Northwestern | FACILITIES CONNECT

PUT A WORK TASK ON ACCOUNTING HOLD

FINANCIAL ADMINISTRATION

Provides guidance on how to put a work task on Accounting Hold in Facilities Connect.

DIRECTIONS:

1 From the Facilities Connect Home Screen:

0 Click on Tasks section.
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2 Upon clicking, the Tasks screen will open:

e Click on the All Tasks report.
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Northwestern | FACILITIES CONNECT

FINANCIAL ADMINISTRATION

PUT A WORK TASK ON ACCOUNTING HOLD

DIRECTIONS:
3 Upon tapping, the All Tasks screen will open. Because of the size of the report, the default view will be blank.

@ Enter criteriain any of the search fields beneath each of the column headers.

@ Initiate the search by pressing the Enter key.
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5] All Tasks W add to Bookmarks | My Bookmarks
4 15 Popup View =
F

o @ e type in the appropriate filter values and press the "Enter” key or click on "Apply Filters" to perform a query.
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Onceyou locate the appropriate Work Task:

4

o Click on the Task Name to open.
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o) Contains Contains Contains GENERAL PAINT Contains
= O WT-1055502 - Schedu... WT-1055502 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camp,
D WT-1082945 - Schedu... WT-1082945 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camg/
4 WT-10845%4 - Cook H..  WT-1084534 Corrective General Repairs & Maintenance Gentral Painter
O WT-1102040 - Routin... WT-1102040 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camg
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FINANCIAL ADMINISTRATION

PUT A WORK TASK ON ACCOUNTING HOLD

DIRECTIONS:
5 Upon clicking, the Work Task record will open in a new window:

° Click on the Job Cost tab.

Work Task: WT-1028510-WT-1028510 - Routine, , Fix Window Blinds

6 Details  Resources  Procedures  Motifications  Motes & Documents Close Re-Open Save

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

] 4dd To Bockmarks () Prine @) Help
Save & Close  More x
- General Accept |

Start Werk: | Stop Work:

Task ID WT-1028510
+ Task Name WT-1028510 - Routine, , Fix Window Blinds

Status Completed

Assignment Status Completed

Description 2nd Crack w/multiple WGs

Task Relssue Reason

From the Job Cost tab:

e Scrolldown to the Job Cost Billing section.

Work Task: WT-1028510-WT-1028510 - Routine, , Fix Window Blinds +i Add To Bookmarks ,éh Print @ Help

Gene| Job Cost rk Details Resources  Procedures  Notifications  MNotes & Documents Close ReOpen Save Save & Close Moce, *

(Optional): Use this tab to enter, review, or change Job Cost information.for this Task

- Cost Summary

Total Time Log Cost $68.59  US Dollars Total Invoice - Submitted $600.00  US Dollars
Total Material List Cost 5.00  US Dollars Total Invoice - Paid $600.00  US Dollars
Total Inventory Consumable Cost 5.00  US Dollars Total Material Order Cost 5.00  US Dollars
Total Inventory Assignable Cost 5.00  US Dollars
Total PCard Line Item Cost 5.00  US Dollars
Total PO Line [tem Cost $600.00  US Dollars
Total Service Provider Cost 5.00  Us Dollars
Total Cost 5668.59  US Dollars
A4
A4
Job Cost Billing _
m # Billing Status | Active ™
= Job Cost Detail Add
Apply Filters Clear Filters o %
o o Cost Source Original Cost Markup Markup Cost Allocation Total Charged Debit Chart String
No data to display :
4 LR »
Items per page: 10 v 0 of 0 items 1 of 1 pages
Complete  Hold Save  Save & Close
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FINANCIAL ADMINISTRATION

PUT A WORK TASK ON ACCOUNTING HOLD

DIRECTIONS:
7 In the Job Cost Billing section:

@ Click on the Billing Status drop down arrow.

Job Cost Billing

Billing Type Buildil v A = i 1
* Biine ype [Buiicing . # Billing Status |Active ¥

= Job Cost Detail

Apply Filters Clear Filters S 0w
O D Cost Source Original Cost Markup Markup Cost Allocation Total Charged Debit Chart String
No data to display :

« rd »

Items per page: 10 v 0 of 0 items 1 of 1 pages
Complete Hold Save Save & Close More x

@ Click on Accounting Hold.
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73500 53502
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FINANCIAL ADMINISTRATION

PUT A WORK TASK ON ACCOUNTING HOLD

DIRECTIONS:

Next, document the reason you are placing this work task on account hold:

° Click on the Notes & Documents tab.

Work Task: WT-1028510-WT-1028510 - Routine, , Fix Window Blinds ] 400 To Bockmarks = Print @)1 Help

General Job Cost ~ Work Details Resources Procedures NU° Notes & Documents l Close Re-Open Save Save & Close More x

{Optienal): Use this tab to enter, review, or change Job Cost information.for this Task

- Cost Summary

Total Time Log Cost 568.59  US Dollars Total Invoice - Submitted 5600.00  US Dollars

Total Material List Cost 5.00  US Dollars Total Invoice - Paid %600.00  US Dollars

Total Inventory Consumable Cost 5.00 US Dollars Total Material Order Cost 5.00 US Dollars
Total Inventory Assignable Cost 5.00  US Dollars
Total PCard Line Item Cost 5.00 US Dollars
Total PO Line Item Cost $600.00  US Dollars
Total Service Provider Cost 5.00 US Dollars
Total Cost 5668.59  US Dollars

=  Work Task Billing Allocations

D Export 1 total found

From the Notes & Document screen, locate the Comments section:

° Click on the Add button.

Work Task: WT-1040295- - +i Add To Bookmarks (f=% Print @) Help

General ~ Work TaskInfo ~ JobCost ~ Work Details ~ Resources  Procedures  Notifications ~ Notes & Documents  Audit Actions. Complete  Hold Save  Save &Close  More x

© hts or review comments to the record. Q

1 Comments

Apply Filters Clear Filters S 0w

o Comment Type Created By Reference Date Comment

No data to display

Items per page: 10 v 0 of 0 items 1 of 1 pages

= Related Documents Find  Remove  Upload

Apply Filters Clear Filters S 9w
D ! Document Name Document Description

No data to display

Items per page: 10 v 0of Oitems 1 of 1pages

Complete  Hold Save  Save & Close  More x

v1.1 (Updated: 03/04/2022) © 2022 Northwestern University Page | 5
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FINANCIAL ADMINISTRATION

PUT A WORK TASK ON ACCOUNTING HOLD

DIRECTIONS:

1 O A new Comment window opens:

@ Type your comment.

@ Click on Create.

Comment: H% Print @) Help
@ Create ' .
| FY

(Required): Details for this Comment Record.

- Details

Comment Type Conversation E‘ Comment Reference ol x]
Created By FinancialManager,Training
* e 17/18/7019 Eo

@ # Comment 1

Photo E O

1 1 Upon clicking, the Comment window closes.
From the Work Task record:

@ Click on Save & Close.

Work Task: WT-1028510-WT-1028510 - Routine, , Fix Window Blinds +i Add To Bockmarks EH Print @) Help

General  Job Cost  Work Details  Resources  Procedures  Motifications  Motes & Documents Close RH@ 3 Save & Close [ere *

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

= Comments [‘add] | Remove
© Esport 4totalfound  Apoly Filters  Clear Filters Show: |20 ¥
! Comment Type Created By Reference Date Comment

Contains Contains Equals Contains

Conversation FinancialManager, Training 12/18/2019 Due to project retired/closed

HNote cstTechSupr CARPENTER,Carpenter Supervisor 10/16/2019 Preferred Access Time: Anytime; Does Requester need to be Present During Visit: No

Resource Action cstTechSupr PAINTER,Painter Supervisor 10/16/2019 Because

Resource Action cstTechSupr PAINTER,Painter Supervisor 10/16/2019 comment
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