Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

O&M TECHNICIANS & SUPERVISORS
WORKTASKS: ACCESS AND ADD PHOTOS AND DOCUMENTS

Provides guidance foraccessing existing photos and documents. Also how to add newphotos and documents toaWork
Task in FC Mobile (OTG).

GETTING STARTED

This guide begins in a selected Work Task. For more information on locating a Work Task, please refer to the View & Search
My Tasks job guide.

DIRECTIONS:

1 Onceyou have selected aWork Task from
yourTask Queue, locatethe Documents
tab atthe bottom of your screen.

o TapontheDocuments tab
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Detall Time Procedures Comments Resolution Parts Asset [| Documents FRequests
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Upon tapping, you will be able to view the | . o 11304743
, \ - : (Y ACTIONS @
Photos and Documents associated with the n--
selected Work Task. O
Existing Photos are accessible by Top-of-window-needs-to-be-resealed.jpg

tappingonthecloud icon to the left 02/23/2023

of the photo name IMG-2800.jpg

. 02/22/2023
Once the photo has downloaded, it

will automatically open

Document Image

Updated: 04/25/2023 © 2023 Northwestern University Page |1



Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

O&M TECHNICIANS & SUPERVISORS
WORKTASKS: ACCESS AND ADD PHOTOS AND DOCUMENTS

DIRECTIONS:
If you want to download a file other than
a photo, such as an excel or PDF TASK#WT1228724 n
document: Documents a|m
@ Tap the download button WT-1108586 Updated (1).xls 3a
04/04/2022
WT-1108586.xIs
04/04/2022

r DOEED

. 79016833

Upontapping,theFile Download pop-up E Office Spreadsheet - 72 KB
will appear. = _ﬂ
| xls

@ Tap onthe Save to Files option - @ Q ‘. i
AirDrop Zoom Mail Chrome 1/

ts 5 Copy @

1| SavetoFiles =] Q

Save to Pinterest @
ve !
. Import to Acrobat
ecti P }°
own
Edit Actions...

A Cancel £E® save

Item will be saved to "Downloads” on On My iPad.

97470157 ici
@ Tap onthe Downloads option -
at L
bl o
or
D On My iPad
)g Acrobat
5 ¢ Chrome
Downloads I v
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DIRECTIONS:

Navigate to your iPad home page: —_—

=lge

Tornado watch Utility Photos ~~ Camer " Find My

@ Tap ontheFiles icon

Files Recents

Tap onthe File Name to open
@ p

Locations v ﬂ E
“ iCloud Drive
[] onMy iPad 76313767 79016833
Today, 12:37 Today, 12:21
72 KB
() More Locations (1] 140 KB

ltern University ~ ~ ~ - _ - -

flanagement Operations

. . MNEXT STEPS:
@ You are now able to edit the file IF you APPROVE this estimate:
1. Return to Facilities Connect and create a8 NEW Estimate Request.
a. Reference the Estimate Request # (i.e. SR #) of the completed Estimate Request in the description.
b. Select “Perform Estimated Work” as the Service Request Type.
€. Upload the Estimate Workbook to the Related Documents section.
d.  Add Chartstring required for work.
Tium
If you do NOT approve this estimate:
1. Resubmit the Estimate Request with your concerns or questions.
OR

2. Save the Estimate Workbook for your records. No further action required.

For additional assistance, please call Facilities Customer Service at (847) 491-5201 (Evanston) or (312) 503-8000 (Chicago).

Estimat | I I |
- NU Shops
$27,240
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DIRECTIONS:
If you wish to ADD or Upload a photo or TASK #WT-1083085 e | rcrons @
document, there are three ways to do so. n--

Documents ba (0]

No data to display

e TaptheUpload button toadd a new file

Upon tapping, theFile Upload pop-up File Upload X
will appear.

@ Tap the Click here option inthe grey box. -
@ Click here o addafie.

UPLOAD FILE

File Upload X

@ Select the Choose File option

Click here to add a file.

Photo Library @

Take Photo or Video

| Choose File B l Q UPLOAD FILE

r S

< Browse Recents 898 cancel

Q. Search Ul

EqE el

@ Select the file name

79016833 79016833 97470157 76313767
Today, 14:38 Today, 14:19 4/7/23,12:53 4[7/23,12:37
72 KB 79 KB 243 KB 140 KB

DO EED
The file will automatically appear on

the documents tab Documents _________________|e|a]6
Qn WT-1108586.xIs @ |

04/04/2022
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DIRECTIONS:

E The second way to ADD or Upload a photo: R N EaTRE n
& @

No data to display

@ Tapthe Photos button

Upon tapping, the Photo Library will Cancel Photos  Albums
appear. Q Photos, Pe==

@ Tap on the photo you want to add

@ Type in a name for the photo

Please specify a name for
this document

@ Tap OK

Window leak

CANCEL

Tasks o1 A =

The photo will automatically appear

on the documents tab
DOEED

A0EC
__ ESERELD
Q Window-leak.jpg ﬂ

Itis important to remember to SYNC after adding
any photos or documents. 04/20/2023
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DIRECTIONS:

The third way to ADD a photo:

@ Tapthe Camera button

Upon tapping,thecamera view will open

@ Take the photo using the camera button

@ If you are satisfied with the photo, tap
the Use Photo button

@ Type in a name for the photo

TASK #WT-1083085 n

Documents 7a D [,:]

No data to display

Use Photo

Retake

@ Tap OK

oog

Window-leak.jpg
04/20/2023

Please specify a name for
this document

Window leak view 2

CANCEL | ok

The photo will automatically appear
on the documents tab

v IMPORTANT

It is important to remember to SYNC after adding Q
any photos or documents.

CIT——

Window-leak-view-2.jpg .
04/20/2023
Window-leak.jpg
04/20/2023
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