% Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

NORTHWESTERN UNIVERSITY POLICE
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 Access + Navigation job
guide.

DIRECTIONS:

1

From the Tasks screen, locate the Manage Tasks section:

G Click on the All Tasks menu option.

= Northwestern | FACILITIES CONNECT

Home Tasks R Add to Bookmarks | My Bookmarks
Requests [=] Reminders - Tasks [ w [=] My Active Tasks Ow [5] Job Cost Facilities.. [ w
) Request Task
» Notices ! Task ID Task Name Task Description Task Type Class Priority
» My Team's Tasks
v WT- WT-1092784 - Perform Corrective Perform [5] Job Cost User Rep.. O w
. » My Tasks 1092784  Perform Estimated Work Estimated  Project
Portfolio Create Unavailable Time Estimated WT-1072172 - Work Job Cost Summary and De
Work WT- Install one card
All Tasks 1072172 - reader at Morton
Install one 4-647 door ... [5] OBM Reports Ow
card reader at
[5] Manage Tasks Ow Morto... All Tasks by Resource
Al »
k
Key Work Task @ Daily Work Orders Report (
. T0]
Material Order Task [5] My Task History Ow EVCUST and CHCUST Oper
Schedule Task | TaskID  TaskName  RequestD  RequestClass  Priority  Reque: Campus Mapping
All Tasks No data to display.

2 Upon clicking, the All Tasks screen will open.

@ Use the available Search Fields (beneath column headers) to locate the Work Task you wish to view.

= Northwestern | FACILITIES CONNECT

@ Work Task
= Work Task v

O rease type in the appropriate filter values and press the "Enter” key or click on "Apply Filters” to perform a query.

| addtoBookmarks | My Bookmarks

Apply Filters Clear Filters 3] T

e

Task Name Task ID

Contains Contains

Task Type

Contains

Service Assignment Class

Contains

Responsible Organization Work Location

Contains Contains

ltems per page: 50 ~  Dof Ditems

No data to display

0 of 0 pages
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DIRECTIONS:
2 cont.

@ Enter keywords and press the Enter key to narrow your search.

@ Once located, click anywhere on the Work Task Record to open.

= Northwestern | FACILITIE

@ Work Task | addtoBookmarks | My Bookmarks
=)
Work Task ~ Apply Filters Clear Filters 2] w +
R
1 Task Name Task ID Task Type Service Assignment Class le Organization Work Location
. @
Contains Contains Contains temperature Rins Contains
CDCC - Qlson R25/E.. WT-1044981 Corrective DDC \Locations\Chicago Cal
CDDC - Gary Law Li WT-1085192 Corrective Temperature ZaDDC ‘Locations\Chicago Cal
e CDDC - Lurie - check equip... WT-1087926 Corrective Temperature Z6DDC
CDDC - 345 East Su. WT-1040410 Corrective Temperature Z&DDC ‘Locations\Chicago Cal
CDDC - CCM, Lurie WT-1038103 Corrective Temperature Z60DC ‘\Locations\Chicago Cal
CDDGC - CCM- LURIE WT-1054643 Corrective Temperature Z60DC ‘Locations\Chicago Cal
CDDC - COVID 345 WT-1045144 Corrective Temperature Z6DDC ‘Locations\Chicago Cal
-
y B, P - . - . N . G
ltems per page: 50 ~ 1 - 50 of 5556 items 1 of 112 pages O

3 To Assign Resources on the work task:

@ Click on the Resources tab.

Work Task: WT-1087926-CDDC - Lurie - check equipment and programming as needed for CCM +i Add To Bookmarks E‘,j Print @ Help

General Work Task Info Job Cost \'tl’l)r@

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

Procedures  Notifications  Notes & Dacuments Complete  Hold Save  Save & Close  More x

- General Accept Start Work Stop Work
Task ID WT-1087926 Status Active
+# Task Mame |CDDC - Lurie - check equipment and programming as needed for CCM Assignment Status  Assigned

Description |Receiving multiple erronecus temp and humidity alarms for Lurie B-535, 527,525 over the past few days. Please check equipment and programming as needed.

Task Relssue Reason

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

Work Task: WT-1087926-CDDC - Lurie - check equipment and programming as needed for CCM +i Add Te Bookmarks Eﬂ Print @) Help

General  WorkTaskInfo  JobCost  Work Details cedures  Motifications  Notes & Documents Complete  Hold Save  Save & Close  More x

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

- Resources Fireix I Find Peaple IFind Locations  Find Organization ~ Time Entry Remove

Apply Filters Clear Filters T )

O 4 Name Resource Type Resource Requirement Percent Allocated Complete

Contains Contains Contains Equals
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DIRECTIONS:

3 cont.

The Find People pop-up window will appear:

Click on the drop down menu arrow and select the All People option to search all
available Resources.

People in Responsible O. .. A Apply Filters Clear Filters [T~ + S
Last Name First Name Name
All People
Contains Contains Contains
|:| 1015150 Barr Keith Barr,Keith A
O 1080297 Bochenek Michael Bochenek,Michael Jason
O 1103465 Hanley Andrew Hanley,Andrew Mark

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

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

Cancel
All People v Apply Filters Clear Filters o T 0w K2
(-] ! HRID T Last Name First Name Name Primary Organization
Contains Contains Contains Contains Contains
I 1000004 Clark Donald Clark,Donald C \Organizations\Northwester
L 1000005 Cole Franklin Cole,Franklin A \Organizations\Northwester

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

+i Add To Bookmarks '-\%1 Print @ Help

Complete e Save |[we&Close  More x

Remave

Work Task: WT-1087926-CDDC - Lurie - check equipment and programming as needed for CCM

General Work Task Info Job Cost Work Details Resources Procedures Notifications MNotes & Documents

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

= Resources Find Assets Find People Find Locations Find Organization Time Entry

Apply Filters ClearFilters 3 % %

O ] Name Resource Type Resource Requirement Percent Allocated Complete
Contains Contains Contains Equals

O BochenekMichael Jason Person Required 50 percent

— PR - - .

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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