OPERATIONS & MAINTENANCE

Northwestern | FACILITIES CONNECT &
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ADD MULTIPLE CHARTSTRINGS TO A NEW JOB PLAN



% CREATE A NEW JOB PLAN
_\

DOCUMENT SUMMARY VERSION INFORMATION

This job guide provides step-by-step instruction for adding new Job Plan with multiple Version 1.0 Release Date  10/01/2022
chartstrings in Facilities Connect.

Owner NU Facilities

The purpose of this document is to serve as guided reference and/or new hire training

e : : Version  This is the original version of the document; content within represents
on Facilities Connect functionality.

Notes delivered system functionality at Building Equipment Assets go-live

2/5/2019).
Please note that to add multiple chartstrings to a Job Plan, the Job Plan must be set ( )

up manually and a template cannot be used.

REVISION HISTORY

Version | Release Date | Action | Owner

Most Recent 2> 1.0 10/01/2022 Created NU Facilities
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CREATE A NEW JOB PLAN

¥ IMPORTANT Excel Chicago Multi-Building Assets - Saved ~ F search (alt + Q)
File Home Insert Draw Page Layout Formulas Data Review View Automate Help Analytic Solver Data Mining £ Editing v [ Comments | | \» Catch up
These instructions will mirror the training guide D Flv < 1 v B b [E Merge v § v @ 9 [E Conditional Formatting v [ Styles v Fv [Hv Y v fev Ov [@ | -
- : v
Setting Up a New Job Plan Manually.
E5 v f v
The instructions change beginning at step 10. A B c D E F 6 H ) K L M N o P o}
1 Equipment Location Searle Searle Searle Tarry Tarry Tarry Wieboldt [wieboldt
Chilled P2 & P4 8791P3 & P5 Chillad
Water Basement Air Compressor Chilled Water |Condenser Water |Water Cooling
2 Equipment Pumps East Chiller West Chiller [Comp-1 Pumps Pump Pump Tower
3 Asset IDs 33313, 34076, 34077, 34074, 34075, 340189, 34021, 34020, 33338, 33338 31920 33189, 33190
21 N
22 Allocatlon SUb_B reakdown Chartstrin Building Suball SQFT Allocations  SQFT Allocations SQFT Allocations  |SQFT Allocations
V¥V GETTING STARTED B : S
23 | 8602 Abbott Hall CHEDUC - APPROPRIATED 110-1851010 612 0 0.00% o 0.00% o 0.00% 0.00% 0.00%]
24 | 8602 Abbott Hall CH EDUC - FEINBERG 110-5011702 38.3 0 0.00% o 0.00% o 0.00% 0.00% 0.00%
% Before you begin on Facilities Connect, you 25 | 8791 Tarry Building CH EDUC - APPROPRIATED 110-1851070 6.86 2082723.298 1.02% 2082723.298 1.02% 2082723.298 1.02% 1.02% 1.02%
will need to decide how the billing for tasks 26 | 8791 Tarry Building CH EDUC - FEINBERG 110-5011707 32.55 9882308.525 4.83% 9882309.525 4.83% 9882309.525 4.83% 4.83% 4.83%
. g : 27 | 8792 Ward Building CH EDUC - APPROPRIATE 110-1851080 8.6 26197217 1.28% 26197217 1.28% 26187217 1.28% 1.28% 1.28%)
generated by the jOb plan you are Issuing 28 | 8792 Ward Building CHEDUC - FEINBERG  110-5011710 91.4 27842158.53 13.62% 27842158.53 13.62% 27842158.53 13.62% 13.62% 13.62%)
. . 29 ) ) B
will be allocated. The Spreadsheet at I'Ight 25 | 8793 Morton Medical Resea | CHEDUC - APPROPRIATED 1101851040 10.85 612276.4169 0.30% 612276.4169 0.30% 6122764163 0.30% 0.30% 0.30%]
. - . 30 | 8793 Morton Medical Resea  CH EDUC - FEINBERG 110-5011705 82.15 5030824.2 245% 50308242 246%  5030824.2 2.46% 2.46% 2.46%)
is an example of billing allocations 31 | 8794 Searle Medical Resea | CH EDUC - APPROPRIATED 110-1851060 23.13 4322074.453 212% 4332074453 2.12% 4332074.453 2.12% 2.12% 2.12%
calculated for a particular task, listed by 32 | 8794 Searle Medical Reses  CH EDUC - FEINBERG 110-5011708 76.87 14387170591 7.04% 1439717091 7.04% 14397170.91 7.04% 7.04% 7.04%
. . 33 | 8785 wieboldt Hall CHEDUC - APPROPRIATED 110-1851030 48.06 8650063 341 423% 8650063.341 4.23% 8650053 341 4.23% 423% 4.23%
chartstrlng. Note that the total a_llocatlons 8795 Wieboldt Hall CHEDUC - KELLOGG 110-5600320 51.54 5348403.868 4.57% 9348403.868 4.57% 9348403.868 4.57% 457% 457%
need to add up to 100% for any given task 8796 Levy Mayer Hall CH EDUC - LAW 110-5502200 100 5449172.294 267% 5449172.294 2.67% 5449172.284 267% 2.67% 267%
8797 Mccormick Hall CH EDUC - LAW 110-5502300 100 3174171.236 155% 3174171.236 155% 3174171236 155% 155% 155%
8798 Gary Law Library CHEDUC - LAW 110-5502100 100 0 0.00% o 0.00% o 0.00% 0.00% 0.00%
38 | 8799 Mcgaw/Olson CH EDUC - APPROPRIATED 110-1851020 2.06 0 0.00% o 0.00% o 0.00% 0.00% 0.00%]
< Inorderto create Job Plans as outlined in 3% | 8789 Mcgaw/Olson CH EDUC - FEINBERG 110-5011703 9754 0 0.00% o 0.00% o 0.00% 0.00% 0.00%]
s Tk e t: 40 | 8816 Rubloff Building CH EDUC - APPROPRIATED 110-1851050 18.3 0 0.00% o 0.00% o 0.00% 0.00% 0.00%
IS Job guide, the user must: 41 | 8816 Rubloff Building CH EDUC - FEINBERG 110-5011707 32.55 0 0.00% o 0.00% o 0.00% 0.00% 0.00%]
42 | 8816 Rubloff Building CH EDUC - LAW 110-5502400 48.15 0 0.00% 0 0.00% 0 0.00% 0.00% 0.00%]
a) Possess the Asset Manager role and 43 | 8B46 Lurie Resear CH EDUC - APPROPRIATED 110-1851030 36.54 15665795.5 7.66%  15665795.5 7.66% 156657955 7.66% 7.66% 7.66%
responsibi lities 44 | 8846 Lurie Resear CH EDUC - FEINBERG 110-5011704 63.46 27207208.07 13.31% 27207208.07 13.31% 27207208.07 13.31% 13.31% 13.31%
45 | BE8E Simpson Querrey CH EDUC - APPROPRIATED 110-1851012 26.34 17952702.21 8.78% 17552702.21 §.78% 17952702.21 8.78% 3.78% 8.78%
46 | BB8G Simpson Querrey CH EDUC - FEINBERG 110-5011712 36.83 25102430.62 12.28% 25102430.62 12.28% 25102430.62 12.28% 12.28% 12.28%
47 | 8886 Simpson Querrey r #N/A 110-5243000 36.83 25102430.52 12.28% 25102430.62 12.28% 25102430.62 12.28% 12.28% 12.28%
48 | B850 345 East Superior CHEDUC - APPROPRIATED 110-1851011 100 0 0.00% 0 0.00% 0 0.00% 0.00% 0.00%]
45 -
« 1]
= Sheetl Chicage BuildingData Buildingsandgillingallocations Keller Allocations  +
Calculation Mode: Automatic  Workbook Statistics - Give Feedback to Microsoft — 100% +

Version 1.1 hwestern University Page 3 of 31




CREATE A NEW JOB PLAN

__\
NOW VIEWING @lglelI=Fs{ofx{==5\)
¥V PROCESS
1)  Once you have the PM Buildings and
Categories list for the correct campus, you
can begin the steps in Facilities Connect. Northwestern | FACILITIES CONNECT ® @
. Home My Bookmarks
Click on the drop now next to the a2 LY
Maintenance SGPFI(')FI in the hamburger Requests [E] Reminders - Tasks [ w [=] My Active Tasks Ow [5] Job Cost Facilities... [ w
menu of the Facilities Connect Home . i
Projects : equest as| . ] . ]
Screen. I > Notices ! TaskID Task Name Task Description Task Type Class Prior Billed Labor Detail Report
Tasks My Team's Tasks Incurred Labor Detail Repc
| " WT- CovID Hello Mary Pat, Planned COVID-19 Import Work Order Audit R ‘e
H . S 1058356 WASTEWATER Please can a ork Order Audit Report
Maintenance e Task (@ MANAGMENT FY21 Facilities
] ) FACILITIES COVID Connect Work
Inventory Create Unavailable Time CHARTSTRING Task be created [5] Job Cost User Rep... [ w
APPROVED PER for non-ca...
. All Tasks
Portfolio SCHAPS.... Job Cost Summary and De
WT- WT-1065572 - test : Corrective PM Schedu
[5] Manage Tasks Ow 1065572 Scheduled Work, Corrective Work
2020 Ridge, PM Maintenance O&M Reports
: [=] p 0w
oy Wk Tosk @ =il
Material Order Task @ , All Tasks by Resource @
Schedule Task & Daily Work Orders Report |
All Tasks B [5] My Task History Ov EVCUST and CHCUST Oper
! TaskID Task Name Request ID Request Class Priority Reque: Time Entries Pending Appr
No data to display. Campus Mapping @
»
[=] My Organization's Active Tasks Ow
Request
! TaskID Task Name 1D Request Class Priority Req
WT- WT-1044613 - Medium, General Repairs ~ Medium
1044613  Ryan Hall, General & Maintenance
Repairs & Maintenance 4
» INFORMATION

Page 4 of 31
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¥V PROCESS

2) Locate the Preventive Maintenance drop
down menu.

3) Click on the Plan Work option.

<<Upon clicking, the Plan Work screen will
open in the main window>>

» INFORMATION

Version 1.1

Home

Requests

Projects
Tasks

Maintenance A

Preventive Mainte...
Plan Work
Generate Work

Inventory

Portfolio

CREATE A NEW JOB PLAN

NIV el MAINTENANCE SCREEN

Northwestern | FACILITIES CONNECT

Home R My Bookmarks
[5] Reminders - Tasks [ w [=] My Active Tasks Ow [=] Job Cost Facilities... [7] w
. Request Tasl . ) . )
» Notices I Task ID Task Name Task Description Task Type Class Prior Billed Labor Detail Report
b My Team's Tasks Incurred Labor Detail Repc
WT- COVID Hello Mary Pat, Planned COVID-19 Import )
» My Tasks 1058356 WASTEWATER Please can a Work Order Audit Report §
reate Task MANAGMENT FY21 Facilities
] ) FACILITIES COVID Connect Work
reate Unavailable Time CHARTSTRING Task be created [=] Job Cost User Rep... [ w
All Tasks APPROVED PER for non-ca...
SCHAPS. .. Job Cost Summary and De
WT- WT-1065572 - test : Corrective PM Schedu
|=| manage Tasks Ow 1065572 Scheduled Work, Corrective Work
2020 Ridge, PM Maintenance [E] O&M Reports Mw
ey work Tk @ e
Material Order Task [ X All Tasks by Resource @
Schedule Task @ Daily Work Orders Report |
Al Tacke 5] My Task History O EVCUST and CHCUST Oper
I TaskID Task Name Request ID Request Class Priority Reque: Time Entries Pending Appr
No data to display. Campus Mapping
»
[=] My Organization's Active Tasks Ow
Request
! TaskID Task Name ID Request Class Priority Req
WT- WT-1044613 - Medium, General Repairs  Medium
1044613  Ryan Hall, General & Maintenance
Repairs & Maintenance >

estern University
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CREATE A NEW JOB PLAN

¥V PROCESS

4) Click on the Add button.

Northwestern | FACILITIES CONNECT

<<Upon clicking, a new Job Plan screen will

open in a new window>> o Plan Work H Add to Bookmarks
E4
a
Job Plans v Apply Filters Clear Filters
Q D ! Building ID Building Name Job Plan Name Job Plan ID Description Primary Workgroup Status
=) Contains Contains Contains Contains Contains Contains Contains
(] O v 8864 1201 Davis 1201 Davis Contract... 886499 Evanston PM Contractor Active
O v 8854 1800 Sherman 1800 Sherman Cont... 885499 Evanston PM Contractor Active
O v 8838 1801 Hinman 1801 Hinman Contr... 883899 Evanston PM Contractor Active
O v 8920 1801 Maple 1801 Maple Contrac... 892099 Evanston PM Contractor Active
O v 1808 Anderson Hall 1808 Backflow Prev... 1000842 Zone 5 Engineer Revision In PI
O v 8744 1808 Chicago 1808 Chicago Contr... 874499 Evanston PM Contractor Active
O v 8745 1809 Chicago 1809 Chicago Contr... 874599 Evanston PM Contractor Active
O hd 8756 1810 Hinman 1810 Hinman Contr... 875699 Evanston PM Contractor Active
O v 8746 1810/12 Chicago 1810/12 Chicago C... 874699 Evanston PM Contractor Active .
»
Items per page: 50 ~ 1 - 50 of 1175 items 1 of 24 pages »

» INFORMATION
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& CREATE A NEW JOB PLAN
__\

¥ PROCESS Job Plan: T 2dd To Bookmarks =} Prine @ Help
To complete the Job Plan, provide the following Notes & Documents Create Draft  x

information:

(Required): Job Plan Details.

Start on the General tab. - General

5) General section:

Q 1 Status
a) Name — name convention follows: + Job Plan Name
1. The Building Name.

2. The Asset or Category. ;

son @) |« building ® g Name

3. The SWO the job plan may be ) Address
attached to.

Assign Multiple Workgroups? [
b) Building — enter the Building

Number or use the magnifying - P‘rfmary Workgroup Find I Clear I Update Task Assignment
glass to locate the building.

Hame

Assets PM Schedules Tasks

- Assets Find | Remove

Showr: Bl W

@ 0 total found
» INFORMATION [] !lmage D Asset Hame Status Status Color

Mo data to display

PM Building and Category master list:

= Building Name — column E Fe————— .

= Asset/Category — column B
= SWO - columns R-U

= Building Number — column C

Version 1.1 © 2022 Northwestern University Page 7 of 31



% CREATE A NEW JOB PLAN
__\

¥ PROCESS Job Plan: ] Add To Bookmarks  #=) Print @ Help
continued... e Create Draft X

6) Next add the Primary Workgroup:

a) Click the Find button. (Required): Job Plan Details.
<<Upon cl_icking, the Workgroup Search - General
screen will pop up>>
1D Status
b) S\I“Ctéhe radio button next to the # Job Plan Name Mcgaw/Olson - Life Safety Infrastructure SWO 2741
orkgroup name.
Description
c) Click OK to save. P -
# Building \Locations\Chicagoe Campus\Mcgaw/Olson LD Building Name Mcgaw/Olson
Building ID 8799 Building Address 710 Fairbanks Ct

Assign Multiple Workgroups? [

=  Primarv Workeroup Clear Update Task Assignment
Workgroups Apply Filters Clear Filters S w4
Workgroup Name Short Name Work Group Class Find | Remove
Contains Contains Contains Show: |50 Vv
PM Building and Category master list: ) Zone5Engineer Z5ENG Shop [ Color
= Zone —columnF O Zone 6 Carpenter Z6CARP Shop
= Shop —column G —Q Zone 6 Contractor Custodian Z6 Contract Custodian Vendor
Zone b Contractor Eleuator Z6 Contract Elevator Vendor
@ Zone 6 Contractor Exterminator Z6 Contract Exterminator Vendor
(D) zonesDDC Z6DDC Shop
O Zone 6 Electrician Z6ELEC Shop

Version 1.1 © 2022 Northwestern University Page 8 of 31




‘éﬁ

¥V PROCESS

continued...

On the Assets sub-tab,
7) Add the Asset(s):
a) Click the Find button.

<<Upon clicking, the Asset Search
screen will pop up>>

» INFORMATION

PM Building and Category master list:

= AssetID - columnH

CREATE A NEW JOB PLAN

NOW VIEWING Q@EIeLERWA\RS{¢]a{=1=\]

Job Plan:

Notes & Documents

(Required): Job Plan Details.

- General

a8

] Add To Bookmarks Print @ Help

Create Draft X

ID
# Job Plan Name Mcgaw/Olson - Life Safety Infrastructure SWO 2741
Description
# Building \Locations\Chicagoe Campus\Mcgaw/Olson
Building ID 8799
Assign Multiple Workgroups? [

-'L’

= Primary Workgroup

¢

-

J

Status

Building Name Mcgaw/Olson
Building Address 710 Fairbanks Ct

Find | Clear Update Task Assignment

one 6 Contractor Exterminator

hedules Tasks

=

= Assets

Q[ o

o
O

No data to display

0 total found

! Image Asset Name

Create Draft X

Status

e

50

Show:

Status Color

© 2022 Northwestern University
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éﬁ CREATE A NEW JOB PLAN
__\

¥ PROCESS Job Plan: ] Add To Bookmarks  #=) Print @ Help
continued... e Create Draft X

(Required): Job Plan Details.

On the Assets sub-tab,

7) Add the Asset(s): [ Assets W PM Schedules Tasks

b) Enter the Asset ID number into the
search column and hit enter.

= Assets Find | Remove

c) Mark the check box next to the
correct Asset. ’—7(’ 0K Cancel X Show: |50 v

d) Click OK to save.

N Asset Records Apply Filters Clear Filters I & N 2

d Image Name AssetID Specification Name Spec Class Brand Primary Location
z Containg 35454 Contains Contain Cont Contains
@ Emergency ... 35454 Emergency Breaker Panel ELECTRICAL \Locations\Chicago Campus\!

» INFORMATION

PM Building and Category master list:

= AssetID - columnH

Items per page: 50 % 1-1of 1items 1 of 1 pages

Version 1.1 © 2022 Northwestern University Page 10 of 31



§§ CREATE A NEW JOB PLAN
_\

NOW VIEWING Q@EIeLERWA\RS{¢]a{=1=\]

¥ PROCESS Job Plan: ] Add To Bookmarks  #=) Print @ Help
continued... e Create Draft X

On the PM Schedules sub-tab, (Required): Job Plan Details.
8) Addthe PM Schedule: - General
a) Click the Add button. D Status
;ngeonnmc/f;lcggnf’ugi PM Schedule # Job Plan Name Mcgaw/Olson - Life Safety Infrastructure SWO 2741
Description
# Building \Locations\Chicagoe Campus\Mcgaw/Olson LD Building Name Mcgaw/Olson
Building ID 8799 Building Address 710 Fairbanks Ct

Assign Multiple Workgroups? [

_ Primal’y Workgroup Find | Clear | Update Task Assignment

Name @ Zone 6 Contractor Exterminator

Asset [ PM Schedules W Tasks

= PM Schedules Q Add
» INFORMATION © 0 total found Show: |[B0 Vv
() ! Frequency Name Type Recurrence in month(s) Status

PM Building and Category master list:

) No data to display
= ProcedureTitle — column|

= Frequency - columns J-O Create Draft  x

Version 1.1 © 2022 Northwestern University Page 11 of 31




& CREATE A NEW JOB PLAN
_\

NOW VIEWING Q@EIeLERWA\RS{¢]a{=1=\]

¥ PROCESS Job Plan: ] Add To Bookmarks  #=) Print @) Help
continued... T Create Draft X

(Required): Job Plan Details.

On the PM Schedules sub-tab,

8) Add the PM Schedule: Assets [ PM Schedules W Tasks
b) Enter the name of the PM
Schedule: Building name — Asset -
X Add
Frequency - O
PM Schedule: Print @) Help
c) Click Create Recurring Pattern to cheauie = : Show: |50 v
enter date information. Create Draft x Status
<<Upon clicking, the PM Event screen N
will pop up>> (Required): Preventive Maintenance Schedule Details.
= General
ID : Status
Ql Name || I ]
Description

» INFORMATION

PM Building and Category master list: = Detail
G O DSOS il # Request Class Building Charge PM Schedule JOR X
* Frequency - columns J-O Service Plan DEFAULT - Preventive Maintenance - Create Task - PM Sch Org - Single Task

vl

Q PM Type Schedule-Based

A/

Create Recurring Pattern

= PRilling Tvbe

© 2022 Northwestern University Page 12 of 31
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& CREATE A NEW JOB PLAN
_\

NOW VIEWING Q@EIeLERWA\RS{¢]a{=1=\]

¥ PROCESS Job Plan: ] Add To Bookmarks  #=) Print @) Help
continued... T Create Draft X
On the PM Schedules sub-tab, (Required): Job Plan Details.
9) Addthe PM Schedule: Assets [ PM Schedules W Tasks
a) Enter the State Date for the
procedure. . X Add
b) DO NOT change the Recurrence = PM Event: 1001991 & it @ Help é Print @ Help
Pattern Type from the Monthly 9d : Show: |50 v
option. m Create Draft X Status
c) Enter the Day of the month the Nl (Required): -~
recurrence will occur and the -
number of months between the  ——Fxent Infn
recurrence. —| # Start Date (04/01/2022 00:00:00 E o
d) Click Next. N
) I X - Select an Occurrence Type = Select the End Criteria
O Single Occurrence O End After ]
O DALY O End Date
YyLLnbll
# Recurrence Pattern Type t
YP€ @® MONTHLY Q
V IMPORTANT
4 »
When entering PM Schedules, if it exists, the
Annual procedure should always be entered = Monthly Recurrence
first. ® Day [x] of every [x] month(s)
O The [First] [Monday] of every [x] month(s) K
Additionally, even though it is an Annual Q Day (1-31) of Every
procedure, always select the MONTHLY = M
Recurrence Patter Type option, not the yearly on
option. January [ april O July O October [
February [J May [J August [ November [
March (] June [J September O December [ = v

Version 1.1 © 2022 Northwestern University Page 13 of 31



‘éﬁ

¥V PROCESS

continued...

On the PM Schedules sub-tab,
9) Addthe PM Schedule:

e) Click Complete to save.

VvV IMPORTANT

When entering PM Schedules, if it exists, the
Annual procedure should always be entered
first.

Additionally, even though it is an Annual
procedure, always select the MONTHLY
Recurrence Pattern Type option, not the yearly
option.

Version 1.1

CREATE A NEW JOB PLAN

NOW VIEWING Q@EIeLERWA\RS{¢]a{=1=\]

Job Plan:

Notes & Documents

(Required): Job Plan Details.

Assets [ PM Schedules W Tasks

] Add To Bookmarks  #=) Print @) Help

Create Draft X

Fat

PM Event: 1001991

(Optional): .

= Details

Offset Duration 0 Eo

= Select the Shadowing PM Schedules

(allowable + or - date overlap when creating shadow occurrer

4

Find | Remove

X Add
& Print @ Help

Show: |50 v

Create Draft X Status

$ 0 total found
[] !Frequency Name

Mo data to display

Complete %

Shaw: 10
Service Plan

= Detail

# Request Class Building Charge PM Schedule

ol

Service Plan DEFAULT - Preventive Maintenance - Create Task - PM Sch Org - Single Task

PM Type Schedule-Based
Frequency

Create Recurring Pattern

= PRilling Tvbe

vl

© 2022 Northwestern University
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éﬁ CREATE A NEW JOB PLAN
__\

¥ PROCESS Job Plan: ] Add To Bookmarks  #=) Print @) Help
continued... T Create Draft X
On the PM Schedules sub-tab, (Required): Job Plan Details.
10) Change the Request Class to update the Assets [ PM Schedules W Tasks
Billing Type:
a) Click the magnifying glass. X A
<<Upon clicking, the Request Class - ; = print | Hel
screen will pop up>> - Gy O Show: [50 Vv
Create Draft X Status
N
(Required): Preventive Maintenance Schedule Details.
= General
ID Status
Name || |
Description
» INFORMATION
Billing Type and Chartstring allocation = Detail
information can be found on the campus
specific Multi-Buildings Assets master list # Request Class Building Charge PM Schedule
provided by the Reliability Engineer.
ervice Plan gle Task
PM Type Schedule-Based E-]
Frequency
Create Recurring Pattern
= Rilling Tvne v

Version 1.1 © 2022 Northwestern University Page 15 of 31




§< CREATE A NEW JOB PLAN
_\

NOW VIEWING Q@EIeLERWA\RS{¢]a{=1=\]

¥ PROCESS Job Plan: +I Add To Bookmarks é Print @ Help
continued... T Create Draft X

On the PM Schedules sub-tab, (Required): Job Plan Details.
10) C_hgnge the Request Class to update the Assets [ PM Schedules W Tasks
Billing Type:
b) Select the Intra-FM Charge option. X e
c) Click OK to save. - . B oo
PM Schedule: @& Print @ Help Show: [50 v
Create Draft X Status
N
10c OK v Cancel X
C
] Preventive Maintenance Req... Apply Filters Clear Filters [T SR 2
! Name Service Class Hierarchy Path
Contains Contains Contains
@ Building Charge PM Schedule Facilities \Classifications\Request Class\Buildin
YV IMPORTANT @ Intra-FM Charge PM Schedule Facilities \Classifications\Request Class\Buildin
Billing Type and Chartstring allocation Q No Charge PM Schedule Facilities \Classifications\Request Class\Buildin
information can be found on the campus o L L o
specific Multi-Buildings Assets master list O Non Building Charge PM Schedule Facilities \Classifications\Request Class\Buildin
provided by the Reliability Engineer.
Frequency
Create Recurring Pattern
= Rilling Tvne v

Version 1.1 © 2022 Northwestern University Page 16 of 31




‘éﬁ

continued...

CREATE ANEW JOB PLAN
vV PR E Job Plan: Add To Bookmarks Print @ Help
OCESS Y’ = ©
Notes & Documents Create Draft  x
On the PM Schedules sub-tab, (Required): Job Plan Details.
10) C_hgnge the Request Class to update the Assets [ PM Schedules W Tasks
Billing Type:
d) The Billing Type section will now X rdd
show as Intra-FM. X
PM Schedule: B Print_ @ Help Show: [50 v
11) Add a Chartstring to the PM Schedule: X
N e - D ]
a) Under the PM Chart String(s) PM Schedule: & Print @ Help
section, click Add. ) Create Draft X
<<Upon clicking, the Request Chart R
String screen will pop up>> .
& popap = Detail
# Request Class  Intra-FM Charge PM Schedule o a
Service Plan DEFAULT - Preventive Maintenance - Create Task - PM Sch Org - Single Task
PM Type Schedule-Based E-l
Frequency
» INFORMATION
Billing Type
Billing Type and Chartstring allocation -
information can be found on the campus | Billing Type Intra-FM .
specific Multi-Buildings Assets master list "
provided by the Reliability Engineer. = PM Chart String(s) 1a Add [ Remove

Version 1.1

¢ 0 total found
(] ID Name

No data to display

Description

Request Chart String Chart String Status Requested Percent

= PRilling Tvbe

© 2022 Northwestern University
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& CREATE A NEW JOB PLAN
__\

¥V PROCESS Job Plan: +I Add To Bookmarks é Print @) Help
continued... T Create Draft X
On the PM Schedules sub-tab, (Required): Job Plan Details.
11) Add a Chartstring to the PM Schedule: J—— [ PM Schedules W TP
b) Click on the magnifying glass next
to Request Chart String. X dd
<<Upon clicking, the Chart String PM Schedule: = pint @ Help
screen will pop up>> cheduies Gy ' Show: [50 Vv
Create Draft X Status
N
(Required): Preventive Maintenance Schedule Details.
L
(SR X
Request Chart String: Lé'ﬂ Print @ Help
Create X
(General): Required
» INFORMATION = General
A
Billing Type and Chartstring allocation . Status
information can be found on the campus + Request Chart String || uested Percent
specific Multi-Buildings Assets master list
provided by the Reliability Engineer. ring evenue Account Code 53595
Name Description
Create X
= Rillino Tvbe v

Version 1.1 © 2022 Northwestern University Page 18 of 31




é{ CREATE A NEW JOB PLAN
__\

¥ PROCESS Job Plan: +I Add To Bookmarks é Print @ Help
continued... ' T Create Draft X

(Required): Job Plan Details.

On the PM Schedules sub-tab,

11) Add a Chartstring to the PM Schedule: Assets [mw Tasks
c) Click on the radio button next to
the desired Chartstring. X e
d) Click OKto save. ~| PM Schedule: & it @ Help e

Create Draft X Status

(Required): Preventive Maintenance Schedule Details.

Chart Strings Apply Filters Clear Filters R v S 7

Chartstring Fund Code Dept ID Project ID Activity ID
Billing Type and Chartstring allocation

» INFORMATION
Contains Contains Contains Contains Contains
information can be found on the campus @

160-1800000 160 1800000

specific Multi-Buildings Assets master list

provided by the Reliability Engineer. 160-1800099 160 1800099

160-1800200 160 1800200

160-1800300 160 1800300

= PRilling Tvbe
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& CREATE A NEW JOB PLAN
_\

NOW VIEWING Q@EIeLERWA\RS{¢]a{=1=\]

¥ PROCESS Job Plan: ] Add To Bookmarks  #=) Print @) Help
continued... T Create Draft X

On the PM Schedules sub-tab, (Required): Job Plan Details.
11) Add a Chartstring to the PM Schedule:

Assets [ PM Schedules W Tasks

e) Enter the percentage to be applied
to the chartstring. X rdd
If there are slight calculation errors due - . = print | Hel -
to rounding of percentages, adjust PM Schedule: = SOtk show: |50 Vv
individual percentages until you reach Create Draft x Status
100%. N
f)  Click Create to save.
a X
- || Request Chart String: é Print @ Help
(General): Required
= General
» INFORMATION ID Statuc
Billing Type and Chartstring allocation # Request Chart String | 160-1800000 e Q #* Requested Percent 50
information can be found on the campus . .
specific Multi-Buildings Assets master list Chart String Status Active
provided by the Reliability Engineer.
Name Description
Create X
Create Recurring Pattern
= Rilling Tvbe M
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& CREATE A NEW JOB PLAN
_\

NSURUENINED, JOB PLAN SCREEN
¥ PROCESS Job Plan: ] Add To Bookmarks  #=) Print @) Help

=
continued... T Create Draft X
On the PM Schedules sub-tab, (Required): Job Plan Details.

11) Add a Chartstring to the PM Schedule:

Assets [ PM Schedules W Tasks
g) REPEATTHIS STEP UNTIL ALL

CHARTSTRINGS HAVE BEEN PM Schedule: 1005250 +i Add To Bookmarks EIJ Print @ Help
ENTERED Acd
- Save Save & Close More x  (|C—
i lype |SCNeaULe-Based v . 50 ~
Frequency MONTHLY Recurrence in monthis) 12
N = Billing Type
Billing Type Intra-Fm
| = PMChart String(s) Add | Remove
@ Apply Filters Clear Filters [T« S il
O ID Name Description Request Chart String Chart String Status Requested Percent
ontains ontains ontains ontains Contains Equals
D 10098550 160-1800000 Active 50
» INFORMATION O 1009551 160-1801800 Active 25
e . . 1009552 160-1805200 Acti 25 -
Billing Type and Chartstring allocation = e ’
information can be found on the campus
specific Multi-Buildings Assets master list
provided by the Reliability Engineer.
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& CREATE A NEW JOB PLAN
__\

¥V PROCESS Job Plan: +I Add To Bookmarks é Print @) Help
continued... T Create Draft X
On the PM Schedules sub-tab, (Required): Job Plan Details.
12) Once the chartstrings have been added, X
. = .
a) Click Create Draft. PM Schedule: =i Print__@: Help
b) Click Activate to fully save the PM Q | Create Draft I Add
Schedule. - f—
ID Status - 50 v
Name Mcgaw/Olson - Life Safety Infrastructure Annual
Description
X
PM Schedule: 1001953 W Add To Bookmarks =y Print @ Help
Q Activate I Save Save & Close More x
r s
= General
ID 1001953 Status Draft
Name Mcgaw/Olson - Life Safety Infrastructure Annual
Description
» INFORMATION
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& CREATE A NEW JOB PLAN
_\

NOW VIEWING Q@EIeLERWA\RS{¢]a{=1=\]

v PROCESS Job Plan: 1001528 R 2dd To Bookmaris =) Print @ Help
continued... Notes & Documents Activate Save Save & Close More X

On the PM Schedules sub-tab, (Required): Job Plan Details.

12) The PM Schedule will now appear on the

Job Plan window. = General

ID 1001528 Status Draft
# Job Plan Name Mcgaw/Olson - Life Safety Infrastructure SWO 2742
Description
% Building \Locations\Chicago Campus\Mcgaw/Olson | (0 &3 Building Name Mcgaw/Olson
Building ID 8799 Building Address 710 Fairbanks Ct

Assign Multiple Workgroups? [

- Primary WOI'kgI'OUp Find | Clear | Update Task Assignment

Name Zone 6 Contractor Exterminator

Assets [PM Schedulesl Tasks

= PM Schedules Add
] Export 1 total found Show: 50 v
Q ! Frequency Name Type Recurrence in Status
month(s)
(J MONTHLY Mcgaw/Olson - Life Safety Infrastructure Annual Schedule-Based 12 months Active
Activate Save Save & Close More X

» INFORMATION
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¥V PROCESS

continued...

On the Tasks sub-tab,

13) The individual Job Plan Work Tasks will
populate.

» INFORMATION

Version 1.1

CREATE A NEW JOB PLAN

NOW VIEWING Q@EIeLERWA\RS{¢]a{=1=\]

Job Plan:

General otes & Documents

(Required): Job Plan Details.

= General

+I Add To Bookmarks H-;.FJ Print @) Help

Create Draft X

ID
% Job PlanName = Mcgaw/Olson - Life Safety Infrastructure SWO 2742
Description

# Building \Locations\Chicago Campus\Ch - Heating Plant

Building ID 0511

Assign Multiple Workgroups? O

= Primary Workgroup

Status

Building Name Ch - Heating Plant
Building Address 410 E Huron St

Find Clear Update Task Assignment

Name Zone 6 Contractor Exterminator

Assets PM Schedules [ Tasks ]

- Tasks

Re-Process Planned Tasks Generate Work

Apply Filters

Clear Filters o =T W Nz

—

! ID Task Name Type Planned Start Planned End Status
Contains Contains Contains Equals Equals
O WT-1200450 - Every 12 Month(s) Work Task 04/01/2022 14:04:06 04/01/2022 18:04:06 Planned
O WT-1200451 - Every 12 Month(s) Work Task 04/01/2023 14:04:06 04/01/2023 18:04:06 Planned
O WT-1200452 - Every 12 Month(s) Work Task 04/01/2024 14:04:06 04/01/2024 18:04:06 Planned
O WT-1200453 - Every 12 Month(s) Work Task 04/01/2025 14:04:06 04/01/2025 18:04:06 Planned

western University
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‘%

¥V PROCESS

continued...

Back on the PM Schedules sub-tab,

Repeat steps 8-12 to add the MONTHLY PM
Schedule.

14) When you come to step 9:

a) Select the following month as the
start date.

b) Do not change the Monthly
Recurrence Pattern Type.

c) Enter the day of the month the
task will occur, for every month.

d) Click Next to save.

» INFORMATION

Version 1.1

NOW VIEWING Q@EIeLERWA\RS{¢]a{=1=\]

CREATE A NEW JOB PLAN

Job Plan:

Notes & Documents

(Required): Job Plan Details.

Assets [ PM Schedules W Tasks

] Add To Bookmarks

| PM Event: 1001991

Event Info

X

Eﬂ Print @ Help

# Start Date 12/01/2021 12:00:00

# Recurrence Pattern Type

® MONTHLY

= Monthly Recurrence

= Select an Occurrence Type = Select the End Criteria
' .
x Single Occurrence O End After
 DAILY O End Date
YyLLnLl

@® Day [x] of every [x] month(s)
O The [First] [Monday] of every [x] month(s)

x

X

& Print @ Help

Create Draft

X

q Day (1-31) 1 of Every

January [ April [J July [
February [ May [ August [
Marech [ June [J September [

October [
November [J

December [J

onth(s)

= Print @ Help

Create Draft X

Add

Status

Show: |50 v

© 2022 Northwestern University
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& CREATE A NEW JOB PLAN
_\

NOW VIEWING Q@EIeLERWA\RS{¢]a{=1=\]

¥ PROCESS Job Plan: ] Add To Bookmarks  #=) Print @) Help
continued... T Create Draft X

On the PM Schedules sub-tab, (Required): Job Plan Details.
15) Add the ANNUAL PM Schedule as a Assets [ PM Schedules w Tasks
Shadow:
a) Click the Find button. » : A
<<Upon clicking, the PM Event screen | PM Event: 1001991 % Print @ Help - Drint ® Help
will pop up>> Gy ' Show: [50 Vv
Complete X Status
b) Click the check box next to the Create Draft X
Annual PM Schedule. N Optional): .
c) Click OK to save. ) Q Details
Offset Duration 0O Eo (allowable + or - date overlap when creating shadow occurrer
2
- Select the Shadowing PM Schedules Find [ Remove
Cancel
PM Schedule - Query for Sha... Add ‘ Apply Filters Clear Filters 9
a Name D Description Status
Mcgaw/Qlson - Life Safety Infrastructure Annual 1001953 Active
» INFORMATION - -
| > INFORMATION - Rilling Tvpe
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& CREATE A NEW JOB PLAN
__\

¥ PROCESS Job Plan: ] Add To Bookmarks  #=) Print @) Help
continued... T Create Draft X
On the PM Schedules sub-tab, (Required): Job Plan Details.
15) Add the ANNUAL PM Schedule as a Assets [ PM Schedules w Tasks
Shadow:
d) Click the Complete button to save. X e
X Show: |50 v
PM Event: 1001996 = Print__ @ Help
N @ Complete x
7‘: (Optional): .
= Details
Offset Duration 0 @u (allowable + or - date overlap when creating shadow occurrences)
= Select the Shadowing PM Schedules Find | Remove
[+] Export 1 total found Show: 10 v
(] ! Frequency Name Service Plan
(0 MONTHLY Mecgaw/Olson - Life Safety Infrastructure Annual DEFAULT - Preventive Maintenance - Create Task - PM Sch Org - Single Task
Complete X
R T U S U CIAa T oW =TTail g% 117 Jwi e e
Service Plan DEFAULT - Preventive Maintenance - Create Task - PM Sch Org - Single Task
PM Type Schedule-Based E
Frequency
Create Recurring Pattern
» INFORMATION - -
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& CREATE A NEW JOB PLAN
_\

NOW VIEWING Q@EIeLERWA\RS{¢]a{=1=\]

¥ PROCESS Job Plan: ] Add To Bookmarks  #=) Print @) Help
continued... T Create Draft X

On the PM Schedules sub-tab, (Required): Job Plan Details.
16) When you have entered all the information X
for the MONTHLY PM Schedaule, including PM Schedule: = Print @ Help
chartstring,
i Create Draft Add
a) Click Create Draft. o | I
b) Click Activate to fully save the D Status gl L1

Monthly PM Schedule.
ST ehedute Name Mcgaw/Olson - Life Safety Infrastructure Monthly

Description

X

PM Schedule: 1001954 ] 4dd To ookmarks Print @) Help

@ Activate ‘ Save Save & Close More X

(Required): Preventive Maintenance Schedule Details.

= General

ID 1001954 Status Draft
Name Mcgaw/Olson - Life Safety Infrastructure Monthly

Description

» INFORMATION
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¥V PROCESS

continued...

On the PM Schedules sub-tab,

17) BOTH the Annual and the Monthly PM
Schedules will now appear on the Job Plan
window.

» INFORMATION

Version 1.1

CREATE A NEW JOB PLAN

Job Plan: 1001546 ] Add To Bookmarks (=) Print @) Help
General otes & Documents Activate Save Save & Close More X
(Required): Job Plan Details. =

= General
0 1001546 status Draft
* Job PlanName | Mcgaw/Olson - Life Safety Infrastructure SWO 2742
Description
# Building \Locations\Chicago Campus\Ch - Heating Plant 2 a Building Name Ch - Heating Plant
Building ID 0511 Building Address 410 E Huron St
Assign Multiple Workgroups? O
- Primary Workgrgup Find Clear Update Task Assignment
Name Zone 6 Contractor Exterminator
Assets [ PM Schedules ] Tasks
= PM Schedules Add
Apply Filters Clear Filters [T S
D ! Frequency Name Type Recurrence in month(s) Status
Contains Contains Contains Equals Contains
O MONTHLY 123 Schedule-Based 0 months Draft
O MONTHLY Schedule-Based 12months  Active
Items per page: 10 v 1-2of 2items 1 of 1 pages

western University
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CREATE A NEW JOB PLAN

¥V PROCESS

continued...

On the Tasks sub-tab,

18) ALL Job Plan Work Tasks will populate and
appear.

» INFORMATION

Version 1.1

NOW VIEWING Q@EIeLERWA\RS{¢]a{=1=\]

Job Plan: 1001546 A 4dd To Bookmarks (=) Print @) Help
General otes & Documents Activate Save Save & Close More X
Name 'Zone 6 Contracte -
Assets PM Schedules
= Tasks Re-Process Planned Tasks Generate Work
q Apply Filters Clear Filters S 2T oW %
O ! ID Task Name Type Planned Start Planned End Status
Contains Contains Contains Equals Equals
O WT-1200450 - Every 12 Month(s) Work Task 04/01/2022 14:04:06 04/01/2022 18:04:06 Planned
ad WT-1200451 - Every 12 Month(s) Work Task 04/01/2023 14:04:06 04/01/2023 18:04:06 Planned
O WT-1200452 - Every 12 Month(s) Work Task 04/01/2024 14:04:06 04/01/2024 18:04:06 Planned
O WT-1200453 - Every 12 Month(s) Work Task 04/01/2025 14:04:06 04/01/2025 18:04:06 Planned
ad WT-1200454 - Every 12 Month(s) Work Task 04/01/2026 14:04:06 04/01/2026 18:04:06 Planned
O WT-1200455 - Every 12 Month(s) Work Task 04/01/2027 14:04:06 04/01/2027 18:04:06 Planned
O WT-1200456 - Every 12 Month(s) Work Task 04/01/2028 14:04:06 04/01/2028 18:04:06 Planned
ad WT-1200457 - Every 12 Month(s) Work Task 04/01/2029 14:04:06 04/01/2029 18:04:06 Planned
ad WT-1200458 - Every 12 Month(s) Work Task 04/01/2030 14:04:06 04/01/2030 18:04:06 Planned
O WT-1200459 - Every 12 Month(s) Work Task 04/01/2031 14:04:06 04/01/2031 18:04:06 Planned
»
Items per page: 10 v 1-10 of 12 items 1 of 2 pages » .

western University
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CREATE A NEW JOB PLAN
_\

NOW VIEWING Q@EIeLERWA\RS{¢]a{=1=\]

¥ PROCESS Job Plan: 1001546 +I Add To Bookmarks é Print @) Help
continued General hotes & Documents Q Save  Save & Close

(Required): Job Plan Details.

More X

Once you have entered all information for the - General
Plan
ol FlE, D 1001546 status Draft
19) Click Activate. * Jobplanname . Mcgaw/Olson - Life Safety Infrastructure SWO 2742
<Upon clicking, the Job Plan screen will Description
CLOSE>> # Building \Locations\Chicago Campus\Ch - Heating Plant L a Building Name Ch - Heating Plant
Building ID 0511 Building Address 410 E Huron St

Assign Multiple Workgroups? O

_ Primary Workgroup Find Clear Update Task Assignment

Name Zone 6 Contractor Exterminator

[ Assets ] PM Schedules Tasks

= Assets Find Remove
] Export 1 total found Show: |50 v
] | Image ID Asset Name Status Status Color Parent Asset

m-] 35454 Emergency Breaker Panel Available -

Activate Q & Close  More X

» INFORMATION
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CREATE A NEW JOB PLAN

¥V PROCESS

= Northwestern |FACILITIES CONNECT

» INFORMATION

Version 1.1

20) You will now be able to search for the
Active Job Plan on the Plan Work screen. o~ Plan Work ] Add to Bookmarks | My Bookmarks
@ EPuDupView -
Add |
=
O Job Plans v Apply Filters Clear Filters a Pwd &
0O Building ID Building Name Job Plan Name Job Plan ID Primary Workgroup Status Desc
Q Contains olson Contains Contains Contains Contains c
= J B8/YY Mcgaw/uison MCgaw/uUISon - 41N FI00r EqUIPMENT Koom AHU >-4-bB B/YY1Y £one b engineer ACTIVe .
e )
20 d 8799 Mcgaw/Qlson Mcgaw/Qlson - AHU - INDOOR UNIT - FC-3 879920 Zone 6 Engineer Active
O 8799 Mcgaw/Qlson Mcgaw/Qlson - AHU - INDOOR UNIT - FC-4 879921 Zone 6 Engineer Active
0O 8799 Mcgaw/Olson Mcgaw/Olson - Air Compressor 879922 Zone 6 Engineer Active
0 8799 Mcgaw/Qlson Mcgaw/Qlson - Basement Ahir Handling Unit - TRIO #2 AC 879923 Zone 6 Engineer Active
O 8799 Mcgaw/Qlson Mcgaw/Qlson - Basement Indoor Air Handling Unit #1 879924 Zone 6 Engineer Active
0O 8799 Mcgaw/Olson Mcgaw/Olson - Basement Indoor Air Handling Unit #2 879925 Zone 6 Engineer Active
8799 Mcgaw/Olson Mcgaw/Olson - Life Safety Infrastructure SWO 2741 879907 Zone 6 Contractor Exterminator
8799 Mcgaw/Olson Mcgaw/Olson - Biohazard Exhaust Fan 879927 Zone 6 Engineer Active
O 8799 Mcgaw/Qlson Mcgaw/Qlson - Booster Pump 879928 Zone 6 Engineer Active
0O 8799 Mcgaw/Olson Mecgaw/Olson - Building Distribution SWO 2675 879902 Zone 6 Electrician Active
| 8799 Mcaaw/Qlson Mcaaw/Olson - Chilled Water Pump 879929 Zone 6 Enaineer Active -
»
Items per page: 1 - 50 of 89 items 1 of 2 pages »
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