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1. Click on the link for “Building Operations Console”.
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2. Click the arrow beside the “Issued and In 
Process” status. This will expand the status to see 
all the work requests in that status.
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3. Click the “Update” button to be taken to the pop up window that 
will allow you to enter your time and “craftsperson notes”.
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4. Click on the “arrow” for Craftspersons to expand this area enabling 
you to be able to enter your time. 



5. Click on the “Actual Hours” section under the “Craftsperson” to 
receive the pop-up window where you will enter time for the workday.

6. Once the pop-up window is shown, click the “Actual Hours” box and 
enter the amount of time spent on that day working on the request.

7. Click the “Date Started” box and select the date you started on the 
job. 7a. Click the “Time Started” and enter the time you started. 7b.
Click the “Date Finished” and select the date that you completed the 
job. 7c. Click the “Time Finished” and enter the time you finished the 
job. 

8. Once you have completed entering your time, click the “Save” button 
to exit the pop-up box.  
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8. To add additional time for each day worked you would click the 
“add” button where you will receive the pop-up box again to add 
yourself and time for each day worked, (this would be done at the 
end of that day). Your name will be already populated in the 
“Craftsperson Code” box. All you will do is update your time, for 
that day, by once again clicking in the 8a. “Actual Hours” box. 

9. Click the “Date Started” box and select the date you started on 
the job. 9a. Click the “Time Started” and enter the time you 
started.9b. Click the “Date Finished” and select the date that you 
completed the job. 9c. Click the “Time Finished” and enter the 
time you finished the job. 

10. . Once you have completed entering your time, click the “Save” 
button to exit the pop-up box.
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11. Be sure to update the “Craftspersons Notes” section. This is where you document what you did to resolve 
the problem as well as any information as to being able to contact the requestor if not available when you 
arrive to do the work. 

12. When you have completed entering your hours, adding additional days, (if needed), and updating the 
notes section, the next step is to click the “Update Request” button. This saves all the information you have 
entered into the request. 
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13. When you click the “Update Request” button on the previous pop up screen, you will be 
returned to the main status screen. If the job has been completed you will then click the 
“CompletedNotVerified” button. This will inform your supervisor and the requestor that the job 
has been completed. If the job is ongoing, then instead of clicking the “CompletedNotVerified” 
button, you would simply 14. “Sign Out” until you are ready to login again and “Update” your 
information. 
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15. The last step, as a craftsperson, after clicking the “Completed Not 
Verified” button, you will receive a pop-up window to confirm that all 
information has been entered and you are ready to close the work request. 


