CS-01 AiM SOP User Guide

Work Control: Processing Non-Urgent Work Requests

There are four types of requests on your dashboard: Standard Requests, [Sentbelieliaey A G
Requests with Custom Funding, Previously Reviewed and Approved | ;cucomerRequests

Management Requests and After Hours Calls.
Requests-No Prob Code a G

Standard Requests "1 1 Customer Request
1. If you have sufficient information to create a work order, set the [t
Status to WC APPROVED. # 0 Customer Requests
a. Depending on the problem code that the campus user [Eatae & A

selected, you’ll find some or all of the Classification and
Assignment sections completed.

b. Review and complete information and then SAVE changes
to create the work order.

0 Customer Requests

Manager Approved

0 Customer Requests

.UM Customer Request Approval CKIs About  Logout

Cancel

,- . <&
31221 d—c:athd By On 10..17/101506:56 PM Status o [WC—AFPROVED Q¢
Extra Description Last Edited by CKIS On 11/14/2015 1233 PM
Too hot in office 110CA in FM Services Bldg (0079) S —
‘Comments b
Temperature in 81 degrees Desired Date \_Ocl 282005 @
User Defined Fields
Phase User Defined Fields Funding Method | property v
MNotes Log e
Status History Organization [posos Q| Region Problem Code [tooroticol @ ]
Related Documents
BUSINESS OPERATIONS OSU-STILIWATER TOO HOT/COLD
Requestor | Q| Facility CENTRAL CAMPUS Q Type [mamrenance @
CENTRAL CAMPUS ACTIVITIES THAT SUSTAIN OR MAINTAIN
popery (3o Caregory TcmEzoNs Q.
Contact TROY LEVINGS e |
PHYSICAL PLANT SERVICES REACTIVE CALLS ASSIGNED TO ZONES,
Contact Phone [a05-733-7171 ) ]
( Location ‘71 P Q Work Code [Fruac Q
Contact Email troy.levings@okstate.edu )
[ i o ] T10CA STAFF OFFICE HVAC
Work Order Labor Hours 0. Shop | MEP-BSG Q
Project [ Q CT-MEP - MEP-BSG - SUB SHOP OF
Shop Person | Q
Planned Work Order No w
Total Cost 50.00
Job Prigrity ( 1 .
|_ Q Priority URGENT Q I

2. If you do not have sufficient
work order (e.g., request for
paint services or other Search Cancel
services which may or may

not be billable), simply Z1 REVIEW PEMDIMG REVIEW BY ZONE 1 MANAGER

update the customer

Z2 REVIEW PENMDIMG BEVIEW BY FONE 2 MANACER

A

request status to route to

. Z3 REVIEW PENDIMG REVIEW BY ZONE 3 MANAGER
the appropriate manager. =
a. After the Manager | ZREVIEW PENDING REVIEW BY ZONE 4 MANAGER
reviews and | canceeo CANCELED, DATA ENTRY ERROR

updates the service
request, they will set a status indicating their approval. Note that Manager approval
does NOT create a work order in AiM. It simply routes the service request back to Work
Control, who will review the Manager notes and process a work order.
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3. You can reject or cancel a customer request by setting one of these statuses:

a. CANCELED Use this status if the user calls to cancel a request. A cancellation email
will be auto-forwarded to the contact.

b. DUPLICATE Use this status for duplicate requests, an email will be auto-forwarded
to the contact letting them know that a technician has a been
dispatched.

c. REJECTED If rejected, update “comments” e OMERQOKSTATEEDY

Fri11-Juk-14 4:00 PW
with the reason the work cannot |« cs
be CompletEd- Facilities Management Work Control has reviewed the following request:
Comments will be included in the rejection email to | reeasmrees”
Request Date: 07/11/2014
the requestor. Description: EVENT SERVICE NEEDED
. . Rejection Reason: INSERT REASON FOR REJECTION HERE...
Notes Log (/eft sidebar) > Click: Add > Enter reason
Unfortunately, we will not be able to complete this request. If you have questians,
> Clle Done > Clle Save please contact Work Control at (405) 744-7154,
Thank yout

d. GCA REFERRAL Use this status to close the request and send an email notification to
the contact, as well as GCA.....

Custom Funding Requests
4. |If the campus requestor has requested alternate _

funding for a billable service, check the
Customer Request User Defined Fields to see an | >t [WC--"«PPRGVED Q]
account was provided. Contact the end user,
and setup the work order with appropriate

_ Desired Date (Dct 28 2015 |

funding. The funding method must be set to |- - =)
Custom, and Account Setup must completed. )

5. Click: Account Setup (left sidebar) Funding Methed | Custom v

a. Add a Charge account, Click: Add, enter the following information:

i. Account Enter the account and Subcode.
ii. Percentage 100 (unless otherwise specified)
iii. Subledger All (unless otherwise specified)
b. Click: Done

Requests — Manager-Approved
6. Once approved by the Manager, create a
work order. Set the Status to WC

.UV Customer Request About  Logout

Cancel

B
APPROVED. |ZZAPPROVED Q
a. Open work order and add additional | ereDescription
phases or information as instructed by | ™™™ Desiedbate  [oct2s 2015 ]

Account Setup

approving manager. To view notes,

User Defined Felds Funding Method | Custom W
click Notes Log (left sidebar). View | ... ier sefnedriclis
information indicating the nature Of | wotwsiog Problem Code (700 roT/Col> Q|
the phase required, which shops to | swwstisony o0 HoreoLD
assign, etc. Reloted Documents Type (MawTenance Q|

b. Depending on the problem code that [Change to WC Approved  .coymesharsustam o
the campus user selected, you’ll find
some or all of the Classification and Assignment sections completed.

7. Complete and review the information. SAVE changes to create the work order.




