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1. After logging in click on “Building Operations Console”.
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Report Problem [HEAEE< R ]
shiovd All , v | Site Building Floor Problem Type More  Clear Recent ~ Group By
!Status v \
0 selected
D Work Request
~ Code Problem Type Location Work Description 2 Due Date
» Requested (1 (1)
¥ Assigned to Work Order ) (20/25)
L) 1646 ELECTRICAL|WIRING 50210300 test Estimatex  Schedule lssue@ Cancel
Ll 1643 ELECTRICAL|RECEPTACLE REPLACEMENT 50210900 test Estimate Schedule Issue Cancel
L) 1584 BIOMEDICAL|FABRICATION 50210200-01 bio Estimatek  Schedule Issue@ Cancel
L 1583 ELECTRICAL|WIRING 50210300-04 wr3 Estimatek  Schedule Issue@ Cancel
L 1582 ELECTRICAL|WIRING 50210100-05 wr222 Estimatek  Schedule Issue@ Cancel
L) 1562 BIOMEDICAL|AUTOCLAVE - LEAKING 50210100 this test Estimatex  Schedule Issue@ Cancel
U 1561 PLUMBING|PLASTER TRAPS 50211000 this is a test Estimate@® Schedule® Issue Cancel
o 1525 ELECTRICAL|ELECTRIC HEATER NEEDED 50210100-06 test 101 Estimatek  Schedule Issue@ Cancel
U 1505 ELECTRICAL|WIRING 50210100-03 reql Estimatek  Schedule Issue@ Cancel

Total records: 215

2. Inthe case of this being a “billable” request, you will have to do an “estimate” to be sent to the cost center approver before work can
begin.

3. Find the Work Request you want to assign and click on the “schedule” button. This allows you to assign the craftsperson to the work
request.
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J Schedule Work Request 1646

Recent ~

Show | All
\ﬁﬁs Y Schedule requests to better plan and balance work for teams and craftspersons. You can change the schedule assignments until you issue the re|
| |
v Trades @
0 selected
(g Work Request No records to display. /
- - Crafts A Crafts (@)
¥ Craftspersons ssign Craftsperson
» Requested (1)
¥ Assigned to Work q No records to display.
L) 1646 £1 ¥ Tools Assign Tool @
L 1643 El
[ 1584 g| No records to display.
L) 1583 El
£ 1582 E
1562 Bl
£ 1561 P
B 1525 El
@ 1505 E

Total records: 215

Forward Close

4. When the schedule work request screen pops up you will then click on the “assign craftsperson” button.
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| Work Request
~ Code

» Requested [ (1)

¥ Assigned to Work
1646
1643
| 1584
1583
| 1582
-1 1562
I 1561
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/1505

Total records: 215
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Schedule Work Request 1646
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Schedule requests to better plan and balance work for teams and craftspersons. You can change the schedule assignments until you issue the request.

¥ Trades

No records to display.

¥ Craftspersons

No records to display.

¥ Tools

“Assign Craftsperson

No records to display.

Craftsperson Code*
Date Scheduled® 2/21/2017
Time Scheduled® 10:20
Scheduled Hours |0.00
Work Type ‘ UnSpecified

Recent *

10:20 AM

B | cancel

Forward Close

ssue
ssue@
ssue@
ssue@
ssue@
ssue

ssue@
ssue@

Cancel
Cancel
Cancel
Cancel
Cancel
Cancel
Cancel
Cancel

Cancel

Due Date

5. On the “assign craftsperson” window you will choose the craftsperson by typing the last name or clicking on the blue ellipse in the
“craftsperson code” box.

6. After assigning a craftsperson you will then key in the amount of hours estimated to do the job.
You can then click on the “work type” drop down arrow to select the type work to be done.

~

8. Once you have made your selections, click on “save” to save your information.
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Report Problem [HEAdNE+RAN1 )

ShOWYVA" v|site Building Floor Problem Type More  Clear |"fllidi Recent~  GroupBy
!Status '1
0 selected
a Work Request
~ Code Problem Type Location Work Description Date

» Requested [ (1)
V¥ Assigned to Work Order © (20/25)

L 1646 ELECTRICAL|IWIRING 50210300 test Estimatex  Schedule Issue@  Cancel
L1643 ELECTRICALIRECEPTACLE REPLACEMENT 50210900 test Estimate Schedule Issue Cancel
L1584 BIOMEDICAL|FABRICATION 50210200-01 bio Estimatesk’  Schedule Issue@  Cancel
L) 1583 ELECTRICALIWIRING 50210300-04 wr3 Estimatek’  Schedule Issue@  Cancel
U 1582 ELECTRICALIWIRING 50210100-05 wr222 Estimatesk’  Schedule Issue@  Cancel
L1562 BIOMEDICAL|AUTOCLAVE - LEAKING 50210100 this test Estimatek  Schedule Issue@  Cancel
L 1561 PLUMBING|PLASTER TRAPS 50211000 this is a test Estimate® Schedule@ Issue Cancel
U 1525 ELECTRICAL|ELECTRIC HEATER NEEDED 50210100-06 test 101 Estimatey  Schedule Issue@  Cancel
L) 1505 ELECTRICALIWIRING 50210100-03 reql Estimatesx  Schedule Issue@  Cancel

Total records: 215

9. Once your work request has been scheduled you will then have to “issue” it to move forward in the process to be worked by craftsman.

Note 1 - If you see a stop sign, ®, that means that the cost center approver has not approved this, (billable), request and therefore it
cannot be issued.



This action issues the request to the field personnel, at which point it cannot be
canceled, only completed, put on hold, or stopped.

10. Once you have click on the issue button you will receive a verification window warning that it cannot be canceled. You will click “yes” to
issue.



