Northwestern | FACILITIES CONNECT

FACILITIES CONNECT REPORTING
REPORT FUNCTIONALITY UPDATES 2022

Provides guidance on the updated functionality of the Facilities Connect Reports as of the March 2022 Upgrade.

DIRECTIONS:

1 Upon opening many of the reports, the default view will be blank.

A filter value is required to return any data. Unfiltered results have too many results to show

Northwestern | FACILITIES CONNECT

@ All Tasks W addtoBockmarks | My Bockmarks
2 5 Popupview =
o
Werk Task ~ apply Filters Claar Filters ) v
x

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

O 1 Task Name Task ID Task Type Service Assignment Class Responsible Organization Work Location Building ID

0 No data to display

0 of O pages

Items per page: 50 ~ 0of 0 items

To initiate a search:

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

@ Press the Enter key.

Northwestern | FACILITIES CONNECT

@ All Tasks W addtoBookmarks | My Bookmarks
2 £ Popupview =
nl

o | @ riease type in the appropriate filter values and press the "Enter” key or click on "Apply Filters” to perform a query. a

o) O 1 Task Name = Task ID Task Type Service Assignment Class Responsible Organization Wol

Contains Contains Contains Contains Contains

Mo data fo display

ltems per page: 50 v  Oof Qitems 0 of O pages

v1.1 Updated: 03/04/2022 © 2022 Northwestern University Page |1



Northwestern | FACILITIES CONNECT

FACILITIES CONNECT REPORTING
REPORT FUNCTIONALITY UPDATES 2022

DIRECTIONS

3 Oncethe reportis populated, several features have moved locations on screen:

@ Items per page: bottom of page. @ Number of Pages: bottom of page.

@ Number of Items: bottom of page. @ Export Report: right hand report navigation bar.

@ All Tasks H AddtoBookmarks | My Bookmarks

© 15 Popup View

&
Work Task ~ Apply Filters Clear Filters \l’

] s
o Task Name Task ID Task Type Service Assignment Class Responsible Organization Wark Location

w5 Contains Contains Contains GENERAL PAINT Contains

] D WT-1055502 - Schedu... WT-1055502 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camf, =
D WT-1082945 - Schedu... WT-1082945 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Cam/
D WT-1083304 - Schedu... WT-1083304 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camp
D WT-1084594 - Cook H. WT-1084594 Corrective General Repa\rs & Maintenance Central Painter \Locations\Evanston Car'ﬂ[
D WT-1102040 - Routin... WT-1102040 Corrective General Repa\rs & Maintenance Central Painter \Locations\Evanston Car'ﬂ[
D WT-1087750 - Schedu... WT-1087750 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camp
D WT-1087838 - Routin... WT-10: Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camp

3a D WT-1088356 - Routin... WT-1 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camf
Items per page: 50 v 1 - 50 of 7901 items 1 of 159 pages 4

For reports that have data ranges or additionalfilters, the button to expand the filters has moved to the right
hand report navigation bar:

= Northwestern |FACILITIES CONNECT

@ Work Order Audit Report A Add to Bockmarks

4 Work Order Audit Report Q
a

Work Order Audit Report Apply Filters Clear Filters

Modified Date/Time Created Date/Time

Less Than or Equals Less Than or Equals

O WT-1083332 Central Locksmith \Locations\Evanston Campus\1007 Church\04\00412 1007 Church R123 =

] WT-1057528 Central Engineer \Locations\Evanston Campus 1033 University Pl EV

D WT-1029294 Central Custodian \Locations\Evanston Campus\1201 Davis 1201 Davis 8864

D WT-1030478 Central Electrician \Locations\Evanston Campus\1207 Davis 1201 Davis 8864

O WT-1030479 Central Engineer \Locations\Evanston Campus\1201 Davis\01\01400 1201 Davis 8864

D WT-1031332 Central Engineer \Locations\Evanston Campus\1207 Davis\01\01701 1201 Davis 8864

D WT-1031522 Central Engineer \Locations\Evanston Campus\12071 Davis\SG\SG010 1201 Davis 8864 -
e »

ltems per page: 50 v 1 - 50 of 19883 items 1 of 398 pages »
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Northwestern | FACILITIES CONNECT

FACILITIES CONNECT REPORTING
REPORT FUNCTIONALITY UPDATES 2022

DIRECTIONS

New column functionality:

° Rearrange columns: click on the column you want to move and drag it into a new location.

stern | FACILITIES CONNECT

All Tasks AddtoBookmarks  J| My Bookmarks
2 15 Popup Vew ~
F

Work Task o O e asemes Ot

o Task Name TaskiD | Task Type Service Assignment Class

Contains Contains Contains GENERAL Responsible Organization

= [m} WT-1200242 - Routine, Ward WT-1200242 Corrective General Repairs & Maintenance D d Building\08\08145

] WT1200090- Routing, 1922...  WT-1200090 Corrective General Repairs & Maintenance 922 Sheridam\01\00101

[m] WT-1200088 - Routine, Tarry WT-1200089 Corrective General Repairs & Maintenance D Central Painter JTarry Building

] WT-1200085 - Routine, 2020 WT-1200085 Corrective General Repairs & Maintenance O ZEBAINT 020 Ridge\02\00240D

[m} WT-1200033 - Scheduled Wor. WT-1200033 Corrective General Repairs & Maintenance {630 Dartmouth\02100201

] WT1200024- Routing, 1800..  WT-1200024 Corrective General Repairs & Maintenance O Central Carpenter 1800 Sherman\02\00255A

] WT-1200008 - Routine, 1922 WT-1200008 Corrective General Repairs & Maintenance 1922 Sheridan\03\00301

] WT-1200006 - Routine, 1922 WT-1200006 Corrective General Repairs & Maintenance O Central Painter 1922 Sheridan03\00301

[m} WT-1102864 - Routine, Ryan F. WT-1102864 Corrective General Repairs & Maintenance D Ryan Fieldhouse, Walter Athletics, Wilson Fi

Central Carpenter "

] WT1102863- Scheduled Wor..  WT-1102863 Corrective General Repairs & Maintenance Patten Gym\02\00210

[} WT-1102860 - Urgent, Kresge WT-1102860 Corrective General Repairs & Maintenance D Central Carpenter Kresge/Crowe Hall\03\03442

] WT-1102856 - Routine, John WT-1102856 Corrective General Repairs & Maintenance john Evans Alumni Ce\03\00816

O recs i

[m] WT-1102837 - Urgent, RB We WT-1102837 Corrective General Repairs & Maintenance Rubloff Building\06\00676

] WT1102815 - Routin, Simps... ~ WT-1102815 Corrective General Repairs & Maintenance O Central Carpenter Simpson querreyviovioa0a

] WT-1102814- Routine, Patten..  WT-1102814 Corrective General Repairs & Maintenance Patten Gym\02\00200 -

»
O  cCentral Carpenter
Items per page: 50~ 1-500f 7501 items 1 of 159 pages .

all Tasks AddtoBookmarks  J| My Bookmarks
v 4 15 rpup Vi -
5
" e Cerfies 8 fr %
[0  Responsible Organization KName TaskID & Task Type Service Assignment Class Work Location
ontains ontains ontains GENERAL ontains
Contains WWT-1200242 - Routine, Ward WT-1200242 Corrective General Repairs & Maintenance \Locations\Chicago Campus\Ward Building\08\08145
WT1200090 - Routing, 1922 WT-1200090 Corrective General Repairs & Maintenance \Locations\Evanston Gampus\1922 Sheridan\01\00101
O  zecare JWT-1200089 - Routine, Tarry .. WT-1200089 Corrective General Repairs & Maintenance \Locations\Chicago Campus\Tarry Building
L JWT-1200085 - Routine, 2020 .. WT-1200085 Corrective General Repairs & w fon Campust2020
O central Painter 1
WT-1200033 - Scheduled Wor..  WT-1200033 Corrective General Repairs & w ton Campus 630 h\02\00201
D ZBPAINT BVT-1200024 - Routine, 1800 .. WT-1200024 Corrective General Repairs & Maintenance \Locations\Evanston Campus\1800 Sher 5
JWT-1200008 - Routine, 1922 .. WT-1200008 Corrective General Repairs & Maintenance \Locations\Evanston Campus\1922 Sheridan\03\00301
O central Carpenter 1
JWT-1200006 - Routine, 1922 .. WT-1200006 Corrective General Repairs & w fon Campust1922 Sheridan\03\00301
O  central Painter WT-1102864 - Routine, Ryan F..  WT-1102864 Corrective General Repairs & w t pus\Ryan Fieldhouse, Walter Athletics, Wilson Fi
BWT-1102863 - Scheduled Wor..  WT-1102863 Corrective General Repairs & Maintenance \Locations\Evanston Gampus\Patten Gym\02\00210
D Central Carpenter WT-1102860 - Urgent, kresge WT-1102860 Corrective General Repairs & Maintenance \Locations\Evanston Campus\Kresge/Crowe Hall\03\03442
JWT-1102856 - Routine, John . WT-1102856 Corrective General Repairs & w ton CampustJohn Evans Alumni Ce\03\00316
O  Central Carpenter 3
WT-1102637 - Urgent, RBWe . WT-1102837 Corrective General Repairs & Maintenance \Locations\Chicago Campus\Rubloff Building\06\00676
O ecs WT-1102815 - Routine, Simps...  WT-1102815 Corrective General Repairs & Maintenance \Locations\Chicago Campus\Simpson Querrey\10\10404
JWT-1102814- Routine, Patten..  WT-1102814 Corrective General Repairs & Maintenance \Locations\Evanston Campus'\Patten Gym\02\00200 o
,
[0  central carpenter =
1 of 15 pages ,
[0  central Carpenter

v IMPORTANT

Any changes you make to a report WILL NOT save once you close or navigate away
from the report.

v1.1 Updated: 03/04/2022 © 2022 Northwestern University Page |3



Northwestern | FACILITIES CONNECT

FACILITIES CONNECT REPORTING
REPORT FUNCTIONALITY UPDATES 2022

DIRECTIONS

New column functionality continued:

Pin column: freeze a column to the right or left of the report.

@ Hover over the column you want to pin until you see the three bar menu.

@ Click on the three bar menu, upon clicking the drop down menu will display.

Northwestern | FACILITIES CONNECT

@ All Tasks A Add to Bookmarks | My Bookmarks
I 15 PopupView =
[
Work Ta! Apply Filters Clear Filters o 4
Task Name S oW &
Task ID Work Location Building ID Status
Q
= Contains Contains Contains Contains Contains
&
[ WT-1056307 \Locations\Chicago Campus\211 E. Superior R114 Closed
WT-1049429 Corrective General Repairs & Maintenance \Locations\Evanston Campus\Mcmanus Center 8601 Completed
WT-1041855 Preventive General Repairs & Maintenance \Locations\Evanston Campus\1801 Maple\02\. 8920 Completed
WT-1041859 Preventive General Repairs & Maintenance \Locations\Evanston Campus\1801 Maple}02\. 8920 Active
WT-1049238 Preventive General Repairs & Maintenance \Locations\Evanston Campus\1808 Chicago 8744 Completed
- »
Items per page: 50 150 of 7901 items I of 159 pages »

@ Click on the Pin Column option.

@ Select Pin Left or Pin Right. This will decide as what location the column will freeze.

Northwestern | FACILITIES CONNECT

@ All Tasks A Add to Bookmarks | My Bookmarks
I 15 Popup View ~
a .
Work Task Pin Column Apply Filters Clear Filters e o L
Task ID Task Type Building ID Status
Q
o Contains Contai Pin Column Contains Contains
2 = [
] WT-1056307 Corrective Pin Left perior R114 Closed
WT-1048429 Corrective 5 Center 8601 Completed
Reset Columns Pin Right
WT-1041855 Preventivel ple\02\. 8920 Completed
WT-1041859 Preventivel s = : le\02\,. 8920 Active
\Locations\Chicago Campy| +* NoPin i
WT-1049238 Preventive] ago 8744 Completed
- 3
Items per page: 60 1 - 50 of 7901 items I of 159 pages »

v IMPORTANT

Any changes you make to a report WILL NOT save once you close or navigate away
from the report.

v1.1 Updated: 03/04/2022 © 2022 Northwestern University Page | 4



Northwestern | FACILITIES CONNECT

FACILITIES CONNECT REPORTING
REPORT FUNCTIONALITY UPDATES 2022

DIRECTIONS

New column functionality continued:

Remove column(s):

@ Hover over any column until you see the three bar menu.

@ Click on the three bar menu, upon clicking the drop down menu will display.

Northwestern | FACILITIES CONNECT

@ All Tasks A Add to Bookmarks | My Bookmarks
4 15 PopupView ~
Q
Work Ta! Task Name Apply Filters Cearfites ) ¢
Task ID Work Location Building ID Status
Q
. Contains Contains Contains Contains Contains
[ WT-1056307 Corrective General Repairs & Maintenance \Locations\Chicago Campus\211 E. Superior R114 Closed
WT-1049429 Corrective General Repairs & Maintenance \Locations\Evanston Campus\Mcmanus Center 8601 Completed
WT-1041855 Preventive General Repairs & Maintenance \Locations\Evanston Campus\1801 Maple\02\. 8920 Completed
WT-1041859 Preventive General Repairs & Maintenance \Locations\Evanston Campus\1801 Maple}02\. 8920 Active
WT-1049238 Preventive General Repairs & Maintenance \Locations\Evanston Campus\1808 Chicago 8744 Completed
o _ - I R v
Items per page: 50 v 1 - 50 of 7901 items i of 159 pages »

Northwestern | FACILITIES CONNECT

@ All Tasks A Add to Bookmarks | My Bookmarks
» @ PEpa——
[

Work Task Apply Filters Clear Filters S o X
= i

Task ID Task Type Work Location Building ID Status
Q
o Contains conteifl &  Pin Column Contains Contains Contains
& ’
[ WT-1056307 Corrective] \Locations\Chicago Campus\211 E. Superior R114 Closed

WT-1049429 Corrective \Locations\Evanston Campus\Mcmanus Center 8601 Completed

Reset Columns

WT-1041855 Preventive \Locations\Evanston Campus\1801 Maple\02\. 8920 Completed

WT-1041859 Preventive General Repairs & Maintenance \Locations\Evanston Campus\1801 Maple}02\. 8920 Active

WT-1049238 Preventive General Repairs & Maintenance \Locations\Evanston Campus\1808 Chicago 8744 Completed

_ _ I R ,
Items per page: 50 150 of 7901 items I of 159 pages »

v IMPORTANT

Any changes you make to a report WILL NOT save once you close or navigate away
from the report.

v1.1 Updated: 03/04/2022 © 2022 Northwestern University
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Northwestern | FACILITIES CONNECT

FACILITIES CONNECT REPORTING
REPORT FUNCTIONALITY UPDATES 2022

DIRECTIONS

New column functionality continued:

Remove column(s):

@ Upon clicking, the column list will display.

@ Use the checkboxes to deselect any columns you want to remove.

Northwestern | FACILITIES CONNECT

@ All Tasks | Add to Bookmarks  J| My Bookmarks
£ 5 Popup View +
Pl
Work Task BpplyFilters  ClearFiies 3 ¢ &
o Task Name - Responsible Organization Work Location
Contains ontai PAINT Contains
o FIITEr
WT-1055502 - Schedu... WT-1055! . fhance Central Painter \Locations\Evanston Cam|
(i) F
WT-1082945- Schedu..  WT gnance Central Painter \Locations\Evanston Cam|
F
WT-1083304 - Schedu... WT hd ghance Central Painter \Locations\Evanston Cam|
F
WT-1084594 - Cook H, WT ghance Central Painter \Locations\Evanston Cam|
F
. ! ;
- - Routin... : inance entral Painter \Locations\Evanston Cam
O WT-1102040 - Routi WT Central P: Locat \EY Camp
O WT-1087750 - Schey ™ inance Central Painter \Locations\Evanston Camp
Task Mame :
WT-1087838 - Routin 3 H inance Central Painter \Locations\Evanston Cam
3
O WT-1088356 - Routin... WT TaskID fhance Central Painter \Locations\Evanston Camp
) »
Task Type
Items per page: 50 1-50 of 1066 ¥P 1 of 22 pages v
Service Assignment Class
-
TS—

@ The columns will disappear from the report as you click the checkbox.

= Northwestern |FACILTIES CONNECT
All Tasks A Add to Bookmarks | My Bookmarks
15 Popup View +

Work Task W Apply Filters Clear Filters (ST .
Task ID Task Typ@ = I Location Building ID Status

Contains Contains = _ fontains Contains Contains
WT-1056307 Corrective ations\Chicago Campus\211 E. Superior R114 Closed
WT-1049429 Corrective D Task Name ations\Evanston Campus\Mcmanus Center 8601 Completed
WT-1041855 Preventive ations\Evanston Campus\1801 Maple\02\ 8920 Completed

Task ID
WT-1041859 Preventive ations\Evanston Campus\1801 Maple\02\. 8920 Active
WT-1049238 Preventive Task Type ations\Evanston Campus\ 1808 Chicago 8744 Completed
WT-1065440 Corrective Service Assignment Class ations\Evanston Campus\1808 Chicago\0 8744 Closed
WT-1049239 Preventive ations\Evanston Campus\1810/12 Chicago 8746 Completed
O Responsible Organization

WT-1041482 Planned @tions\Chicago Campus\3435 East Superio... 8890 Completed
WT-1041748 Preventive Work Location ations\Chicago Campus\Abbott Hall\21\S 8602 Completed

T | B YOV P TN - o »

SLS Ll il 1 of 159 pages »

v IMPORTANT

Any changes you make to a report WILL NOT save once you close or navigate away
from the report.

v1.1 Updated: 03/04/2022

© 2022 Northwestern University
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Northwestern | FACILITIES CONNECT

FACILITIES CONNECT REPORTING
REPORT FUNCTIONALITY UPDATES 2022

DIRECTIONS

7 New column functionality continued:

RESET column(s): To resetany columns you moved, pinned, or removed:

@ Hover over the column you want to pin until you see the three bar menu.

@ Click on the three bar menu.

Northwestern | FACILITIES CONNECT

@ All Tasks | Add to Bookmarks  J| My Bookmarks
4 15 Popup View +
D‘\
Work Task Apply Filters Clear Filters 2 T &
Task Name —
o N = iice Assignment Class. Responsible Organization Work Location
= Col - GENERAL PAINT Contains
) — Contains
= O WT-10 General Repairs & Maintenance Central Painter \Locations\Evanston Cam,
D WT-1082945 - Schedu... WT-1082945 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camg/
WT-1083304 - Schedu... WT-1083304 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Cam|
P 3
WT-1084594 - Cook H. WT-1084594 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Gam|
P 3
WT-1102040 - Routin... WT-1102040 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Cam|
D r
D WT-1087750 - Schedu... WT-1087750 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camp
D WT-1087838 - Routin... WT-1087838 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camf
D WT-1088356 - Routin... WT-1088356 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camf
,
Items per page: 50 1-50 of 1066 items 1 of 22 pages »

@ Upon clicking the drop down menu will display.

@ Selectthe Reset Columns option.

Northwestern | FACILITIES CONNECT

@ All Tasks | Add to Bookmarks  J| My Bookmarks

4 15 Popup View +

D'\
Work Task @ Apply Filters QearfFiers £ T ok
o Task Name = \ssignment Class. Responsible Organization Work Location

= Contains ERAL PAINT Contains

i #  Pin Column -

= O WT-1055502 - Schedu... Repairs & Maintenance Central Painter \Locations\Evanston Camp,
D WT-1082945 - Schedu... Repairs & Maintenance Central Painter \Locations\Evanston Camg/
] WT-1083304 Resat Columns Repairs & Maintenance Central Painter \Locations\Evanston Camp
D WT-1084594 - Cook H. Repairs & Maintenance Central Painter \Locations\Evanston Camp
D WT-1102040 - Routin... WT-1102040 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camf
D WT-1087750 - Schedu... WT-1087750 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camp
D WT-1087838 - Routin... WT-1087838 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camf
D WT-1088356 - Routin... WT-1088356 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camf

Items per page: 50

1-50 of 1066 items

»

1 of 22 pages »

v1.1 Updated: 03/04/2022

© 2022 Northwestern University
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Northwestern | FACILITIES CONNECT

FACILITIES CONNECT REPORTING
REPORT FUNCTIONALITY UPDATES 2022

DIRECTIONS

New column functionality continued:

ClearFilters: Will delete any changes you have made to the report and set the report back to default.

° Click the Clear Filters option on the right hand report navigation bar.

Northwestern | FaciLiT

@ All Tasks H AddtoBookmarks | My Bookmarks

[ 15 PopupView +

: @
Work Task ~ iy &
g Task Name Task ID Task Type Service Assignment Class Responsible Organization

o ontains ontains ontains GENERAL PAINT ontains

= O WT-1055502 - Schedu..  WT-1055502 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camp.
O WT-1082045 - Schedu..  WT-1082945 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camp
D WT-1083304 - Schedu... WT-1083304 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camp
D WT-1084594 - Cook H, WT-1084594 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camf
D WT-1102040 - Routin... WT-1102040 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camf
] WT-1087750 - Schedu.. ~ WT-1087750 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camp
m] WT-1087838 - Routin..  WT1087838 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camp
O WT-1088356 - Routin..  WT-1088356 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camp

»

Items per page: 50 ~  1-500f 1066 items 1 of 22 pages ,

Bookmark Reports to save them for easy access:

@ Click the Add to Bookmarks button at the top of the report.
OR

@ Click on the star button (located on the report navigation bar).

= Northwestern | FACILITIES CONNECT

All Tasks +i Add to Bookmarks M My Bookmarks
15 Popup View =

Work Task v Soply Fitters Qm f:?

o Task Name Task D Task Type Service Assignment Class Responsible Organization rkLoc

Contains Contains ontains GENERAL PAINT Contains

m| WT-1055502 - Schedu..  WT-1055502 Corrective General Repalrs & Maintenance Central Painter \Locations\Evanston Cam,

D WT-1082945 - Schedu... WT-1082945 Corrective General Repa\rs & Maintenance Central Painter \Locations\Evanston Ca'n[

O WT-1083304 - Schedu..  WT-1083304 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camp

m| WT-1084594 - Cook H..  WT-1084594 Corrective General Repalrs & Maintenance Central Painter \Locations\Evanston Camp

m| WT-1102040- Routin..  WT-1102040 Corrective General Repalrs & Maintenance Central Painter \Locations\Evanston Camp

D WT-1087750 - Schedu... WT-1087750 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camp

D WT-1087838 - Routin... WT-1087838 Corrective General Repa\rs & Maintenance Central Painter \Locations\Evanston Ca'n[

D WT-1088356 - Routin... WT-1088356 Corrective General Repa\rs & Maintenance Central Painter \Locations\Evanston Ca'n[

=
Items per page: 50 150 of 1066 itens 1 of 22 pages '

v1.1 Updated: 03/04/2022

© 2022 Northwestern University

Page | 8



Northwestern | FACILITIES CONNECT

FACILITIES CONNECT REPORTING
REPORT FUNCTIONALITY UPDATES 2022

DIRECTIONS

n Bookmark Reports continued.

@ Upon clicking either button, the Add Bookmark window will pop up.

@ You can adjust the name of the report.
@ Click the folder drop down menu to select a Favorites folder.

@ Click the add button to create a new Favorites folder.

Northwestern | FACILITIES CONNECT

All Tasks 0 Add to Bookmarks | My Bookmarks
—— —

@
D‘\

‘Work Task ~
B _ Add Bookmark x
o Task Name Task ID Task Type Service ci
P Contains Contains Contains GENERAL - 1 3o
o) Bookmark this page.
= D WT-1055502 - Schedu... WT-1055502 Corrective General Repairs & M: .
Bookmark name:
S — H
O WT-1082945 - Schedu..  WT-1082945 Corrective General Repairs & M3 j|
O WT-1083304 - Schedu..  WT-1083304 Corrective General Repairs & 9d [A”. Taskd ]
D WT-1084594 - Cook H. WT-1084594 Corrective General Repairs & M;
To selected folder:
D WT-1102040 - Routin... WT-1102040 Corrective General Repairs & M:
D WT-1087750 - Schedu... WT-1087750 Corrective General Repairs & ge
D WT-1087838 - Routin... WT-1087838 Corrective General Repairs & M3 .
D WT-1088356 - Routin... WT-1088356 Corrective General Repairs & M;
. E—
Items per page: 50 1-50 of 1066 items 71 of 22 pages T l

v IMPORTANT

Bookmarking the report WILL NOT save any changes you have made to the report.

@ Click on the My Bookmarks button to see the saved reports.

Northwestern | FACILITIES CONNECT

Home I My Bookmarks
[E] Reminder... [ w  [=] My Responsible Department Assignments and Assignee Details [ w__ [Fff
. Organization
» Notices Organization  Organization Percent Building )
~ Req ! Name Description Allocated ID
0 - My Active R 1427000 SVP-Asrsp 100 8727 R [=] Bookmark Folders v
Create Space R C
< B My Favorites
1427000 SVP-Asrsp 100 8727 Re
Last Visited a
[LtastVisited O w [=] Bookmarks v
Type Nan
1427000 SVP-Asrsp 100 8727 Re
Space  310-Fa c All Tasks
Class Office
Current 1427000 SVP-Asrsp 100 8727 R
Space 313 - (o]
Class Administ
Department Ba
SupentgOffice 1427000 SVP-Asrsp 100 8727 R Pt
Floor GR C Department Ba
Floor 01 Office Area Cap

v1.1 Updated: 03/04/2022 © 2022 Northwestern University Page |9



Northwestern | FACILITIES CONNECT

FACILITIES CONNECT REPORTING
REPORT FUNCTIONALITY UPDATES 2022

DIRECTIONS

To open a report in a new tab: [l Space Information Ov

= My Responsible Spm
@ Click the blue button next to the report name. My Department eSeadec (&3
My Dept Base Data with FUReHonLode @

Non-Building Requests for My Department

w Northwestern Spaces
Area by Space Class Pare @

Assignee Space Report

Building Data @
Building Occupant Contact Lis

Build

Building Occupant List
Department Base Data Rep @
Department Base Data v2

Office Area Capacity

)ccupant Location Contact List

1 1 Popup view vs. Inline view: you now have the ability to choose between Popup view and Inline view when opening
Records in reports.

Northwestern | FACILITIES CONNECT el Popup view: opens the record in a new window.
Building Data R Add to Bookmarks | My Bookmarks
15} Popup View +
Building: Blomquist - Google Chrome = (] X
@& northwestern-qa.tririga.com/cad/WebProcess.srv?objectld=7500008&actionld=7500118&propertyld=208133, % ¥ . . .
Builing: Blomauist = o wew | Thisisthe default view for users.
General Area Measurements Includes x
After
(Required): General Information for this Building. - z
09/0
= General 09/0
D 1807 Status Active Image
* Name Blomaquist 09/0
Description Blomquist Recreation Center 09/0
-
Hierarchy Path \Locations\Evanston Campus\Blomquist »
Building Status Active
= el e S Inlineview: opens the record within the same report
Building Data A Add toBookmarks | My Bookmarks window

intne View +

Building Data Apply Filters Clearfiltes 9 Tt X
O o Name Description Address city In Service Floor Co
Contains Contains Contains Contains Contains After Equal
o | e S e e o : You can then choose to opentherecordina
,
Items per page: 50 v~ 1-500f 254 items 1 of 6 pages > Separate WI ndOW_
| Bottom View v 15}
Building: Blomquist (& Print @ Help.
General Area Measurements Includes

(Required): General Information for this Building.

= General

0 1807 Status Active e | RANGH

v1.1 Updated: 03/04/2022 © 2022 Northwestern University Page |10



Northwestern | FACILITIES CONNECT

FACILITIES CONNECT REPORTING
REPORT FUNCTIONALITY UPDATES 2022

DIRECTIONS

1 1 To change from Popup view to Inline view:

@ Click the drop down arrow next to the Popup view button.

Northwestern | FACILITIES CONNECT

o Building Data +! -
74 @ 15} Popup View =
a -
Building Data Apply Filters Clear Filters &} == Y& & |
(s}
a D Name Description Address City In Service Floor Count Gross Area »
Contains Contains Contains Contains Contains After Equals Equals
O 0511 Ch - Heating Plant Floyd E. Patterson ... 410 E Huron St Chicago 09/01/1960 5  45552.18 square...
a 1806 Boathouse Boathouse 1839 Campus Dr Evanston 09/01/1975 0 0 square-feet
a 1807 Blomquist Blomquist Recreatio... 617 Foster St Evanston 09/01/1974 2 19569.17 square...
a 18108 Ryan Press Box Ryan Press Box 1501 Central St Evanston 09/01/1961 0 0 square-feet
a 1810C Athletics Operation Athletics Operation Evanston 09/01/1998 0 0 square-feet
« »
Items per page: 50 1- 50 of 254 items 1 of 6 pages »

Onceyou have selected a record, the record will open in a Bottom View. To change the Inline view:

@ Click the drop down arrow next to the Bottom view button.

Northwestern | FACILITIES CONNECT

@ Building Data A Add to Bookmarks | My Bookmarks
2 tntine View +
a
Building Data Apply Filters Clear Filters o < W N
(s}
a D Name Description Address City In Service Floor Count Gross Area »
Contains Contains Contains Contains Contains After Fansle SSEIEES
—_ - 1=
» ) : ] Bottom View ~
Building: Blomquist p
General  Area Measurements Includes x
(Required): General Information for this Building.
= General
0 1807 Status Active image
# Name Blomquist
Description Blomquist Recreation Center
Hierarchy Path \Locations\Evanston Campus\Blomquist
Building Status Active
= Details -

v1.1 Updated: 03/04/2022 © 2022 Northwestern University Page | 11



Northwestern | FACILITIES CONNECT

FACILITIES CONNECT REPORTING
REPORT FUNCTIONALITY UPDATES 2022

DIRECTIONS

1 1 To change from Bottom view to Right view (continued.):

@ From the drop down menu, click the Right view button.

Northwestern | FACILITIES CONNECT

R B

b %

Building Data

Building Data
g o

Contains

Building: Blomquist

Name

Contains

General  Area Measurements Includes

(Required): General Information for this Building.

= General

Description

Contains

Address

Contains

City

Contains

A Add to Bookmarks | My Bookmarks

Jtntine View +

Apply Filters. Clear Filters S T % L

In Service Floor Count Gross Area r

After

:JBuﬂom View = [}

‘ =| Bottom View

D 1807

# Name Blomquist

Description Blomquist Recreation Center

Hierarchy Path \Locations\Evanston Campus\Blomquist

Building Status Active

= Details

Status Active

= | Right View

Northwestern | FACILITIES CONNECT

R B

b %

Items per page: 50

1 of 6 pages

Building Class

Zoning

Headcount

Headcount (manual)

Building Data R Add to
| tnline View
Building: Blomquist
General ~ AreaMeasurements  Includes x
g o Name De
(Required): General Information for this Building.
Contains Contains
| | = General
O osn Ch - Heating Plant i 1807 status Active Image
O 1806 Boathouse * Name Blomauist
Description Blomquist Recreation Center
O 1807 Blomquist
O 1808 Anderson Hall
Hierarchy Path \Locations\Evanston Campus\Blomquist
0O 1809 Trienens Performan... Building Status Active
O 1810 Ryan Field = Details
O 1810A Ryan Ticket Building Legal Name Blomquist Recreation Center
[m] 18108 Ryan Press Box Common Name BLOMQUIST
Parking Spaces (Open) 0 Parking Spaces (Covered)
(] 1810C Athletics Operation - Tenure Owned
«

v1.1 Updated: 03/04/2022

© 2022 Northwestern University
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Northwestern | FACILITIES CONNECT

FACILITIES CONNECT REPORTING
REPORT FUNCTIONALITY UPDATES 2022

DIRECTIONS

To open the Record window from Inline view:

@ Click on the maximize button.

Northwestern | FACILITIES CONNECT

@ Building Data R Add to Bookmarks | My Bookmarks
2 tntine View +
a
Building Data Apply Filters Clear Filters o < W N
= a D Name Description Address City In Service Floor Count Gross Area »
Contains Contains Contains Contains Contains After Equals Equals

7| Bott ['—
Building: Blomquist = =
F

General  Area Measurements Includes

(Required): General Information for this Building.

= General

D 1807 Status Active Image
# Name Blomquist

Description Blomquist Recreation Center

Hierarchy Path \Locations\Evanston Campus\Blomquist

Building Status Active

= Details -

v1.1 Updated: 03/04/2022 © 2022 Northwestern University Page |13
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