Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

CUSTOMER SERVICE
MODIFY WORK TASKS: ASSIGN RESOURCE(S)

Provides guidance for assigning resources to a Facilities Connect Work Task.

v GETTING STARTED

This job aid begins on the Tasks screen. For more information on navigating to the Tasks screen, please refer to the Customer Service:
Tasks Screen job guide.

DIRECTIONS:
1 From the Tasks screen, scroll down to locate the Manage Tasks section:

G Click on the All Tasks menu option.
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Upon clicking, the All Tasks screen will open:

2

e Locate and click the Work Task you wish to view.
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v TIP & TRICKS

Utilize the column filters and search function to locate the Work Task you wish to view. Layering
your filters will make it easier to locate the Work Task.
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CUSTOMER SERVICE
MODIFY WORK TASKS: ASSIGN RESOURCE(S)

DIRECTIONS:
3 To Assign Resources on the work task:

@ Click on the Resources tab.

Work Task: WT-1044475-WT-1044475 A security door going from Pancoe into Silverman (Silverman 2-560) ﬂ Add To Bookmarks Print ) Help

General Job Cost Work@ Procedures Motifications 3 Supervisor Complete Technician Complete Hold Save Mare x

(Required): Use this tab to enter, review, or change basic information about the task.

= Accept Start Work Stop Work
enera | |

Task ID |WT-1044475 Status Active
% Task Name 'WT-1044475 A security door going from Pancoe into Silv|  Assignment Status Unassigned

Description A security door going from Pancoe into Silverman (Silverman 2-560) will not stay shut. Can you send someone to repair?

@ Next, locate and click on the Find People option.

Work Task: WT-1044475-WT-1044475 A security door going from Pancoe into Silverman (Silverman 2-560) ﬂ Add To Bookmarks @ Print g Help

General  Job Cost  Work Details ucedures Notifications gy o i eciecian Completey okl o s ®

(Optional): Use this tab to enter, review, or change resource ents for the selected task.
- Find Assets d Find People Find Locations Find Organization Time Entry Remove
esources | 1 | I

©  o0total found Show: |10~

]! Name Resource Type Resource Requirement Percent Allocated Complete

No data to display

The Find People pop-up window will appear:

@ Click on the Related Reports drop down menu arrow and select the All People option to search all
available Resources.
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DIRECTIONS:
3 Continued.

@ Mark the Checkbox beside the name of the individual(s) you wish to assign as a Resource.

@ Then, click on the Ok button to assign. Repeat 3c through 3e as necessary for multiple individuals.

People in Responsible Organi... Apply Filters Clear Filters o A +
g HRID Last Name First Name Name
Q Contains Contains Contains Containg
| 1106832 Abramowski Dale Abramowski,Dale Robert
a 21671866 Affeldt Michael AffeldtMichael S.
a 1077068 Barr Mason Barr,Mason
a 1103177 Boyd Ben Boyd,Ben Antony
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@ Click on the Save button to confirm the assignment(s).

Work Task: WT-1044475-WT-1044475 A security door going from Pancoe into Silverman (Silverman 2-560)

General  Job Cost  Work Details Resources Procedures Notifications ¥

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

| 294 To Bockmarks g Print @) Help
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= Resources FindAssets | Find People | Find Locations | Find Organization | Time Entry | Remove
L] Export 1 total found Show:
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O Ridge,Matthew Person Required 100 percent

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.

v1.1 (Updated 03.04.22) © 2022 Northwestern University Page | 3



	Slide Number 1
	Slide Number 2
	Slide Number 3

