§§ Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

HUMAN RESOURCES:
ADD A NEW WORKGROUP MEMBER

Provides guidance foradding a new Workgroup Memberin FC Desktop. Note all Workgroup Members willhave the ability to
charge labor viaJob Cost in Facilities Connect.

v GETTING STARTED

Once a new employee has been added to Facilities Connect, they can be added to a Facilities Connect Workgroup, and
Labor Rate information can be applied. If a new employee is not visible and you are unable to complete the steps outlined in
this job guide, please contact NUIT forassistance.

DIRECTIONS:
From the Facilities Connecthomepage, locate the hamburger menu:

o Clickon the Portfolio section.

— rthwestern | FACILITIES ©

Home Home M My Bookmarks

Requests. [=] Geography O w  [5 Organizations O = [ Specifications Ow
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Tasks [5] Locations O« Divisions [E] Assets O«
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External Contacts

Locate the People section:

° ClickontheEmployees option.
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Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

HUMAN RESOURCES:
ADD A NEW WORKGROUP MEMBER

DIRECTIONS:

3 Uponclicking,the Employees screenwill open:

@ Usetheavailable Search Fields tolocatea specific employee.

@ Once located, clickanywhereonthe Employee Record linetoopen.

Northwestern | FACILITIES CONNECT ® ®

Employees +i Add to Bookmarks I My Bookmarks
15! Popup View v
Projects
Employees v Apply Filters Clear Filters S 0w R
Tasks -
O Name Emp ID Net ID Title HR Admin Unit HR Department
Portfolio
Contains Contains Contains Contains Contains Contains
O ALMalki,Muath Mohammed F 3041480 mam8961 FSM/TGS Student .. McCormip-
D Aadam,Abdul Aziz 1080023 aaa060 Associate Professor Feinberg
Od Aalsburg,Alan Michael 1080304 ama656 Core Technician Se.. Feinberg School of ... MED-Center forl
% — —— S
Aalsburg Alan Michael 1080304 ama656 Core Technician Se. Feinberg™
D Aaron,Robert W 1094003 rwa0686 Exec Dir Stu Aff Ass... Student / ¥
<« >« >
Items per page: 50 v 1 - 50 of 27601 items 1 of 553 pages »

4 Uponclicking,theEmployee Record willopeninanew window.

@ ClicktheRevise button to edittheemployeerecord.

Employee: Aalsburg, Alan - 1080304 H] Add To Bookmarks = print @) Help
General  Contact Details  Locations & Assets  Credentials  Notes & Documents 4a Revise |

(Required): Manage general information about the employee. -

= General
D 1080304 Employee Status Active User Image
% Last Name Aalsburg # First Name Alan

Middle Initial Michael

Full Name Aalsburg,Alan Michael

Nick Name

= Detail
Date of Hire 11/12/2012 Date of Exit
Title Core Technician Senior Assignment Type
Functional Role Maintenance Priority

Last Reported Problem Location

Person Type Employee Total FTE 1
Position Type Staff Position Number 00038378
Position Category Non-Exempt Job Code 270004
Admin Unit Feinberg School of Medicine HR Dept ID 489000
HR Dept Name MED-Center for Genetic Med HR Dept ID Group 489000
Union Code Appointment Type
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Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

HUMAN RESOURCES:
ADD A NEW WORKGROUP MEMBER

DIRECTIONS:

5 First,updatetheemployee’sPrimary Organization:

Scrolldown therecord and locate the Primary Organization section; clickontheFind button to search
available organizations.

Employee: Aalsburg, Alan - 1080304 A Add To Bookmarks (=) Print @) Help

General  Contact Details  Locations & Assets  Credentials ~ Notes & Documents Activate ~ save  Save & Close  x

(Required): Manage general information about the employee.

General

*

1D 1080304

Last Name Aalsburg

Employee Status Revision In Progress

# First Mame Alan

Image

>~
S~

Primary Organization

Find

Organization Path |\Organizations\Northwestern

<

@ Upon clicking, theOrganization selection window willpop-up inside the Employee Record.

Reports To

&)

oK Cancel X

Organization - Departments Apply Filters Clear Filtes & ¢ %
Name Description
Contains Contains
O 1000000 President-Presidents Office -
QO 1000004 President-Approp-PresOperat
O 1000008 President-Office of the President Ops
QO 1000088 President-Office of the President
O 1000100 President-Institutional Memberships
O 1000200 President-Special Programs/development
QO 1000300 President-One Book, One Northwestern
O 1000400 President-President's House Expendables -
O« >
Items per page: 50 v 1- 50 of 7866 items. 1 of 158 pages
i

@ Next, use thedrop down arrow to search forthe desired Workgroup.

@ SelecttheWork Groups option from thedrop-down menu.

Reports To

Reports To Harris,Kevi

Organization - Depa...

A Apply Filters

Clear Filters

Organization - My Comp...

ription

Organization - Work Gro...

() WILDCARD_OP.. Facilities-Wildcard Operations
i O WCAS_WRITIN... WCAS-Writing Programs

O WCAS_WRITIN... WCAS-Writing Programs
L

() WCAS_WEINBE..  WCAS-Weinberg IT

ﬁ WCAS WEINBE.. WCAS-Weinbura IT
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(§§ Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

HUMAN RESOURCES:
ADD A NEW WORKGROUP MEMBER

DIRECTIONS:
Update the Primary Organization (continued):

@ Use theavailable Search Fields to locate the desired Workgroup.

@ Clickontheradio button beside theWorkgroup to select.

oK v Cancel X
Organization - Work .. v Apply Filters ClearFilters O v X
Q Organization Name ID
Contains Contains

entral Auto Mechanic 1042847
a # @ ntral Carpenter 1042848

@ Clickthe OK button toconfirmand save theupdated

Workgroup.
5g OK Vv [ancel x
Organization - Work ... Apply Filters Clear Filters [T & SR 2
Organization Name D
Contains Contains
() central Auto Mechanic 1042847
@ Central Carpenter 1042848

/

v INFORMATION

Repeat Steps #5e-5g toadd the Employee to any additional Workgroup(s) as
needed.
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Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

HUMAN RESOURCES:
ADD A NEW WORKGROUP MEMBER

DIRECTIONS:

Next, confirmthe Labor Rate and Fiscal Year:

(® ClickontheCredentials tab.

+i Add To Bookmarks é Print @) Help

Employee: Aalsburg, Alan - 108030
General  Contact Details  Locat! 4 Credentials Is&Documen(s Activate ~ Save  Save &Close  x

(Required): Manage general information about the employee.

= General
ID 1080304 Employee Status Revision In Progress Image
# Last Name Aalsburg # First Name Alan

Middle Initial Michael
Full Name Aalsburg,Alan Michael

Nick Name

@ Locate theLabor Details Section.

(@ clickonAdd button.

Employee: Aalsburg, Alan - 1080304 +i Add To Bookmarks é Print @) Help

General  Contact Details  Locations & Assets ~ Credentials ~ Notes & Documents Activate ~ Save  save & Close  x

(Optional): Supply the credentials for the employee.

= Licenses and Qualifications Add
© Ototal found Show: [10 v

() ! Qualification Type Qualification Level Effective Start Renewal Date

Q = Labor Details Add ..

Labor Rates v Apply Filters Clear Filters S 0w
O ! Labor Class Rate Effective Start Date Effective End Date Straight Time Multiplier Straight Ti
No data to display :
P4 »
Items per page: 10 v 0 of 0 items 1 of 1 pages

Beside theLabor Class field,use theSearch button tolocatetheappropriate Fiscal Year /Workgroup
option (e.g.FY20 CentralCarpenter); click on the desired option toapply.

o — = Print @) Helg

Create x

(Required): Enter the Labor Details.

= Labor Details | = @

# Labor Class ) x}
» FY20 Central Auto Mechanic =
+ Rate #* Currency US Dollars v
. ; « FY20 Central Carpenter -
Fiscal Period
Straight Time Multiplier o FY20 Central Custodian : 1 Straight Time Rate $52.17 US Dollars
Overtime Multiplier o FY20 Central DDC 15 Overtime Rate $78.26  US Dollars
Holiday Time Multiptier [+ FY20 Central Electrician 2.5 Holiday Time Rate $130.43  US Dollars
# Effective Start Date « FY20 Central Engineer # Effective End Date 08/31/2020 Eo
| Create x B_ « FY20 Central Landscaper
'« FY20 Central Locksmith
g « FY20 Central Painter
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OPERATIONS & MAINTENANCE

HUMAN RESOURCES:

ADD A NEW WORKGROUP MEMBER
DIRECTIONS:

n ConfirmtheLabor Rateand Fiscal Year (continued):

@ Beside theRate field, use theSearch button tolocatethecorrectFiscal Year Period.
0 Clickontheradio button beside the Fiscal Year Period to select.

@ Clickthe OK button to confirm and save theupdated Fiscal Year Period.

= Labor Details
« Labor Class O R
« rate . « currenzy |US Dellars » 6g
o e &

Straight Time Multipiier;

Overtime Multiplier]

Holiday Time Multiplier

* Effective Start Date Fiscal Years G i i‘
Sreate B2 Start Date End Date
U @ 2021 09/01/2020 08/31/2021
2022 09/01/202 0873172022
O 2023 09/01/2022 08/31/2023
QO 2024 09/01/2023 08/31/2024

@ Clickonthe Create button tosave the Labor Details.

Labor: — Print @) Hel
D [coe]

(Required): Enter the Labor Details.

= Labor Details

# Labor Class FY20 Central Landscaper yelx]
+ Rate §52.17| US Dollars # Currency US Dollars ?
Fiscal Period 2020 yolx)
Straight Time Multiplier 1 Straight Time Rate $52.17  US Dollars
Overtime Multiplier 1.5 Overtime Rate $78.26  US Dollars
Holiday Time Multiplier 2:5 Holiday Time Rate $130.43  US Dollars
* Effective Start Date 09/01/2019 FEo + Effective End Date 08/31/2020 EFElo

‘ Create x
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§§ Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

HUMAN RESOURCES:

ADD A NEW WORKGROUP MEMBER
DIRECTIONS:

Confirmand savethechangestothe Employee Record:

@ Clickonthe Activate button.

@ UsetheXtoclose the Employee Record window.

[7b)

rve Save & Close x

General  Contact Details Locations & Assets ~ Credentials  Notes & Documents Activate

(Optional): Supply the credentials for the employee.

= Licenses and Qualifications Add
© 0 total found show: [10 |
D I Qualification Type Qualification Level Effective Start Renewal Date

No data to display

= Labor Details Add | Remove
©  Export 1 total found Show: [10 v|
D ! Labor Class Rate  Effective Start Effective End Straight Time Straight Time Overtime Overtime Holiday Time Holiday
Date Date Multiplier Rate Multiplier Rate Multiplier Time Rate
] FY20 Central Landscaper $52.17 09/01/2019 08/31/2020 1 $52.17 1.5 $78.25 2.5 5130.43

H Next,update the Employee statusto “Team Member”inallWorkgroups theyare assigned:

@ From the Portfolio tab, locate the Organization section.

@ ClickonWorkgroups.

Northwestern | FACILITIES CONNECT

Home Portfolio Q | Add to Bookmarks | My Bookmarks

Requests [=] Geography Ow Oraanizations Ow [E Specifications Ov

Projects My Company

Tasks [5] Locations Ow Divisions [5] Assets Ow
Departments

Portfolio Property @

External Companies
Buildings @

) =
Land @ Workgroups
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\,§§ Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

HUMAN RESOURCES:
ADD A NEW WORKGROUP MEMBER

DIRECTIONS:

Confirmand savethechangestothe Employee Record:

@ Use theavailable Search Fields tolocate the desired Workgroup.

@ Clickanywhere ontheWorkgroup Record linetoopen.

Northwestern | FACILITIES CONNECT

o Workgroups ] Add to Bookmarks | My Bookmarks
74 5} Popup View ~
a
Workgroups v Apply Filters ClearFilters &) ¢ N
ga | ! Name ID Chart String Account Code Work Group Class Status
L
Contains Contains Contains Contains Contains Contains

i

— — o
Central Auto Mechanic 1042847 160-1804200 76001 Shop Active
S s s

gb D Central Carpenter 1042848 160-1804400 76026 Shop Active |
O Central Contractor Custodi. 1042885 160-1804500 76010 Vendor Active -
O Central Contractor Elevator 1042886 160-1804800 76021 Vendor Active
O Central Contractor Extermi. 1042887 160-1804900 76022 Vendor Active <
« »
Items per page: 50 v 1 - 50 of 56 items 1 of 2 pages >

10 Uponclicking,the Workgroup Record willopeninanewwindow.

o ClicktheRevise button toedittherecord.

Work Group: Facilities Human Resources B Add Tgves wpetepuint @) Help

General Team Members & Contacts Contracts Notifications Notes & Documents Calendar Details Includé

(Required): General information for Work Group.

= General

ID 1042902 Status Active
= Name Facilities Human Resources

Hierarchy Path \Organizations\Workgroups\Facilities Human Resources

= Details

Short Name FHR color [N
Organization Type Workgroup
Maintenance Center
Work Group Class Team
HR ID Supervisor Gunn,Rachel N
Accounting Cost Center Primary Mail Stop
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Northwestern | FACILITIES CONNECT

HUMAN RESOURCES:
ADD A NEW WORKGROUP MEMBER

OPERATIONS & MAINTENANCE

DIRECTIONS:
1 1 OncetheWorkgroup RecordisinEdit Mode,

0 Selectthe Team Member & Contacts tab.

(Required): General information for Work Group.

= General

Work Group: resitis
Team Members & Contacts I o
ral Notifications  Notes & Documen ctivate Save

] Add To Bookmarks (= Print @) Helo

Save & Close More x

ID 1042902
* Name Facilities Human Resources
Hierarchy Path \Organizations\Workgroups\Facilities Human Resources

= Details

Status Revision In Progress

Short Name FHR
Organization Type Workgroup

color [N ©

12 Next,add the EmployeetotheTeam Member List:

@ Clickonthe Find button.

Work Group: Facilities Human Resources R Add To Bookmarks (= Print @ Help
General  Team Members & Contacts ~ Contracts  Notifications  Notes & Documer v} Activate  Save  Save&Close  More x
(Optional): List of People associated with this Work Group.
- Team Members Find Remove
©  Export 5 total found Apply Filters  Clear Filters Show: 50 %
! EmpID Net ID Name Title Work eMail Primary
Phone Organization
C Contains Contains Contains Contains Contains = Contains Contains
_ Goldstein,Evan o . . ... . 847/467- . Facilities
1104051 elgy3%6 A /_Engineer .goldstein@northwestern.edu -
1104051 elg539%6 L Reliability Engineer 7460 evan.goldstein@northwestern.edu Operations
B 1060420 rng400 Gunn,Rachel Assistant Director, FMHR 847/467- r-gunn@northwestern.edu Facilities Human
N 6559 Resources
2263297 keh438 Harris,Kevin  Senior Director Facihtjes 847/467- kevin. harris@northwestern.edu Facrlmgs
e Eugene Management - Operations 6654 Operations
- McKinney " — 847/467- james- Facilities
1068975 jjm153 Jr,James | Dir Facilities Mgmt Ops 4809 mckinney@northwestern.edu Operations
- jmk6742 jmk6742 Menarek, John John.Menarek@northwestern.edu Central Carpenter
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Northwestern | FACILITIES CONNECT

HUMAN RESOURCES:
ADD A NEW WORKGROUP MEMBER

OPERATIONS & MAINTENANCE

DIRECTIONS:

12 ToaddanEmployeetothe Team Member List (continued):

@ Upon clicking, theEmployee selection window willpop-up insidetheTeam Member List.

Work Group: Central Auto Mechanic A e o B, o @
General Team Mombers & Contacts  Contracts  Notes & Documents Activate  Save  SavemClose  More | x
Fing  Remove
Employees ~ Apply Filters  ClearFiltes & fr %
Fiters  Clearfilters & fr &
[m Emp 1D NetiD Name Title Work Phone email Primary Organization [ra—
Contains Contains Contains Contains Contains Contains Contains Contain
[m] 3041480 mamsge1 ALMalki Muath Mohammed F FSM/TGS Student Mentor (. Northwestern = Central Lanc *
m] 1080023 2aa060 Aadam,Abdul Aziz Associate Professor Northwestern Northwestes
[m] 1099667 mazds79 Aagaard Mary-Louise Retiree Spouse Northwestern Faclties Op
[m] 1080304 2mass6 Aalsburg Alan Michael Core Technician Senior 312/503:3702 Northwestem Sentm e
[m] 1094003 wa0686 AaronRobert W Exec Dir Stu Aff Assess & 847/467.7579 Northwestemn :;::::
[m] 2819599 alaldo Aaronson Alexandra Leigh Adjunct Assistant Professor Northwestem [—
a 1000748 dra Aaronson,Daniel R Adjunct Professor Northwestern B western.edu Northwester
[m] 1108963 5200144 Aarudra,shrindhi Broadcast Engineer 97444545264 Northwestem Faclties Op
] 3320885 daaso92 AbaciDevrim Alexander Theatre Aide Work Study Northwestem Facilties We .
[m] 1049599 ida782 Abad,John D Assistant Professor, Clinical  630/352-5450 Northwestem R '
[m] 3248548 2y20324 Abahel Amir Yitzhak Graduate Assistant TGS Northwestem 7
[m] 1105407 eab9474 Abahuje Egide Postdoctoral Scholar Northwestem
[m] 1104591 ida4221 Abang,John dorhenne A Plant Operator Central Utility Plant
[m] 1072061 cab1ss Abanichris Professor Northwestem
[m} 3192945 palo791 Abascal Larson,Paul Temporary Student Northwestern
[m] 1105563 yahose Abaza,Yasmin Assistant Professor Northwestem
= i PR, T e N
s >
Items per page: 50 ~  1-500f 27601 items 1 of 553 pages

@ Use theavailable Search Fields tolocate the desired Employee.

@ ClickontheCheckbox beside the Employee to select.

@ Clickonthe OK button toconfirm and save theselection.

12e

Cancel

Employees ~ Apply Filters Clear Filters S % L
12¢
O ! Emp ID Net ID Name Title ‘Work Phone ‘eMail Primary Organization
Contains Contains Contains Contains Contains Contains Contains
—

1080023 233060 Aadam, Abdul Aziz Associate Professor Northwestern
1099667 maz4579 Aagaard,Mary-Louise Retiree Spouse Northwestern
1080304 amas56 Aalsburg,Alan Michael Core Technician Senior 312/503-3702 Northwestern
1004003 wa0686 AaronRobert W Exec Dir Stu Aff Assess & . 847/467-7579 Northwestern

O 2819599 ala140 Aaronson,Alexandra Leigh Adjunct Assistant Professor Northwestern

] 1000748 dra Aaronson,Daniel R Adjunct Professor Northwestern

a 1108963 5800144 Aarudra shrindhi Broadcast Engineer 97444545264 Northwestern

] 3320885 daaB0g2 Abaci Devrim Alexander Theatre Aide Work Study Northwestern

O 1049509 ida782 Abad,John D Assistant Professar, Clinical ~ 630/352-5450 Northwestern

] 3248548 ay20324 Abahel Amir Yitzhak Graduate Assistant TGS Northwestern

] 1105407 eaboa7a Abahuje Egide Postdoctoral Scholar Northwestern

a 1104591 jdad221 Abang,John dorhenne A Plant Operator Central Utility Plant

] 1072061 cab188 Abani Chris Professor Northwestern

O 3192945 pal0791 Abascal Larson/Paul Temporary Student Northwestern

] 1105563 yal1066 Abaza,Yasmin Assistant Professor Northwestern

m 1anaana ko0 Al d b d e fmmmmimbn Domdmnme [YPESUSTRRPRR, M

v »
Items per page: 50~ 1-50of 27601 items 1 of 553 pages B
v INFORMATION
RepeatStep #12 as necessary toadd any additionalEmployees tothe Team Member List.
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Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

HUMAN RESOURCES:
ADD A NEW WORKGROUP MEMBER

DIRECTIONS:

13 To save all changes made to theTeam Member List:

@ ClickontheActivate button.

Work Group: Facilities Human Resources Q H Add To Bookmarks @ Print @ Help

Activate Save & Close More x

General Team Members & Contacts Contracts Notifications Notes & Docume

(Optional): List of People associated with this Work Group.

Find | Remove

= Team Members

(] Export 5 total found Apply Filters  Clear Filters Show: D

! EmpID Net ID Name Title Work eMail Primary
Phone Organization
C Contains Contains Contains Contains Contains = Contains Contains
— Goldstein,Evan et - 847/467- " Facilities
1104051 elg>396 T Reliability Engineer a0 evan.goldstein@northwestern.edu ——=—""""
1104051 1g539 L Reliability Engineer 7460 evan.goldstein@northwestern.edu Operations
0 1060420 rng400 Gunn,Rachel Assistant Director, FMHR 847/467- r-gunn@northwestern.edu Facilities Human
R i N G A . 6559 Resources
— 2263297 kehd38 Harris,Kevin  Senior Director Facilit_ies 847/467- vy haTridrior (et eriat Facilitigs
— i Eugene Management - Operations 6654 kevin.harris@northwestern.edu Operations
- o McKinney a St 847/467- james- Facilities
1068975 Jim133 Jr,James | Dir Facilities Mgmt Ops 4809 mckinney@northwestern.edu Operations
jmk6742 jmk6742 Menarek, John John.Menarek@northwestern.edu Central Carpenter
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