Northwestern | FACILITIES CONNECT

CUSTOMER SERVICE

ESTIMATES: MANAGE AN ESTIMATE REQUEST

OPERATIONS & MAINTENANCE

Provides guidance for locating and managing an Estimate Request.

v GETTING STARTED

The Request screen in located on the Home Screen — for instructions on logging into Facilities Connect, please refer to the Customer
Service: FC Access and Home Screen job aid.

v INFORMATION

Customer Service is responsible for receiving and routing NU Facilities Estimate Requests. Once an Estimate Request is received,
Customer Service will review the request and route it to the appropriate workgroup(s) along with the Estimate Form.

DIRECTIONS:

1

0 Click on the Tasks tab.

= Northwestern | FACILITIES CONNECT

To locate existing Estimate Requests, begin on the Facilities Connect Home Screen:

Home Home R MyBookmarks =
Requests [=] Request Central Ow [=] Reminders - Request Central Ow
Projects Select the type of request you would like to 3- Action Items @
1932 - Notifications @
B  Tasks -~

Facilities - 0 - My Pending Surveys

Request facility repair
Inventory ) AR [ My Active Requests Ow
Portfolio b Bike

[#] My Completed Requests Ow

Electrical & Lighting

2

@ Scroll to My Organization’s Active Tasks and click the Maximize button.

Upon clicking, you will be taken to the Tasks screen:
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@ Tasks R Add to Bookmarks | My Bookmarks
4 [5] Reminders - Tasks Mw  [5] MyActive Tasks M w  [5] Job Cost Facilities Reports [ w
o) ! TaskID Task Name Task Description Task Type Request Class  Task Priorit Building Name
a ~ Notices P e 9 2 S Employee-Organization Report @
. No data to display. i .

3 - Action Items . Project Costing Audit Report @
1932 - Notifications Work Order Audit Report

D w My Team's Tasks [5] My Task History Ow

@ 12 - Unassigned Tasks @ ! TaskID  Task Name Request ID Request Class Priority Requested By Building  [5] Job Cost User Reports Ow
13 - Overdue Tasks @ No data to display.

& Job Cost Summary and Detail Rep

0 - Tasks Due This Week @

13 - All Open Tasks @

5 - Over-Budget Tasks @

0 - Emergency Tasks @

0 - Callback Tasks

0 - Poor Satisfaction Tasks

13 - Active Requests For My Tc
¥ My Tasks

0 - Overdue Tasks

0 - Tasks Due This Week @

0 - Mv Open Tasks @

<

i

[] O&M Reports Ow

[5] My Organization's Active Tasks
Request
I TaskID Task Name D Request Class _Priority Requested By Build
WT- WT-1041282 - SR- PM Corrective Scheduled  Moser,Robert Bobb Ha
1041282  Scheduled Work, Bobb 1003599  Maintenance Work Gustav

Hall, PM Corrective
Maintenance

WT- WT-1041338 - SR-

1041338  Scheduled Work, Tarry 1003659  Maintenance Work Jason
Building, PM Corrective
Maintenance

PM Corrective Scheduled  Bochenek,Michael Tarry Bu

All Tasks by Resource

Daily Work Orders Report
EVCUST and CHCUST Open Work (
Campus Mapping @

Notification History @
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DIRECTIONS:

2

Upon clicking, you will will see the full screen view of My Organization’s Active Tasks:

Locate and select a Work Task which contains Estimate Request in the Request Class field. Click anywhere on the
Work Task Record to open.
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o Tasks M addtoBockmarks | My Bockmarks
= [ My Or ion's Active Tasks A
=) Apply Filters  ClearFilters 3 ¥r &
1 Task Name TaskiD Task Type e }wnsih\e Organization Work Location
Contains Contains estimate Contains Contains
- Deering Library, Esti... WT-1059103 Corrective Estimate Central Locksmith \Locations\Evanston Campus\Deerin
[}
EDDC - Cook 2150A . WT-1080408 Corrective Estimate Central DDC \Locations\Evanston Campus\Cook F
EDDG- Maintenanc..  WT-1080332 Gorrective Estimate Central DDC \Locations\Evanston Campus\Allison
Perform Estimated . WT-1051700 Corrective Estimate Z6PAINT \Locations\Chicago Campus\Ward Bl
WT- 1084979 Provid WT-1084979 Corrective Estimate ZBENG \Locations\Chicago Campus\Simpso
WT-1029533 - Maint... WT-1029533 Corrective Estimate Central Carpenter \Locations\Evanston Campus\Deerin
2b WT-1039921 - Maint WT-1039921 Corrective Estimate Z6CARP
IWT1NA109& WT1NA103&  Cahadn ©0 1nNANEN DA Crrrantivn hlainda Crhadiilnd WWinrl: Dfniffar| murannan Canrin Madinal Dannn e
L3
ltems per page: 50 1-13 of 13 items of 1 pages

v TIP & TRICKS

Utilize the column headers and search bars to narrow your search. The quickest way to locate
Estimate Requests is to search for an ‘Estimate Request’ in the Request Class column.

3 Upon clicking, the selected Work Task (Estimate Request) will open:

@ Review the details and description of the request to determine which trade(s) which should be involved in the
estimate creation process.

@ Next, click on the Resources tab.

Work Task: WT-1028062-WT-10: Projects2020 Ridge, Estimate Request R roaToBookmarks @ Print €@ Help.
General  JobCost  WorkDersl Resources [leg fications  Notes & Documents  Work Taskinfo Audit Actons supervisor Completk  Hold  Swve  SwvemClose  Moe  x

Required): Use this tab to enter, review, or change basic information about the task. @
= General Accept | StartWork | StopWork
Task ID WT-1028062 Status Active
+ Task Name |WT-1028062 - Maintenance Project, 2020 Ridge, Estimate Request. Assignment Status Unassigned

Description Leak caused damage to the carpet in the Learning Commons. | need an estimate to have the carpet removed and replaced.

Task Relssue Reason

Curreney US Dollars

[=] petails

Task Type Corrective O € Task Priority |Maintenance Project f
Request Class Estimate Request £ @ Service Class Estimate Lo
Primary Work Location \Locati c i Lo Building Address 2020 Ridge Ave
Geography Lookup Lo Building Name 2020 Ridge
Customer i i entral Electrician Building Primary Use Education

Preferred Access Time Anytime
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DIRECTIONS:
3 Upon clicking, the Resources tab will open:

@ In the Resource section, click on Find People.

Work Task: WT-1028062-WT-1028062 - Maintenance Project, 2020 Ridge, Estimate Request @ A Ac To bockmaris  f=y Print @ Help

General  JobCost  WorkDetalls Resources Procedures  Notifications  Notes & Documents  Work Task Info  Audit Actions Supervisor Complete  Hold Save  Save@Close  More

(Optional): Use this tab to enter, review, or change resource assignments for the selected task.
= Resources FmdA)I Find People Iﬂmm(mam | FindOrganization | Time Entry | | Remove

© oot found shows (104
! Name Resource Type Resource Requirement Percent Allocated Complete
No data to display

The Find People pop-up window will appear:

@ Toggle the Related Reports drop down menu and select All People.

=g

Apply Filters Clear Filtars 2 o 17 <+

I
Last Name First Name Hame }I

Barr Keith BarrkKeith &

1093422 Castillo Yuri Castillo,Yuri

]

D 1087040 Czaplicki Mark CzaplickiMark G
p

O

O

- =
1022730 Mason Michzel Mason Michael G ani|
1087776 Pietrzak Carey Pietrzak, Carey Alan g1
3
Items per page: 50 e 1-10 of 10 items 1 of 1 pages - |

@ Select the shop Supervisor(s) you wish to assign as a Resource for creating the Estimate in question by checking
the box next to the name of the individual.

@ Click on the Ok button to assign. Repeat 3e and 3f as necessary for multiple individuals.

@ Click on the Save button to confirm the assignment(s).

Work Task; WT-1028062-WT-1028062 - Maintenance Project, 2020 Ridge, Estimate Request A 2 Tosookmarts 3y Prive @, v

General  JobCost  WorkDetails  Resources Procedures  Notifications  Notes & Documents  Work Task Info  Audit Actions Supervisor Complg id Close  More
Save

(Optional): Use this tab ta enter, review, or change resource assignments for the selected task,

= Resources Find Assets | | | FindPeople | | | Find Locations | | | Find Organization | | | Time Entry | | | Remove
© ototal found show: (10 %
! Name Resource Type Resource Requirement Percent Allocated Complete

No data to display

v TIP & TRICKS

Utilize the column headers and search bars to narrow your search. Searching by first and last name,
sorted by All People is most effective way to locate a resource.
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Next, upload the Estimate Form and any additional supporting documents to the Work Task.

e To begin, click the Note & Documents tab.

Work Task: WT-1028062-WT-1028062 - Maintenance Project, 2020 Rides

e 4 0t T sooen s e @ vy
Notes & Documents [t @qns mmmmmmmmmmmmmmmmm ve acise Mo x

(Optional): Use this tab to enter, review, or change resource assignments for the selected task.

General  JobCost  WorkDetails  Resources Procedures  Notifi

= Resources Find Assets | Find People | Find Locations | Find Organization | Timetnuy | | Remove
© Eport 1 totalfound 10
! Na Resource Type Resource Requirement it Percen! it Allocated Complet
Ridge, Matthew Person Required 100 percent it
Upon clicking, the Notes & Documents tab will open:
Work Task: WT-1028062-WT-1028062 - Maintenance Project, 2020 Ridge, Estimate Request A Ada o sookmarks e
General  JobCost  Work Details  Resources  Procedures  Notifications  Notes & Documents  Work Task Info  AuditActions ~ SuperviorComplete  Hold Say Save & Close More
(Optional): Reference related documents or review comments to the record.
= Comments | Remove
© Emort 1 total found Show: 20 ¢
! Comment Type Created By Reference Date Comment
Note Campos,CJ 01/13/2020 Preferred Access Time: Anytime: Does Requester need to be Present During Visit: No
Upload
= Related Documents Find
©  Ototal found Show: 20 %
! Document 't Name Document 't Description
aaaaaaaaaaaaa

Object Attachment Upload pop-up will appear:

@ Click Select Multiple Files for Upload to add the Estimate Form and any other Documents from your
computer.

« Document Management Upload Multiple Files

Single Upload
Number Type File Name

Drop Files Here

I Select Multiple Files for Upload Ia
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DIRECTIONS:

Continued:

@ Click on Submit button to complete the upload.

Document Management Upload Muliple Files Single Upload
Number Type File Name Size
1 DOCX  Estimate Form.docx 1.4kb

Drop Files Here

m:&mm T @

Upon clicking, you will be returned to the Work Task. The added document(s) will now be viewable in the Related

Documents section.

a Click the Save & Close button.

Work Task: WT-1028062-WT-1028062 - Maintenance Project, 2020 Ridge, Estimate Request

JobCost  WorkDetails Resources  Procedures  Notifications  Notes & Documents  Work Task Info  Audit Actions

(Optional): Reference related documents or review comments to the record.

= Comments Add | Remove
© Bport 1totalfound 20
1 Comment t Type Created By Reference Date Comment
Note Campos CJ 01/13/2020 Preferred Access Time: Anytime; Does Requester need to be Present During Visit: No
= Related Documents Find | Remove | Upload

Document Description

v INFORMATION

Once the Estimate Request has been completed by the applicable shop(s), the Estimate Request will be returned to the customer for
review and approval. If the customer chooses to proceed with the Estimate Work, a new Work Task will need to be created in the
Perform Estimated Work Service Type.
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