PREFACE

About This Book

The AS/400 CIMS 111 Work Order Management User's Canadian Guide is intended for management and
staff-level users of the Warehouse Module (WHS). The book contains additional "Canadian™ feature and

instructions for the Work Order Module. It should be used in addition to the standard NCS Warehouse
Manuals.

How This Book Is Organized

Each chapter in this book is numbered with the chapter number and page number within the chapter.
The Table of Contents lists each chapter by number as well as the chapter subsections. A glossary and
index at the end of the book provides you with extra information.

LAST UPDATE: August 2010



TABLE OF CONTENTS

PREFACE ...tttk b bbbt E b 4R b £ £ e R e R £ 4R b £ e R R £ A E R e R £ AR SRR £ AR E e R £ SRR £ AR R SRR R R £ AR R AR R R e bRt e R R rer Rt e nis 1
ADOUL THIS BOOK. ...ttt e e R R0 e Rt e R Rt m bt n et nr e r e 1
HOW ThiS BOOK IS OFQANIZE .......oouiieiiiteieeiiite ettt ettt b ettt b et b e bbb e e bt btk s b e Rtk e b st ek e b e st ekt e b e st ek s b et et b et e b b 1

TABLE OF CONTENTS. ...ttt ettt sttt b b bbb b £ b b e b b £ b b £ e b e b £ E e bR b bt £ e b b e e e b e bt s bbb e b e bttt e b b 2

HOW INFOrmation FIOWS IN WOR ..o bbb bR bR R bt n Rt n e nen et nr s 4

COMPIELE WOTK OFUBI: ...ttt bbb b s bt s bt b s bbb E e Eeh bR b ek e b e R b e bbbt b b et ek e b e bt et b s et b e 4

WWOTK OFder COUES = SUMMAIY ....ecviitiieteiteieeteete ettt ettt e ettt st bt ebe st et e e b s e et e b e seeb e eb e s e eb £ eb e Ae e b e eb e AE ek £ e bt e eb e 4R e e ek e eb e e eb e eb e e et e eb e e ekt abennebeare e 5

How WOR WOrks With Other APPIICALIONS .........cciiiiecieieeie ettt e e e et e e et e besaeeteeseenbeseestesbeaneaseeneeseeseenrenrearens 5
CIMS WaArehOUSE @N0 FINANCE: ......cveiieieiiseieeiese e ste e te et ee e e et e e stesbesteeseeseesseseeseeteseeaEenbeeRees e e s e enaenaeseenEeaneaneeneeneeneeneenrennennes 5
O 1 RS Do AT Y= 1Y o T LU -SSR 5
CIMS EMPIOYee MaNAgEMENT SYSEEM: ... .eiiiiuieiieteite ettt ettt e et sbe st st e bt bt e b e asees e e ee e beebeeb e s beeb e ebeemeembeneeeb e s beebeabeeneenbenbenbenbesbenns 5

Y =TI L (R oI Vo I 1= T a1 o] SR 6
WOR.100 - GENEIAl SELUP OPLIONS ...ttt sttt bbbt b e bbb b s ek e s b e s bbb h b b e st ekt b et ek e bt e b e bt et nnns 6
WOR.205 — WOIK CAtEUOIY COUES ....c.veeueiuiete ettt ettt sttt be sttt ese e e e besbesbesbe bt et e e e embeneeeb e e b e ebe e b e e meembeeEeabenbeebeabe e e anbesbesbesbeaneas 7
WOR.207 — WOTK TYPE COUES.....ccteiteetietiiteie st st sttt et et e stestestesteetee e esbesaesbesbesaeeseeseenbeseeatesbeeReebesbeabeateessenbeseeabesbeeaeateesseseeseesteseeareas 7
WWOR.204 - CAUSE COUES ......ceueriiriireresesreieisrer e sr ettt r st e ettt s st s s s Rt e e s R R A e R R R A e R e e R Rt e e bt e R Rt n bt e e nen et nr e ren e 8
WWOR.206 = PIIOFTILY COUES. ... eeteitireetiiteteiestetetest ettt ettt s bbbt bbb bbb b £k bR b h e bbb e ek bbb bt et e bt et nn e 8
WWOR.202 = TASK COUES ......eeueete ettt ettt ettt e e te sttt e bt e bt e st eme e eeeeeebeeb e eh e a8 e em e e s e e eE e b e eEeeh e e b e eReeEeemeameeeeeebenbeebeabeeneaneeneenbenbeaneas 9
WOR.301 - TradeSman MAINTENANCE .......c.couiuiririiueiirieteienieteie sttt sttt bbbttt b e bbb e b bt e b b et e b e b e e s b b e e e b bt b b et e b e bt bbb e n b s 9

Work Order MainteNanCe QN0 PrOCESSING .......ceiueiiiiieieesietete sttt sttt sttt sttt sb ettt b et sk s b etk s b et e ke e b et e ke e b et et e s b et et e s b et eben bt ebe st 10
WOR.402 - W/O ReqUISITION MAINTENANCE .......e.viuiitiiteiiitiiteiist ettt ettt b ettt bt b b e bbb st b bbbt bbbttt n b 10
Work Order REQUISITION ENTIY — WWED ..ottt h bbbkt b e e b et e b bt e bt b e bt b e e et nbesbe b e 13
WOR.4A16 - WOTK Oraer IMAINTENANCE. .......cviveriiirrereirreieesseteress et ss s s et s bt s et b bt e R Rt e bR er bt n et r bt nn b s 16
PUR.A10 — UPCAE WOTK OFUEE PAITS......ccviieiiitiieiiitcieeieste ettt bbb etk eb bbbtk bbbt b et st b 18
WOR.A16 — UPUALE WOTK OFUEE PATS ......cveeetiitiieetiitesietest ettt b b bbbt b bbbt bbbt b bbb bt b 18
INV.420 — Update Work Order Parts or Labour Hours from Warehouse StOCK ...........cccuiiiiiiiiiiiiiinece e 19
WOR.420 — Update WOrk Order LaDOUN HOUTS...........ciiiieieitciie ettt st a e tesaeste e essesae s e sbestesbesbeansenaensenbeseesnesreans 19
WOR.417 — MaSS COMPIEIE WOIK OFUEIS .....cueiuiieiiitiietiiteriet sttt ettt bbbt bbbt s et b st b et s bt en et nes 20

VAT T 4 SO (o LT m =T o To] 11T [OOSR 21
ATV O 2 oy A VAN Lo ¢ g @] o (=T G I T ] o SRS 21
WOR.561 — Work Order Listing — By Tradesman (LADOUN) ......cccveieirrieie s eeeie sttt sne e eneeseesneseeans 21
WOR.894 — Work Order ANAIYLICAI REPOITING .......c.veuiriiiitiitiiitisteiet sttt e b bbbttt b bbb bbbt b e b s 22

Work Orders — To record BUS/VehiCle IMAINTENANCE ..........oueiiiiiiiiiiiieie ettt bbbttt 23

Last Updated: August 2010

CIMS Work Order Guide \\Blackdell\cims\finance\CIMSWOR.doc -2-



Introduction

This chapter describes how to use the CIMS Il Work Order Maintenance module. It also discusses the "flow"
of operation and some alternatives of how it may be implemented within your environment.

Refer to previous chapters to assure that the Warehouse General Options and Procedures are in place before
implementing Work Order. Refer to the Financial Management User Manual for additional information on
how to initially setup G/L accounts and Sub-ledgers necessary for the Work Order Process.

The Work Order system is a "code sensitive™ styled set of programs that:

a) Captures requests for work to be done (School/Department requests).

b)  Allows the Maintenance Department to review requests and provide cost estimates for labour and parts.

c) Provides opportunity for Requisition Issuer to review estimates and approve the work to be done.

d) Aids the Maintenance Department in assigning tasks to requests and scheduling work

e) Produces printed Work Orders for tradesman to work from.

f)  Automatically adjusts account balances, stock inventory and fixed asset costs according to information
maintained on the Work Order.

There are various Work Order "states” that determine what information may be completed on the screen,
namely;

- REQUISITION (school is documenting the request, Ready to Go has not been done)

- GOTOW/O (school says 'Ready to Go Y' but maintenance has not approved the doc)

- WI/O Levell (request has been approved by maintenance, scheduling has begun)

- COMPLETE (work order work has been completed)

(Optional Steps)
- WAITING ESTIMATE (school has completed request and wants it estimated before
Proceeding any further)
- ESTIMATE DONE  (request has been viewed by maintenance. An estimate has been done and
is awaiting School Approval)

= E Session A - |24 x 80]

File Edit TransXe\ Appearance LCommunication  dssist Window Help

%lrﬁ!l&. ] -&.|!@|@-|.La-|1%|&|ﬁ|
PriScrm Copy Scte Send Recw Display | Color tap Fiecord | Stop Play Quit Clipbrd Support | Index
321701 F (2] DEMONSTRATION SCHOOL DISTRICT 15:27:15 OQPADEYOQOOZ2

LIHS
Fosition to:
UMY DOCID Humber

Lork Order Index Ref: WOR.A01X .02

Date Bequired Est Date

MTC ©OZ2 1/30/701 1/30,01 3720701

GRD 9.1100.000.3700 .23

Looz23 5 023 oz 2/07/701 2/21/01 0/00/00
THIS KT LINES BLD 9.1100.100.71160.23

_ W0ez3 96O0A/6 7 az3 RPR MTC O1 207501 2/09/501 0/00/00
LINE 1 GRD 9.0000.000.5300.99

_ WO0ez3 g96oa' g az3 RPR MTC O3 F2O501 57519501 a/00/00
TEST W/0 ADD BLD 9.1100.100.71160.01

_ W0ozZ3 960075 az3 RPR MTC G2 221501 4/04501 0/00/00
Meed new front counter to be built. HNeed some BLD 9.1100.100.7110.23
HoozZ3 960076 az3 az MTC a3 221501 5520501 0/00/00
Mew playground structure needs pea gravel owve GRD 9.1100.000.3200.00

E3 0/00/00 050000 000500
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How Information Flows in WOR

Code Setup:

Contractor Name, Mtce, IS

Work Category

Codes
WOR.205

Special Project, Capital Plan, Grounds, Bldg

Gen Repair, Vandalism

Work Type ause
Codes Codes
WOR.207 WOR.204

— .

School/Dept request for work:

Maintenance Approval/Assign:

Update Parts and Labour: /

Resolves appropriate account to charge

Immed, 2 week,

rority
Codes
WOR.206

—

Task Code
| Define Type of Labour
N _Work Order ol V{fg%gz
Requisition WOR.402 or Web
- Describe type of work,category,priority
- Describe location & contact
information
Task Code
Work Order | Define Type of Labour
Approval WOR.416 4| required and estimate costs
- Add/Edit Tasks, estimate hours, parts Produces work copies
- Add Tradesman
- Edit Text to better describe
- Approve/Assign/Print Work Order
copies for each Trade

Purchase Order items can update
work order parts costs PUR.410

Issue stock from warehouse to

Update Tradesman Hours and attach
detail to work order WOR.420

Complete Work Order:

particular work order/trade INV.420

Complete Work Orders “in mass” WOR.417
Or

Maintain and complete each work order WOR.416
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Work Order Codes - Summary

(1) WORK CATEGORY CODES (WOR.205) - 3 character code used within each work order to classify
the work order for major reporting types (eg: Contractor, Maintenance, IS)

(2) WORK TYPE (WOR.207) Break workorder into major type of grouping, ie: Capital, Optional .. this has
and effect along with Cause to determine appropriate G/L account charges.

(3) CAUSE CODE (WOR.204) Indicate the nature of why this work order is being generated, ie: General
Repair, Vandalism, Preventative maintenance ... An account code (allowing substitution logic for eg:
location) is included with the cause.

(4) PRIORITY CODE (WOR.205) ldentify default priority codes/levels and attach (optional) the number of
days or date. If days or date are blank, the user may manually indicate when expected required date is. If
a priority (eg: Spring break work that has a specific date in it) code has a date or days, the system will
automatically update expected work order date based on the priority entered.

(5) SKILL/TASK CODES - 5 character code used for reporting purposes. Maintenance can potentially
breakdown a work order into several tasks. Labour and parts can be assigned to a particular task and
reporting can be generated by task. When work order copies are printed, one is printed for each task per
work order (eg: Bathroom job may require ELEC, CARP .. electrical and carpenter).

How WOR works with Other Applications

The Work Order System, based on general setup options, may have relationships with the following other
CIMS systems:

CIMS Warehouse and Finance:

- Stock issues for parts against a work order will automatically update inventory and charge the part(s)
to appropriate G/L according to that work order

- Stock issues for labour charges against a work order will automatically charge the labour to
appropriate G/L account(s) according to the work order

CIMS Fixed Asset Module:

- Labour and Materials may be charged against a Fixed Asset (Task) so that fixed asset cost reports
per item are available.

CIMS Employee Management System:
- Tradesman Information may link directly to Personnel File.
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System Setup and Definitions

The Work Order module follows similar setup and year end-start procedures to all CIMS products:
1)  Client Member must be setup each year.
2)  General Code definition and DOCID criteria must be maintained during the year and at yearend

3) User MUST decide whether Work Order Parts and Labour Amounts should automatically post to the
General Ledger.

WOR.100 - General Setup Options

Setup values must be entered before doing ANY transactions in the fiscal year.

Setup values may be changed at any time during the fiscal year. Default values indicated below appear within
each Work Order automatically but may be overwritten. Posting options turn the "FMS interface" on or off for
labour and materials.

mESession A - [24 x 80] = ES
File Edit Transfer &Sppearance Communication  Assist wWindow Help
By == = e | e ) = | == | =1 | & | = |
FrtsScrn Copy Faste Send Recw Dizplay Color rMap Record Stap Flay CIuit Clipbrd Support Index
A5/16501 FY 00 DEMONSTRATION SCHOOL DISTRICT 18:444: 44 OPADEYOOOA
CAMLIHS WO General Setup Options Ref: WOR.100 .11
Options fTor Fiscal Year: 2000

Encumber Work Order Requisition Amounts

4

Post Work Order Parts Amounts

..................... N
Post Work Order Labour AmountS . . - - 0 0 o f 4t s s e s am a0 aa = N
Default UWUork Order Document ID ... .. ... ... ... ... ...
Default PST Tax Percentage . . . . . . o o ot ot e e o mmaae e e oo F.oa0 =
Default GST Tax Percentage . . . . . . o o ot ceaade e ae e e oo F.oa0 =
Remit Split: 32 .00 b4 Receive: 68 . 00 =
Tax Method: 1
1 = PSET and GST separate
2 = Include GST in PST Calculation
Mode : Change F3=E=xit FS=Reset FiliZ=Cancel
1.8 a

127060

Connected to remote servershost SYSTER1 uzing port 23

Most customers choose ‘NOT’ to post to the G/L from Work Order because the charge is occuring already:
- When something is purchased, the posting is handled from Purchasing (Purchase Order, Invoice)
- When something is issued from the warehouse, the posting is done from INV.420 stock issues.
- When labour hours are entered in issues, charges are automatically incurred
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WOR.205 — Work Category Codes

A Category Code is a 3 digit code used within each work order to categorize the work order in very general
terms like CON = contractor, BLD = Building, GRD = Grounds, MTC = General Maintenance. You can break
down the CON for reporting purposes to contractor codes.

= ESession A - [24 x 801

[ (=0 ><]
Fil= Edit Transfer Appearance Cormmunication  Sssist Swlindow  Help
By | & = | ey, f vglro_%.-|@!|1§|ﬁ»|ﬂ|
PritScin Copy Faste Send Recw Display Color rap Record Stop Flay Fuit Clipbrd Support | Indes
AF16501 FY 00 DEMONSTRATION SCHOOL DISTRICT 18: 532 :35 OPADEYOOOA
CANLHS Contractor Code Maintenance Ref: WOR.Z205 .11
Contractor Code: BLD

AcCctive™” b

FHS vYendor#:

Hame H BUTILDIMNG

Contact 1:
Contact 2:

Address H
City.,. Prw:
Postal Code:

Phone : L4 ] Ext __
Fax: C b
Misc 1:
Misc 2Z2:
Mode : Change F3=E=it FA=Index FS=Reset Fl1Z=Cancel

O3 OTH

WOR.207 — Work Type Codes

A Type Code is a 3 digit code used within each work order for reporting and account distribution to break up
work orders into appropriate types like Optional and Capital.

File Edit Transfer Appearance Communication  Assist window  Help
| = | = e == e | =] = = | == | | | =

FPrSem Copw Faste Send Fecw Displaw Color rap Fecord Stop Flay Quit Clipbrd Support | 1Tnde:s

A 16 00 Y 00 DEMONSTRATION SCHOOL DISTRICT 185 :55: 34 OPADEYOOOA
CANLHS Tupe Code Maintenance Ref : WOR . 207F - 11

Type Code ID: HMTC

Descriptiomn: HMATHNTERARNCE
Mode : Change F3—=—E>>xit FAaA=Tmnde > FS—=Reset FlzZ=Cance Ll
1A =] 1D S D20
Connec ted to remote servershost S7YS TERT using port 23
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WOR.204 - Cause Codes

A cause code is a 3 digit code used within work order to describe the reason for the work order eg: VAN =
Vandalism, GEN = General Repair, PM = Preventative Maintenance. This is the primary factor in determining
the charge account. Substitution logic may be used to substitute the location portion of the account code with
Work Order DOCID.

Eil= E dit T ransFfer Appearance Commurnication Sssist LT o) Help
PreS crm Copu Past= Send Recw Di=plaw Caolor k= Record Stop Plans CAuik Clipbrd Support IThde=
P g I =y o 3 B Ll o (el ] DEMONSTRAT ION SCHOOL DISTRICT 19 9000 - 122 OFPADEYOOGO A
CAarMUHS Cause Codcde MainmntTenarnce ReF - WHOR . 2>0A i s B
Cause Code IroD - Lo |
Descriptior: PREYEMNTAT IWYWE MATHNTERNARNCE
DeF ACCour T = 14 . 11990 1900 . F1 106 . Z72
rMode - Chanmnge F3—E>xiT FAa=Tnde>x FS—Reset Fl1lz=Cance 1L
1A = O F 220

In the above example, when a work order for location WO023 was completed, the charge would by default be
allocated to 1.1100.100.7110.023

WOR.206 - Priority Codes

A Priority Code is a 2 digit code used within each work order to indicate the severity by which work should be
done. Priority codes can have default number of days OR a set date. When a user uses a priority code with
days/date entered, the Required by date of the work order will automatically fill based on the priority criteria.

Fil= Edit Transfer Sppearance Cormmunication Sssist wlindows  Help

I EEn fen = I =1 I = ) ==, I == I =] I alz I = I
PrtScmm Copx Paosts Send Becw D isplaw Color MMaop Becord Stoo Flay Quit Clicbrd Support | Index
AL DL FY% Qo DEMONSTRATION SCHOOL DISTRICT 19:04: 28 OPADEYOOG -
CARNWUHS Priority Code MFMaintemnance Ref - WHOR . 206 - 11
Priority Codes ID : [ g
Descriptiomn: Z WEEKS
NMumber o+f Days : 11
Set Date MHMDY : O 00700
Mode : Change F3—E=>=it FA=Tnde FS—Reset F1Z2=Cance 1l
1A =] 0 F SO025)

Connec ted to remote servershost SYSTERT using port 23

CIMS Work Order Guide \\Blackdell\cims\finance\CIMSWOR.doc -8-



WOR.202 - Task Codes

A Task or Skill Code is a 5 digit code used to identify what skill(s) will be required for the work order. All
reporting can be done by location or work order OR work order task ... to assist in determining task costs.
Work Order copies are also generated for each task.

Eil= E dit T ransFfer Appearance Commurnication Sssist LT o) Help
Ers e (E=roo Foste S Eicrete Dispiay | Cotor [y Ficcoma | st == Soie Cliptra Soysreen: e
A1 01 | e o [s]l] DEMORNSTRAT ION SCHOOL DISTRICT 19 9F:>3A OFPFADEYOOOAa
CANWHS Sk i 1L 1 Code Maintenance Ref - WHOR . 20> i s B
Ski 1l Code - CcCAaRz
Descriptior: EaRrRPEMNMTRY 1 EYEL I T
rMode - Chanmnge F3—E>xit FA=Tnde >x FS—Reset Fl1zZ=Cance 1l

=X =1 O F OO

WOR.301 - Tradesman Maintenance

A Tradesman Code is a system generated number used to identify internal labour. Each tradesman contains
category and skill codes. Standard Regular and Overtime rates are entered so that default values will
automatically appear on work orders. If an EMS Employee# is selected, information will default from the
EMS system. If an FMS Vendor# is chosen, default name and address information will appear from the
Vendor File.

Tradesmen may be flagged as Active or Inactive. Inactive tradesmen cannot be requested when creating a
Work Order.

Emergency information etc. should be reported from the EMS system. You can indicate additional information
in notes if required.

File Edit Transfer Sppearance Communication  sAssist window  Help

|% éEIE%I @l-&vg @-@sltgla-lﬂ
FrScim Copw Faste Send Fecw Diisplau Color bdap Fiecord Stop Flay D it Clipbrd Support | Index

Ea g = c § FY O DEMONSTRATION SCHOOL DISTRICT 19:12:59 0OPADEVYOOG--
CARNWUHS Tradesmen Maintenance Ref - WHOR . 301 - 11

Tradesmen MNMo. : 10 Actiwve™?

MNMame L[(L_FJ): SHMITH HEMNRY

ErM=S EmplLogyeedH - OO91 06 7F5 FHM= verndoriF:

Address H p=jc s ] - ZOF FORT ST .

City. Prw: PORTAGE LA PRATRITE mB

Postal Code: RITSRS

Home Phone: C Z2oa ) 688 2556 Ext

Hork Phone: C X Ext Fax: L4 X

Category:

Skills: CARAa ELE1

Start Date: Q00 90 Ernd Date: 00000

Location: =z SAaMUEL BURILAKND SCHOOL

Reg Hr Rate : 18 . 0000

Owr Hr Rate: Z4. 0000

Msc Hr Rate:

Tupe -

Misc 1 :
Misc Z:

Mode - Change F3—E:>xi=tT FA=Tnrnde »x FSS—Reset Fl1Zz=Cancel

1A = 03 0 F5
T raer Erd i r
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Work Order Maintenance and Processing

The system accommaodates a variety of Maintenance Authorization, Approval and Scheduling of Work
methods. It is critical that each installation site determines how to implement the product to fit their
environment. Specifically, users must determine what approval stages are necessary, where the input will be
done and who will be responsible for the following input/verification/print processes:

. Initial input of Request for Work to be done

. Providing Estimates for incoming requests

. Approving Estimates

. Appending Work Order Parts, Labour Requirements

. Scheduling Work Order and Approving start Dates

. Initiating the Work, distributing work to be done

. Verifying Work, costing and updating online information
. Complete and close Work Order

oO~NOoO Ol WN -

WOR.402 - W/O Requisition Maintenance

This maintenance screen is used by requesters' of work to be done to:
a) Input and Edit requests for work to be done.
b) Indicate that a request is ready for estimate
c) Approve estimates so that requisition may become active (Optional)
d) Review the progress, costs, completion notes of a Work Order

Once a requisition has been approved by maintenance, the requisitioner will have only LOOKUP access. The
only time requisitioner’s can edit work orders is until they reach a status of “‘WO LEV1’.

Requisitioner’s can:
- print their own work order copy,
- review the status and costs at any time (active, complete)
- report on overall school activity and cost by type, charge account, or task

The purpose of the Work Order module is to assist both the requisitioners and maintenance department in
handling and reporting on work to be done.
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Based on identification of work category, reason, and priority, additional information will be presented to the

requisitioner:

=l Session A - [24 x 80]

=l ES

File Edit Transfer Appearance LCommunication Aszist WwWindow Help

F'rtScln l:opy | F'aste Send | Fecwy Day r | Map Filel%ljrdl Slflp | F")%:J | E‘!h—_":t | Ch;lébrdl Suﬁortl |r?.;a-c|
A516501 FY 00 DEMONSTRATION SCHOOL DISTRICT 19:19: 47 OQPADEYOOOA
CANWHS W0 Requisition Quick Entry Ref: WOR.AQZ .11
WA0 Requisition: 960098 WOOZ3 STATUS :

Location: 0z3
Requested BY: DOMNA

Contractor: GRD

Cause Code: vAaM KIDS - BIG DAMAGE

Hork Type: TC MAIMTEMAMCE

Priority: 21 A8 HOURS
Mode: Add F3=Exit FA=Index FH5—=Reset F1Z2=Can Cancel? N

A a

105,020

Connected to remote servershost STYSTER1 using port 23

W/O NUMBER:

STATUS:

LOCATION:
within

REQUESTED BY:

CONTRACTOR CODE:

CAUSE CODE:

WORK TYPE:

PRIORITY:

The System generates a requisition number based on the DOCID created within
the FMS system

The Status of the requisition appears at the top right of all header screens. Fields
of input are allowed according to status.

Location defaults based on the user restriction. Additional space is available
the work order to further indicate exact location within the building.
Auto-fills with the USERID who inputted the request

Indicate Work Category type (WOR.205)

Indicate cause or work order (WOR.204)

Input to the best of your knowledge work type (WOR.207)

Indicate the priority you wish to place on the work order

Based on resolution of this information (priority code, cause code), an additional screen will appear.
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mESession A - [24 x 80] M= E3

File Edit Transfer Appearance Communication dssist wWiindow  Help
SET e e | (s o (B @-|.L9|1%|e|ﬁ
Prtscim Copu FPaste Send Fecw Dizplay Color kap Fecord Stop Flay it Clipbrd Support Inde=
A516/501 FY 00 DEMONSTRATION SCHOOL DISTRICT 19:26: 30 JOPADEVODOOA
CANLIHS W/O0 Requisition Quick Entry Ref: WOR.AQZ2 12
WA 0 Requisition: 960098 WUOOZ23 STATUS @ REQUISM
Location: 023 SAMUEL BURLAND SCHOOL
Requested BY: DOMNMA
Contractor: GRD
Cause Code: VAN KIDS - BIG DAMAGE
Hork Type: HMTC MAINTENMAMNCE
Priority: 01 A8 HOURS
Account: 9.0000.000.5300.99
TradesSkill: Required Date: 451801
Lork Location: GYM FlLOOR
Contact Mame: DAVYE - HEAD CUST .
M|
Text: USED FLOOR HOCKEY STICKS TO PEEL TOP LAMIMATE FROM GYM FLOOR
PROVINCIAL FINALS ARE ONM FRIDAY REQUIRE FLOOR FIXED
ITMMEDTATELY .
Internal Note:
Mode: Add F3=Exit FA=Index F5=Reset Fl1Z2=Can Cancel? @

Connected to remote zerverdhozt SYSTER 1 wuzsing port 23

ACCOUNT:
TRADE/SKILL:
WORK LOCATION:
CONTACT:

REQUIRE ESTIMATE:

TEXT:

READY TO GO:

Auto-fills based on cause code. User can edit if required.

User can identify (if known) what skill or task he feels is required.

Describe in detail where work is to be done

Identify who should be contacted within the location regarding this problem

If you prefer an estimate before proceeding with the work order input Y’ and this
will kick off an additional ESTIMATE / APPROVE ESTIMATE process between

maintenance and the requisitioner.

Describe the work to be done clearly and completely. The better this input, the
larger the likelihood of work to be done quickly and correctly the first time.

Maintenance will NOT review the order until this has been flagged ‘Y’

User will return to the *‘A’dd, Change, ‘E’nd screen. Use “P’rint to create a copy of the work order request for

your files (if necessary).
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Work Order Requisition Entry — Web

Work Order requisitions can be entered by either the office or directly from the Custodian. If custodians are

involved we recommend that the setup be done right through EmployeeConnect, ie:

a) custodian signs into EmployeeConnect and the AdminConnect button is preset (from PRO.100)

b) custodian selects AdminConnect and the Finance tab is available with no additional sign in required. This
prevents the custodial staff needing to know yet another USERID and password!

e A user does not have to have AdminConnect Admin Y in order to be able to input work order requests.
They must simply have access to appropriate Woxxx docids.

o If auser has access to >3 Woxxx docids we assume that user to be a super user and will allow them to
change requests on the web regardless of status. Restricted users can edit work order requests only until
they are approved.

Admin Connect - Work Order, - Microsoft Internet Explorer

Eile Edit View Favorites Tools Help

~
Powered by CIM
=5 Student Management | Financial Management || Staff Management || Help | Logout
AC-0004 ‘
Page
Sep v
10 Requisitions [ active Wark Orders Re - Up *
= . W0 All WiOs ¥ Fresh
[¥]aiting for Estimates Oe leted/Closed Date (o
ornpleted/Close 009
- Dowm!
¥ Go To Wark Orders *
Select  Status  Work Crder Date Location TypesCause Descri ption Accoun t
0 To REPAIR 01000000133000
. Front door glass is cracked, Glass must
g:drl; WoO01 100012 Req: 06/02/10 01 EQUIPMENT b replacad, 010000001 $3000
REPAIRS/OFFICE
GROUNDS WORK
" Meed lights changed in gym ceiling -
;Na'““g (FELEE S TR ) spacial equipment requi 01120000711002
P WIEEL ABREEE (g OEESM0 001 SV ORETEIEIERa Ty red to get uo to the roof. REGUIRE: Bulb 0112000071 1002 —
EHars entra 401 Parts eer3345
MAINTEMANCE PAYS
GROUMDS WORK
Go T (FIELDS/OUTDOCR) 01870000591777
Work  WOOO01 100014 Req: 07/19/10 ‘DiE"S“S‘dE ofgchool park 1 a70000591 727 b : 0187000059177
Srd “ Extra Details e waal o e have 3 school ppg U1870000531777
MAINTENANCE PAYS an ol 31et
~
&) B Internet

A list of currently unapproved work orders appears (by default). This will let the enduser know right away
what has not been processed by maintenance.

CIMS Work Order Guide \\Blackdell\cims\finance\CIMSWOR.doc -13-



From this screen endusers can:

a) Limit what to show and view/print any work order! If you want to see everything completed for your
location, <click> on just completed/closed. If you want to see all active work orders, <click> on active
work orders. Note that you can also start showing from a particular date/month.

b) <Select> on any entry to view and/or print the work order

c) <Add> a new work order request

<22 http:/f192.168.0.30 - Admin Connect - Work Order Maintenance - Microsoft Internet Explorer

File Edit View Favorites Tools Help o
TAKE — Admin Connect s
' TWO Powered by CIMS ~ "=
I Back to Fihance Main H Back to Work Orders I LooKup Only H Change Work Order I Print Work Order I Approve to W0 _
&) A | s
W'D Mumber: W00 w 0 Ready To Go Reguested By: DIOR A,
Location: 001 WACHOYIA SECONDARY SCHOOL
Contractar: | MO Contractar .. v| ] RECIIJiI'ES Estimate
Cause Code: | MO Cause Type .. v| Estimate By:
. Estimate
Wark Type:
ork ype | - NO Work Type .. v| LabourMaterials §:
Priarity: | MO Priority Code .. V|
Required Date: |Aug v| |03 v| |QDDQ W Approved By:
Trade/Skill |.. NO Trade/Skill Code . v Completed By:
Charge Account: Labour §:
Work Location: MWlaterial §:
Contact Mare:
Description:
Internal Mote:
< | kd
@ Done ® Internet

Ready to Go: Must be checked in order for this work order to show for maintenance. If you are just preparing
the request and do not wish to forward to maintenance yet - <uncheck> Ready to go

Require Estimate(Optional): Leave this blank unless your district has selected to operate in this environment

W/O NUMBER: The System generates a requisition number based on the DOCID created within
the FMS system

STATUS: The Status of the requisition appears at the top right of all header screens. Fields
of input are allowed according to status.

REQUESTED BY: Auto-fills with the USERID who inputted the request
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CONTRACTOR CODE:

CAUSE CODE:

WORK TYPE:

PRIORITY:

ACCOUNT:

TRADE/SKILL:

WORK LOCATION:

CONTACT:

DESCRIPTION:

INTERNAL NOTE:

Indicate Work Category type (WOR.205)
Indicate cause or work order (WOR.204)
Input to the best of your knowledge work type (WOR.207)

Indicate the priority you wish to place on the work order. The required date will
Autofill based on priority code for those codes that you have defined to x days.

Auto-fills based on cause code. User can edit if required.

User must identify what skill or task he feels is required.

Describe in detail where work is to be done

Identify who should be contacted within the location regarding this problem

Describe the work to be done clearly and completely. The better this input, the
larger the likelihood of work to be done quickly and correctly the first time.

This text may be used for information between you and maintenance not to be
Recorded in description. This field is rarely used.

** CRITICAL: The Work Order is nowhere until <Save> is selected.

o User will a Work Order Saved successful message AND a work order number will be displayed.
o Use the <Print Work Order> tab to print a copy for yourself (optional)
« If further adjustments are needed to the work order request — go ahead and make the changes <SAVE>
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WOR.416 - Work Order Maintenance

This option is used to:
1) Initiate then maintain Work Orders
2) Flag Work Orders as Complete and Close Encumbrances
3) At any time review work order status'

WOR.416 is not the only option that will allow maintenance to update the Work Order Parts/Materials and
Labour Information:

- Work Order Parts can automatically be updated from Purchase Order Maintenance

- Work Order Parts can automatically be updated from stock issues

- Work Order labour can automatically be updated from stock issues (labour hours)

- Work Orders can be completed “in mass” using WOR.417

The screen was designed so that work order requests can be reviewed and approved online. There is NO need
to print requisitions, review, assign on paper, then provide to clerical for input. The steps are as follows:

a) ‘I’ndex for all requisitions or select by Date or DOCID

ECiession A - [24 x 80]

Elle Edit Tranr Appearance  Communication st Window Help

=] I?(‘é_ﬁltl | El | |@-|@1.- L%l&lﬁl
PrScin Copy | PNe Send Fecw Display | Color Map Heccrd Sian Flay Quit Clipbrd | Support [ Index
A416501 FY\K DEMONSTRATION SCHOOL DISTRICT 19:38:14 UPADEVOQRQEA
CAONUHS L0 Ouick Approval FMaintenance Bef: WOR.A16 .01
I W0 RequNsition:
Add
Change
Delete
Lookup
Print
Index Index: 1
End 1. W/0 Requisitions by Number
Z. W/0 Requisitions by Date Hos00/00
3. Active Work Orders by Number
4. Active Work Orders by Date 050000
5. Completed Work Orders by Number
6. Completed Work Orders by Date 0/00/00
F. Work Orders by Locn 023 Status __

HA a 15 /058
ted to k

it Transfer Appearance Communication Aussist safindow  Help

33 = = I e I = I = = I s I - I = | =] - = |
Copw Send | Heew Display | Color Map Recod| Stop =, Do ciipbrd | _Support Indes:
DEMONSTRATION SCHOOL DISTRICT 19:39: 47 OPADEVOOOA

HWork Order Indesx Ref: WOR.A01X.0Z2

DSitiDr‘l

[5 EFE]
THIS IS THE TEXT LINES BLD 9.1100.100.7110.23

c Hoez23 960067 2z23 RPR MTC @1 Z/OTF/OL ZsO09 501 0/00/00
LINE 1 GRD 0.0000.000.5300.99

c Wwooz3 9600 7TAa oz3 RPR mMTC O3 32001 5719501 07005700
TEST W-s0 ADD BLD 9.1100.100.7110.01

LoezZ3 960075 oz23 RPR MTC 0OZ Fr2101 ASOA501 0/00/00
Need new fFront_counter to be built. Need some BLD 9.1100.100.7110.23

LoezZ3 960076 oz23 oz MTC O3 I 2101 5/,20/01 00000
Mew playground tructure needs pea gravel ove GRD 0.1100.000.2200 .00

c Hoez23 960088 2z23 RPR MTC O3 3/23/01 6,01 01 0/00/00
PROBLEM WITH BOARD WARPING MID—FLDDR 9.1100.100.7110.23

— Hoez23 960094 223 O 4/05/01 65/,044501 0/00/00
123455739012345573901234579301245573901245573 AMINT ©9.1100.100.7110.01

c woez=23 960098 223 vYAN MTC 01 AF16701 A/18701 0/00/700
USED FLOOR HDCKEY STICKS TO PEEL TOP LAMINATE GRD 0.0000.000.5300.99

ES 0/00/00 0/00/00 0/00 /00

r1.0 = 03 /016
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c) For each request,

Update Priority, require date, account code information if necessary

Update Text Information if necessary

Use F6 to assign Task(s) and task notes. The first task becomes the lead hand. You can assign an
unlimited amount of tasks to an individual work order

F6 = Assign Task(s)

= ESession A - [24 x 80] = ES
File Edit Transfer Appearance Communication  Assist wWindow Help
e e =] e [ By = | i) |
PrtScrn Copy Pazte Send Recw Dizplay Color r ap Record Stop Play L uait Clipbrd Support [ Index
A516/01 FY 00 DEMONSTRATION SCHOOL DISTRICT 19:45:19 QOFPADEVOOOA
CANWHS WA0 Ouick Approval/Maintenance Ref: WOR.A01K.11
W0 Humber : 950065 WOO023
Skill Code H CAR1

Task Description:
Initial Work to be construction frame. Keep in touch with
electrician so job will not be delayed.

Account Code H 9.1100.100.7110.23

Tradesmen#

Estimate Hours: 5 Total Hours

Est Labour $ : Total Labour$

Est Part CostS: Total Part S H

Est Start Date: Af16/701 Completed Date: 00000

Mode : Add F3=Exit FA=1Index FS5=Reset Fl1Z2=Cancel Cancel”? N
A a 187020

Connected ko remote server/host SYYSTERM1 using port 23

a) Indicate Task/Skill Code

b) Indicate description notes

c) Provide estimate hours and costs (if appropriate)

d) Provide estimate start date information (if appropriate)

Use F13 to approve the request to become an active work order and produce work order print(s) = a
master copy for the office, and a copy for each task

The next work order according to your ‘C’s will automatically appear. Use F12 to cancel out of the
process
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PUR.410 — Update Work Order Parts

When completing a purchase order, maintenance can identify what work order and skill to apply the item
towards. The system will NOT automatically supply what account should be charged. If changes are made to
the purchase order information regarding the work order charge will have to be made within the work order,
ie: the work order charge line appears only on ‘A’dd of a purchase order line.

It is far more efficient to ‘catch” work order parts charges at purchasing rather than to indicate this painfully
line by line within each work order (WOR.416).

Eil= Edit Transfsr  Appearangs| JCommunication Assist windowe  Help

= | o = /é’!\l | L = R = | =2l =] B
PreScrm Copw F'aste Fecw Dnsplay Color FMap Record Stop Flay Quit Clipbrd Support | Index

A1 B DL [ = g 4 \ \\ DEMONSTRATION SCHOOL DISTRICT 19:56: 19 OFPFADEYOOGO A
FmMs Purchase Order Entiayg Ref : PUR . 101 .11
Po0 2880122 | PODEBR \DETS : EEENGEE COMNS 121632 — PAsAO Total:

DATE : A 1L6 SO S LT = Limnme Total -

1.000 OQtuyf: . vend Part: DELTAH1Z23 Uhs Part

Desc: DEL[N Fr:u_ll::‘lET LEVER Unit cost S 1izs 15

DscS / Z Frghts PsST F .00 X GST 44149999 =

Acct o Y100 100|_7110_23 GST 100% REBATE?: Cont -

WrO: WOQPEI 11234 SKILL :\ PLUMEBE DETS R EDN$ -ﬂzﬂﬁﬂzﬂ
FX=Trnde FSE=Reset FlZ=Cancel Cance l?

File E dit Transfer Sppearance Communication Aesist v T aT= E=TRN] Help

EEsy | EH= éﬂl%l |@|-& ﬁlﬁ'lm’l%l&lﬂl

PrScin Copw Faste Send Fecw Display Color tap Fiecord Stop Flay [=THI13 Clipbrd Support Index
AA16G701 FY OO DEMONSTRATION SCHOOL DISTRICT ZO:05:16 OPADEYOOOA

CAONLWHS L0 Duick dpproval  Maintenance Ref - LWOR _ _Ac01 P 11

WA 0 NMumber - 960049 WuWOoz3

Description: Plumbing Parts - American Standacd

Accoun T : 9.1190 900 . 3FO00 .23

LHHS Part#

PAO or Issue: 112321 PrPO9>3

ODuantity: 1 [N D o EnX Uit Cost: 125 .15

PST - ¥ . 0000 GST - Falllclclcle] Unit DiscS:

Yerndor o

Skill Code - DFIRI-

Date: 17,307,011

Mode : Acd F3=E>=xit FA=Tndex FS=Reset Fil1zZ=Cancel Cancel™? M
1 0 =] 18 S 02 .
Connec ted to remote servershost SvS TER T using port 23

Information can be maintained line-by-line within WOR.416, work order maintenance. In this scenario, user
can input as much (or little) information as necessary. Skill code, description, charge account, quantity, and
unit cost are mandatory. Any input done here has NO effect on the G/L.
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INV.420 — Update Work Order Parts or Labour Hours from Warehouse Stock

When the warehouse is issuing stock to tradesman, the work order and task can be associated to the part. This
will automatically update the work order with parts information and charge the appropriate accounts in the
G/L. In addition to the work order and task information, the warehouse MUST be given a charge account. This
can be found on the task copy of the work order.

™ ESession A - [24 x 80]

Fil=  Edit Transfer Apgearanl:e Communication irdos =lp

By | B | D/EZ | I%I | \ﬁl s = |2 | == = | e | =

PrtScrn Copwy Paste Send F!en:v isplbw lor Fecord | Stop Play S it Clipbrd Support | Index
AF16501 FY Q0 DEMONSTRANION SC OL DISTRICT Z20:02: 99 OPADEYOOOA
LHS Stock Issuls Ref: JTHY. AZ201 .11
Issue Number : L Vi = U Line Total: .00

Linme: 1.990 Ftock Ifem: 51367

Ouantity:

Account: o0 . 100 116 23 Departmspt:

Pst Desc: JIM WUWORK OIER Extra: A

HrkOrder : HOOZ23 11231 Skill: CAR1 LaboursMaterials: M

F3=E=xit FA=TIndex F5=Reset FlZzZ=Cancel
F1Z-Exit Position cursor to desired Code More . . .

1A a

16029
Connected to remote serverdhost SYSTER using port 23

Special Note: Some districts have defined their tradesman in warehouse stock items (INV.310). This makes it
easy and effective to assign tradesman hours to work orders and charge G/L where appropriate. If charges are
not incurred, then WOR.420 should be used instead.

WOR.420 — Update Work Order Labour Hours

This item is effective in quickly assigning tradesman hours to work orders. No G/L account posting is
performed.

F'rtSl:rnI Copw I Fge Send I FE;IV Day r I fm H‘e‘%ilnrd Stcu:- FT%:- g_":t I Clli-lébrdl Suﬁort |r?;x I
A 1601 | g [ela] DEMOMNSTRATION SCHOOL DISTRICT 2016 57 OFPFADEYOOO A

CARNWHS (B m] Laboisr MaintenanmcCe | =] T rardlesmen Ref - WHOR . A2701 . 1 1

w0 NMumberr QHOOG5S WO =1 . OO0

Tradesmenn# - = GRABOWESK T DEBR

Howurs : m Z . 0000 Ouvertime (YA AMN)2: o

Rate : 18 . 1000 Total b= OS9G . 20

AcCccouwurn Tt - Q. 1199 . 199 . F1160 .23

Ski 1L L Code - CcCAaRil CARPEMNTRY LEVYVEL xr

Date Comple ted - A1 GO

Cause Code - PRPR REPAIR

Type -

HModde - Change F3—E>x4i t FA=Trnode > FSS—Reset F12Z2=—Cance 1 Cance 1L MM
] =

poFgobrdo]
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Input number of hours, whether overtime is applicable, and the skill code. All other information will default
from the tradesman (rate) and work order (account)

Total number of hours is displayed at the top of the screen to be used for balancing/reconciling to the
tradesman timesheet.

WOR.417 — Mass Complete Work Orders

There is no accounting reason to close a work order .. but it is our recommendation to close work orders when
completed. A closed work order should contain:

- information on when each task was completed

- complete parts and labour information

By completing the work order:
- work order reporting will be better as reporting can be done by type
- work orders will be more manageable as completed work orders will not appear in the running list of
open items

Work orders can be closed individually using WOR.416. In this scenario, input a completed date and/or use
F15 to complete the work order. Physically the only activity that occurs is a work order status change.

Work orders can be completed ‘in mass’ using WOR.417. In this option,

Fil=  Edit Transfer ASpoearance Communication Assist wWindow  Help

%l E‘jEIE%- @l-& vgl@-@sl | |a=|
PreS crm Copw Paste Send Becw Displaw Color FMap Fecord Stop Plap: QA uit Clipbrd Supmort [Iar=1=t]
A1 G701 FY% G0 DEMONSTRATION SCHOOL DISTRICT Z0 29223
LHS Mass Complete (A m ] od 4 Orders REF : WHOR _ 21 7
=B lLanks — Calc

230001 O 00 " 00

Z300002 2500 00

DA001 6 O 00 " 00

2500 00

O 00 " 00

200 00

000 00

200 00

000 00

200 00

000 00

200 00

000 00

O 00 " 00

2500 00

1 Cancel? M
A = 10010

Cornnected to remote servershost SYSTERT using port

- If no date is inputted, today’s date will be used as the completion date
- Ifno DOCID is input, the system will attempt to resolve the DOCID based on standard work order
rules (ie: location code numbering at the start of each numbering sequence)
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Work Order Reporting

WOR.552 — Work Order Listing

User can select a location or all locations, can limit to work order type OR date range, can include all work
order detail or selected. This report can be utilized at the school level to report on open work OR completed
work. It can be utilized by Maintenance for the same purposes.

= ESession A - [27 x 132] = B3
Eile Edit Iransfer Sppearance LCommunication  Assist  wWindow  Help

[EE] = = |l o) - == = =] L3 =
PrtScrm Copy Paste Send Becw Display Color kA ap Recard Stop Play it Clipbrd Support | Index

Dizplay Spooled File
File . . . . . = OLORSSZ PagesLine 1rZ

Control . . . . . | | Col umns 15 - 147
Fimd . . . . . .

-2. + = T R e e T T T T e T - e

DEMOMSTRATION SCHOOL DISTRICT
Actiwe Work Order Listing
Date Range 1,0130 1Z 31029 LLAO# Range 9993933399

eq Date W O Date WSO By Completed Status C= Ty Skill Pr Mo Hour= * Parts Description
21401 S250010 DOMMA Qa0 WD LEYL AT MTC CARL Q= j=Mcclalol 2E.5TOD Repair floor, wall and baseboard
27101 drole 2L DOMMA QOO0 WD LEYL RFR oz THIZ IS TEXT LIM
S/EFAAL 25001 DOMMA 00000 WO LEWL RFR MTLC [Ek=] MEED MEW COUMTER TOP FOR FROWT LAEB S5
AT L 4 05010 DOMMA LA AR EE W0 LEW1L RPR HTC (oL TREOUBLE WITH UMIT #1F3456759. DISKET

Mumber of Work Orders:

otal Hours: 2. 0000
Labour Tobtal #: 25 Z00E
Part Total *: 36.5700

Mumber of Work Orders: <
Report Total Hours: 2. 0000
More. . .
Fa=E=it FlZ=Cancel Fila=Left FZza=Right FZd=More keys

T = '
| Connected to remote servershost SYSTEM1 usimgport23
Report breaks and sub-totals by location and provides summary information on number of work orders as well as cost breakdown.

WOR.561 — Work Order Listing — By Tradesman (Labour)

User can select a tradesman, can limit to work order type OR date range, can include all work order detail or
selected. This reporting is for maintenance to appreciate the number of work orders and cost by tradesman.

= ESession A& - [27 x 132] I =
Eile Edit Transfer Asppesarance Communication  Assist wiindowss  Help
By fem = =1 L) ) == == =] - =
PriScrn Copw Paste Send Feocw Dispilas Color Moo Becord Stop Plaw it Clipbrd Support | lndes
Display Specled File
File . . . . . = OLOESEL Page-Line 1oz
ControlL . . - _ . [ | Columns ZE@ - 1439
Find . . . - - =
[ B - N e e e T < T T,
DEMOMSTRATION SCHOOL DISTRICT
Completed bork Order Labowur Listing
Tradesmen 1 S99999999 Date Range [Ep T TE) (SR ETa0aTe] LrOs Range EEEEEEEEE]
Work Order L O Date WO Bu Completed Status Cs Tu Skill Pr Hours OT Description
[NT=1=r=E QEODL9 Se2IE1 DOMMA 44,1601 COMPLETE a1 cusi oz 1.0000 H REMOVE PAIMT FROM GYM LALLS
Mumber of Work Orders:s a1
Tradesmen Total Hours: 1. 000
Trade=men Total *® H 15 1ana
[Alalctat] SE0049  SC23-01 DOHMA 4-16-01 COMPLETE a1 caRl oz 10800 H REMOYE PAIMT FROM GvVH WALLS
won== [PEOEOSE ZE1SEL DOMMA BrEOSEL COMPLETE RPRMTCCARL o= Z.oooa M REPAIR FILE CABIMET
Humber of bork Orders: =
Tradesmen Total Hours: I=nioinio)
Tradesmen Total H SE.1a06a
More

F3=Ex=it FlZ=Cancel Fla=Left Fza=Right FZd=Hore keus

e

Connected to remote servershost SYSTERT using port 23

Report breaks and sub-totals by tradesman and provides summary information on number of work orders as well as cost breakdown.
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WOR.894 — Work Order Analytical Reporting

Maintenance will use this report to summarize activity per location (DOCID). Report can be selected by date
range, DOCID, and work order type (Active, Completed). A single line is presented per DOCID that identifies
in summary how much work and of what type and cost is associated to that DOCID.

= ESession A - [27 x 132] =
Eil= Edit Transfer Apgealance LCommunication Assist WwWindow Help

= = ) [Eciy == =] & &=
FrtScrm l:np_l,l F'aste Send Fecw Dizplay Color Map Fecard Stop Flay ClLit Clipbrd Support I hdes

Display Spooled File

File - e e - - OLWORS9d PagesLine 1=
Control . . . . . | Columns 1 - 130
Firnd . . . . . .
T T L I S ~ S, L T T Ty o P s [N~ . ]
PREOG - WOR. S99 DEMDNSTRHTIUN SEIHEIEIL DISTRICT 1
DATE - 41T a1 Actiwve Work Order Summary
TIME - T:35:10 Date Range 10130 12,3129 bAO# Range 993933993
Work Order Hour= ¥ Labour ¥ Parts CARL CARZ CARS CARd CARS CLS1 CUs=Z CUs3 CUS4 CUSS ELE1 OTH
Woaz3 3 FG.Z0 36.5T =
WOoazZE 15 SER.ED B3E.TE iz =]

1a 55480 EE9. 2T = 1= ]

Bottom

F3=Exit Flz=Cancel Fl9=Left FZO=Right Fzd4=Hore key=

Connected to remote servershost SYSTER T using port 23
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Work Orders — To record Bus/Vehicle Maintenance

A maintenance DOCID can be setup and you can utilize the work order module to record and report on bus &
vehicle maintenance activity:

Eile Edit Transfer Appearance Communication Aszist Window Help
By = | = ] | B =) | [y |
PrtScin Copy Fazte Send Recw Dizplay Color rap Fecord Stop Flay Cluit Clipbrd Support | Index
AF17F 701 FY 00 DEMONSTRATION SCHOOL DISTRICT 07:41:43 QPADEVOROZ
CANLWIHS LA0 Requisition Quick Entry Ref: WOR.A02 .12
WA/0 Requisition: 50002 LOoas5 STATUS : RECQUISHN
Location: 0a5 MAINTENANCE
Requested BY: DOMNNA
Contractor: BUS15
Cause Code: GH GEMERAL MAINTEMANCE
Work Type: BUS BUS WORK
Priority: a1 A48 HOURS
Account: 9.1100.100.7110.01
TradefSkill: MECH Required Date: A5197501

Uork Location:
Contact HName:

Requires Estimate ? M|
Text: RE-ALTGH FRONT TIRES.

Internal HNHote:

Ready to GO 2
Mode: Add F3=Exit FA=Index F5=Reset F12=Can Cancel? N
A a 237079

Connected to remote serverdhozt SYYSTERM using port 23

Additional Type codes can be setup. Each vehicle is defined in WOR.207. A special vehicle cost report has
been created WOR.559.
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