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Create WO - Step 1

/s *UWO Caretaking Supervisor/lead - Avantis Asset Management

Create

Search Create |F|epurts|
* select the appropriate template

EEreate Wk, Order doubl lick
] Create M ACHF ouble click or press gnter .
[_] Create Maint CARPTR » a work order number is assigned

"] Create Maint COMTROLS
E Create Maint E/M

] Creste Maint ELECT Create New Emergency Work Order |X|

["] Create Maint GROUNDS Create in PED

"] Create Maint LOCE,

] Create Maint PP Mew nurmber:

"] Create Maint PAINT

|”] Create Maint VEHICLE Template to use:  |Maintenance Paint |

E Create Maint 'WES

ak. I Cancel |
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Create WO - Step 2

% Emergency Work Order 115099 - General Information Gener al

File Edit ‘iew Window Help
HE@@HIE@ﬁW@@i&%& Complete the following:

, 115099 paint Michelle's office pink * Entity number (building number)
218 SUPPORT SERVICES BUILDING (SSB)

General |Accuunts| Dptionsl Failwel Eategnfiesl Keywmdsl Desmiptiunl Client | Assignﬁleal

‘ £=|General Infarmation Entity number: I% 218 JE@

Title (work to be completed)

Work Type (change if required)

Crew (trade)

FROLE Canvas Name: |SUPPORT SERVICES BUILDING (358) _
[ Procedures and Safey Criicaly: IND URGENDY * Supervisor
2] Activities - | «  Priority
:EE itatlsuc:_ Title: |paint Michelle's office pink, j
v T
EE Casts Summary Ciew IPMNTEH j
bj Shatis Planner; I[n.;.ne] j
Supenisor; |F‘aint Shop j
Fiequested by: [k, Michele |

General ledger segment; |><E1f-".

Priority: |Houtine 1 j
Start no earlier than: |19;11£2|]DE| EI at |14:50 =
Finish ro later than.~~[29/11/2009 B a [1450
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Create WO - Step 3

% Emergency Work Order 115099 - General Information

File Edit ‘“iew ‘Window Help

e» L B EdI@E

afk 115099 paint Michelle’s office pink
> 218 SUPPORT SERVICES BUILDING (SSB)

- | General Information General Accounts IEIptiDnsl Failure] Eategnries] Keywnrds] Description] Client l Aszzigndrea
[OLE Canwas General ledger seament;
£ Procedures and Safety Number.
3 Activities =E1A
] Statistics
£ Transactions
£ Purchases Accounts that make up this number;
=1 Costs Summary Named Segment Group Seqment
b |Speed Code RE1A-PPD-PANT-GENMERA
+J|5tatus oot
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Accounts

 enter the speed code
 enter the account (for billable work only)

Note: Residence accounts will populate

automatically based on the entity (building)
number




Create WO - Step 4

Categories

File Edit ‘Wiew Window Help

oW EREPRRAA AR S - select the correct value
gk 115099 paint Michelle's office pink
218 SUPPORT SERVICES BUILDING (SSB)
| ijeneraI TeEiap Generall Accountsl Elptionsl Falure Categories |Keywords| Descriptionl Client I Azzignbrea
[ OLE Canvas ~ Categaries thiz object belongs to
[EdProcedures and Safety otk Class: R/ Regularw/0
Eﬂﬂctivities Caonverted?: I
|22 Statistics
EETransactions
ElPurchases =] work Class X|
23 Costs Summary
I A Animal Quarters -~
b B Bilable E
C Constuction 0
Cl Callln
CL Clagsroom
CO Coordination
CT Ceiling Tile
CE Dezsign
E Emergency
ES Estimate
EW Enwironmetal
FL Floaring
FO Follow Up [Call In)
FF Fire Pratection
FR Furniture R epair
| Inzpection [FR] w
oK I Cancel |
o |
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Create WO - Step 5

1% Emergency Work Order 115099 - General Information . .
Description
File Edit Yiew Window Help

0 H EERsgPuEEAlA@E « enter the details of the work

y 115099 paint Michelle’s office pink
218 SUPPORT SERVICES BUILDING (SSB)

:=|General Infarmation Generall ;’-‘n.c:u:nunls] Dplinns] Failure] Eategories] Keywords  Description \Elient l Aesighires

[ OLE Canvas Descriptian

£ Procedures and Safety

0 Activities

i1 Statistics

= Transactions
[ Purchases
[ Costs Summary

+1|5katus
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Create WO - Step 6

1% Emergency Work Order 115099 - General Information

File Edit Wiew Window Help Cllent
2 0H EESPURFEEIEE

|| » enter the appropriate information
akkh 115099 paint Michelle’s office pink
®> 218 SUPPORT SERVICES BUILDING (SSB)

« save work order (click on disk on tool bar)

:= | General Information General ] Accounts ] Options ] Failure ] Categories ] Keywwords ] Description  Client | AssignArea ]
#=0LE Canvas Cliert
22 Procedures and Safety

2 Activities Room / Area: 12373

2 Skatistics )

) ) Client: |Michelle Knox

ransactions

=" purchases Client Phone #: |88739
L Cosks Summary

Client Email I
42 |5tatus

Confirmed with: |

Altemnate Client: |

Altermnate Client Phone #: |

Alternate Client Erail: |
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