O&M TECHNICIANS & SUPERVISORS

Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

WORK TASKS: COMPLETE A WORK TASK

Provides guidance on the two ways to complete a Work Task on FC Mobile (OTG)

v GETTING STARTED

This guide begins in a selected Work Task. For more information on navigating to a Work Task refer to the View Work Task Detail job aid.

OPTION 1: COMPLETE AWORK TASK FROM ATIME ENTRY

DIRECTIONS:

Begin by creating a new Time Entry:

@ Navigate to the Time tab.

Tap on the Green (+) button to add a new
Time Entry.

Once you have filled out each of the required
fields in the Time Entry:

a Toggle the Slider Button (to the right) to
mark your work on this task as fully
complete.

v INFORMATION

For the step-by-step details on creating a Work Task
Time Entry, see the Work Tasks: Add a Time Entry job
aid.

TASK #WT-1028394

Today All Active
o

Overdue Tasks o
Time Entry

Search

Total Hours

uuuuu

| need an estimate on new TVs.

10/17/2019 Active Start 8:00 AN
Category Str
#WT-1028513 @  Corrective Comment

Evanston Campus - 2020 Ridge - 4 -
00404

I need an estimate for a new heating
unit.

10/17/2019 Active

#WT-10284888  Corrective

Evanston Campus - Mcculloch Hall - 3
- 00301

The power went out and the
generator did not come on instead it's
making a loud churning noise and then
it clunked out

10/16/2019 Active

#WT-10283948  Corrective

Evanston Campus - Kemper Hall - 3 -
00310
Water damage to drywall and wood

Date 10/10/2019
l End 10:00 AM
aight Time

frame. Needs to be replaced.

Q

u Detail

Page 1of 1 (7)

Tasks O A =

Hours 2

Type Straight

Removed damaged portion of wall. Will come back to install new drywall

5 v =

cedures Comments Resolution

Asset

5P

Parts

o

Documents Requests

ADD TIME ENTRY

@ Working Time
O Time off

* Task
#WT-1028394 WT-1028394 - Routine, , Repair Wall

Evanston Campus - Kemper Hall - 3 - 00310

* Time Category
Straight Time

Role

Rate: §
* Start Date/Time
11/05/2019 8:00 AM

* End Date/Time
11/05/2019 11:00 AM

Q

* Comment

Installed new drywall

ServiceTechnician - Central Carpenter,Training

* Duration

200

Task Complete
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DIRECTIONS:

If no further information is required:

e Tap on Add Time Entry to to complete your
Time Entry and Save.

v IMPORTANT

If a Resolution does not exist on the Work Task, will be
prompted to enter one after you save the Time Entry.

4 After the Time Entry has been added, the
Resource’s work task completed status will
be visible on the Work Task Detail tab.

View Resource Completed Status and
Date/Time information.

ADD TIME ENTRY u

® Warking Time
O Time Off

ServiceTechnician - Central Carpenter,Training

* Task
#WT-1028394 WT-1028334 - Routine, , Repair Wall

Evanston Campus - Kemper Hall - 3 - 00310

* Time Category

Straight Time v
Role

N
Rate: §
* Start Date/Time * Duration
11/05/2019 8:00 AM

3.00
'Task Complete

* End Date/Time
11/05/2019 11:00 AM

* Comment

Installed new drywall

Q.

Tasks W] Eﬁ

v e +B
Search m

#WT-1027523 8  Corrective

TASK #WT-1028155 E

Overdue Tasks

Chicago Campus - Wieboldt Hall - 6 - H
005008

room is too cold figg!
11/20/2019 Active

{
Ay
Imfrn

#WT-1027986 8 Planned
Chicago Campus - Rubloff Building - 1
- 00127
Paint the walls
01/07/2020 Active

*Description

Equipment overload.

#WT-1028120 @  Corrective
Chicago Campus - Tarry Building - 7 -

07721
Test UAT 44 Full Name / Type Phone Number
01/16/2020 A
A cive Campos,CJ Phone N/A
Type Person

#WT-1027973 B Planne:
Chicago Campus - 105 W. Adams -

16 - 01600G Ridge,Matthew Phone N/A
We need to replace flooring Type Person .
01/07/2020 Active Mobile Status Completed

Completed Date 02/03/2020 15:40:49

#WT-1028146 8  Corrective
Chicago Campus - Simpson Querrey -
7To o~ — 0 (1] e i 39 (]

© G 2 & B oom
(w] betl  Time Documents_ Requests
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v1.0 (Updated 03.06.20)

© 2020 Northwestern University

Page | 2



Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

O&M TECHNICIANS & SUPERVISORS
WORK TASKS: COMPLETE A WORK TASK

OPTION 2: COMPLETE AWORK TASK FROM THE ACTIONS MENU

DIRECTIONS:

1 If you have already completed both a Time
Entry and a Resolution on a Work Task, then

Overdue All Active TASK #WT-1028372

Today's Tasks v o+ . .
Staty Priorit Locat
you can complete the task from the Work A .. v &
Search m Active Routine Evanston Campus
Task Actions Menu. Lor0m0ts active | Task Name 2020 Ridge
WT-1028372 - Routine, , Electrical Outlet 200200
#WT-10283790  Corrective Created On  Respond By
Evanston Campus - 2020 Ridge - 4 - 10/08/2019  10/08/2019 08:59:23

10/08/2019 12:59:23

u Tap on the ACtionS Menu at the top rlght Of gggt(z‘:ieiter reports electrical outlet Due o0

the Work Task Detail screen. (rplacecd andl torched his plant. Very Task Type
10/19/2019 Active Corrective

Request Class

#WT-10283738  Corrective Electrical Outlet

Evanston Campus - Kellogg Global
Hub - 3 - 03129A

Ceiling and tiles are damaged. There is
exposed wiring.

10/08/2019 Active 284Electrical outlet is dead

*Description

#WT-1028372  Corrective

Evanston Campus - 2020 Ridge - 2 -

00200 E Phone Number [}
284Electrical outlet is dead.
10/08/2019 Active ServiceTechnician - Central Phone N/A

Sangeptsnaining

O B ° U & 48 m o

Page 10of1(7) D Detail Time  Procedures Comments Resolution  Parts Asset Documents Requests

2 Tap the Com plete TaSk OptIOI"I. Overdue Al Active TASK #WT-1028372 Actions

Today's Tasks v &t Status Priority Location
Search m Active  Routine Evanston Campus || RIS IEE] S
[ Task Name 2020 Ridge
I need an estimate on new TVs, 4 2
10/17/2019 Active WT-1028372 - Routine, , Electrical Outlet 002 Complete
Created On Respond By Task
HWT-1028513 8  Corrective 10/08/2013  10/08/2019 08:59:23
Evanston Campus - 2020 Ridge - 4 - Due On
00404 10/08/2019 12:59:23
I need an estimate for a new heating Task Type
unit, .
10/17/2018 Active Corrective
Request Class
#WT-1028488  Corrective Electrical Outlet
Evanston Campus - Mcculloch Hall - 3
-00301
The power went out and the *Description

generator did not come on instead it's
making a loud churning noise and then
it clunked out.

284Electrical outlet is dead

10/16/2019 Active
#WT-10283048  Corrective Full Na Phone Number [}
Evanston Campus - Kemper Hall - 3 - ServiceTechnician - Central Phone N/A
00310 Carpepter Training
Water damage to drywall and wood ype Persbn
frame. Needs to be replaced.
PR 0 - 3 (2]
B O B K= & w =
Page 1of 1 (7) n Detail Time  Procedures Comments Resolution  Parts Asset  Documents Requests
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DIRECTIONS:

3

4

A confirmation box will appear at the bottom
of the screen.

The Resource’s work task completed status
will now be visible on the Work Task Detail
tab.

View Resource Completed Status and
Date/Time information.

All Active

v s+
Search n

#WT-1028514 8 Corrective
Evanston Campus - 2020 Ridge - 4 -
00404
I need an estimate on new TVs,
10/17/2019

Overdue

Today's Tasks

Active

#WT-1028513 @  Corrective

Evanston Campus - 2020 Ridge - 4 -
00404

I need an estimate for a new heating
unit.

10/17/2019 Active

#WT-1028488 ¢

Evanston Campus - Mcculloch Hall - 3
-00301

The power went out and the
generator did not come on instead it's
making a loud churning noise and then
it clunked out.
10/16/2019

Corrective

Active

#WT-1028394  Corrective

TASK #WT-1028372

Status Priority Location 9 4
Completed  Routine Evanston Campus
Task Name 2020 Ridge
WT-1028372 - Routine, , Electrical Outlet 2
00200
Created On Respond By
10/08/2019  10/08/2019 08:59:23
Due On

10/08/2019 12:59:23

Completed On
11/08/2019 14:10:00

Task Type
Corrective

Request Class
Electrical Qutlet

*Description

284Electrical outlet is dead

Full Nar

Number E

ServiceTechnician - Central Phone N/A

Euanet el Wamnar Liall 2

Page 1of 1

This task has been completed.

o

ocuments Reguests

T Al Actve

Overdue Tasks v ¢ +[IR

Search m

#WT-1027523 @  Corrective

Chicago Campus - Wieboldt Hall - 6 -
005008
room is too cold

11/20/2019 Active

#WT-1027986 8

Chicago Campus - Rubloff Building - 1
- 00127

Paint the walls
01/07/2020

Planned

Active

#WT-1028120 @  Corrective

Chicago Campus - Tarry Building - 7 -
07721

Test UAT 44
01/16/2020 Active
#WT-1027973 B Planne:

Chicago Campus - 105 W. Adams -
16 - 01600G
We need to replace flooring

01/07/2020 Active

TASK #WT-1028155

*Description

Equipment overload.

Full Name / Type

Phone Number B

Campos,CJ Phone N/A
Type Person
Ridge,Matthew Phone N/A

Type Person Mobile Status Completed

Completed Date 02/03/2020 15:40:49

#WT-1028146 @  Corrective

Chicago Campus - Simpson Querrey -

oa

Page 10of1(8)

Detail Time

B © (B = B = 4 g o

Procedures Comments Resolution Parts Asset Documents  Requests
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