]
27 Assigned to Work Order: 27
07/13/2012 Time Work Requested: 9:13 AM
AFM Requestor's Phone #: 312-236-2323
CARPENTRY work Request Priority:
test -

3815 FORT DRIVE NW

07/26/2012

[Etatus:

Issued and In Process JRd ]{—

Date of Est. Completion:

Account Code:

Agency Code:

Costs

Estimated Other Costs:

Estimated Cost of Labor:

Estimated Cost of Parts:

Estimated Cost of Tools:

Estimated Total Cost:

Issued and In Process |~

Issued and In Process
On Hold for Parts

On Hold for Access
On Hold for Labor
Stopped

Completed

loor Code:

N Location:

rm Work:

Er reading:

Required:

ster Code:

560.00

@ o
o
=1

60.00

Other Costs:
Cost of Laber: [350.00
Cost of Parts:

Cost of Tools:

o o o -
= =4
a

Total Cost: [350.00

The Work Ticket is Completed you can Add Finances and Parts Used and then Close Out the Ticket

28
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