UNIVERSITY OF CENTRAL FLORIDA FOSOP-06 | page: 1 of 22

‘\\QQ] LK :F FACILITIES OPERATIONS Rev 1
~ STANDARD OPERATING PROCEDURE Last Modified: 02/17/2016

Subject: Creating a New Query on your WorkDesk |Approved: David Norvell 7/2/2014

PROCEDURE: Creating a New Query on your WorkDesk

INTENDED AUDIENCE: All Campus personnel with access to AiM.

PURPOSE: Creating queries on individual WorkDesk organizes the work order
and phases to just the work, buildings and/or accounts you want to
track.

1. Log onto your AiM WorkDesk

AssetWORKS

User Mame

Password

NOTE: If you do not have access to AiM, contact Aimadmin@ucf.edu.

2. If—as in the example—you do not have a box on your WorkDesk labeled Personal
Query, click on the blue Add button on the upper left hand corner:
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YU WorkDesk DIANE (TEST)  About  Logout

Restore

PICK TICKETS
)

Accounts Payable [P Q. Ly G M2 COUNTER RELEASE

AiNlport Quick Search n COUNTER RETURN

Asset Management PURCHASE ORDER

Condition Assessment [ ) WorkOrder PURCHASE RECEIVE

Contract Administration [ Ja CustomerRequest PURCHASE DISBURSEMENT

Costomer ence o vewniieaun

Energy Management (] #sserRelease/Reum

Environmental Health & Safety @ 1 Customer Request

. [ Ja emplogeporie

Finance ) ® 0 External Charges

Fixed Asset Management :} Q  User Security ® 0 Timecards

Human Resources :} Q Shop @ 05hop 5tock Usages

Q [ Ja Owgeneten ——
Ell signments

Inentory (] AcomtMansgemen —

Planning and Needs Analysis

- o0
[ ]a senachgs ,
Preventive Maintenance a 9 Report Listing A O
:} Q, Work Order Bill Generator

Project Management

501-PHASE BACKLOG TREND
Property L o silkdTanacons

502-PHASES QPEN BY PRTY

Purchasing . Ja Timead 518-INT VS EXT BILL BKDN
Time and Attendance [ )@ Timecard Adjustment 505-RESP TIME BY PRTY
System Administration [ la propenyProfie 506-PM VS REACTIVE MAINT

1006-PHASE NOTES REVIEW
1009-PLANNER PRIORITY
1010-P/S PRIORITY
1028-PHASE STATUS

Administrator Messages a @ © [ QuickLinks S e = ]
Work Management
-
G o

Approvals S /i ]

m

3. Alist of all available channels is displayed. Select the box next to Personal Query
Count.

Layout Manager DIANE (TEST)  About  Logout

Cancel Refresh

Available Channels

Title Description
|:| Administrator Messages WIEW BROADCASTED MESSAGES BY AIM ADMINISTRATORS
D Approvals SELECT, VIEW, AND SORT APPROVAL QUERIES AND SET WISUAL INDICATORS FOR COUNT THRESHOLDS
[} Chart Report WIEW A SPECIFIC REPORT ON THE WORKDESK
[[] Daily Assignments WIEW AND TRACK DAILY ASSIGNMENTS - WIDE VERSION
|:| Daily Assignments WIEW AND TRACK DAILY ASSIGNMENTS - NARROW VERSION
D iDesk WVIEW WORK STARTED ON A MOBILE UNIT BY MOBILE USER
[[] Image ADD IMAGES AND LOGOS TO THE WORKDESK
Personal Query Count _ SELECT, VIEW, AND SORT PERSCMAL QUERIES. SET VISUAL INDICATORS FOR COUNT THRESHOLDS
|:| Personal Query Listing SELECT, VIEW, AND 50ORT PERSOMAL QUERIES - NARROW VERSION

4. Next click on the blue Add button on the right side of the screen.
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Layout Manager DIANE (TEST)  About  Logout

Cancel Refresh

Available Channels

Title Description

|:| Administrator Messages WIEW BROADCASTED MESSAGES BY AIM ADMINISTRATORS

D Approvals SELECT, VIEW, AND SORT APPROVAL QUERIES AND SET WISUAL INDICATORS FOR COUNT THRESHOLDS
[[] Chart Report WIEW A SPECIFIC REPCRT ON THE WORKDESK

[[] Daily Assignments WIEW AND TRACK DAILY ASSIGNMENTS - WIDE VERSION

|:| Daily Assignments WIEW AND TRACK DAILY ASSIGNMENTS - NARROW VERSION

D iDesk WVIEW WORK STARTED ON A MOBILE UNIT BY MOBILE USER

[[] Image ADD IMAGES AND LOGOS TO THE WORKDESK

Personal Query Count SELECT, VIEW, AND SORT PERSOMAL QUERIES. SET VISUAL INDICATORS FOR COUNT THRESHOLDS

|:| Personal Query Listing SELECT, VIEW, AND 50ORT PERSOMAL QUERIES - NARROW VERSION

5. Now your screen should have the Personal Query Count as indicated below.

= Layout Manager DIANE (TEST)  About  Logout

- -
Mavigation Wide Marrow  move to the right - il

External Content

1 Medule Menu E] [Administrator Messages ] [ =] E] [Ou\ck Links ] [»]
[] [Persﬂnal Query Count ] _ Q [Appnwa\s ] Q
lQuick Search ] [x] [Da\\y Assignments ] Q
E] [Repur[ Listing ] Q
Available Channels ad
W Tite Description
[C] Reports
D Administrater Messages VIEW BROADCASTED MESSAGES BY AlM ADMINISTRATORS
= Approvals SELECT, VIEW, AND SORT APPROVAL QUERIES AND SET VISUAL INDICATCRS FOR COUNT THRESHOLDS
[[] Chart Report VIEW A SPECIFIC REPORT ON THE WORKDESK.
= Daily Assignments VIEW AND TRACK DAILY ASSIGNMENTS - WIDE VERSION ]
|:| Daily Assignments VIEW AND TRACK DAILY ASSIGNMENTS - NARROW VERSIOMN
D iDesk VIEW WORK STARTED ON A MOBILE UNIT BY MOBILE USER
D Image ADD IMAGES AND LOGOS TO THE WORKDESK
Personal Query Count SELECT, VIEW, AND SORT PERSOMAL QUERIES. SET VISUAL INDICATORS FOR COUNT THRESHOLDS
[] Perscnal Query Listing SELECT, VIEW, AND SORT PERSONAL QUERIES - NARRCW VERSION

6. Click the green Save button.

UCF FO SOP version 1, Jun. 1, 14




UNIVERSITY OF CENTRAL FLORIDA FO SOP-06

Page: 4 of 22

\

Rev 1
& FACILITIES OPERATIONS
s% LJCF STANDARD OPERATING PROCEDURE

Last Modified: 02/17/2016

Subject: Creating a New Query on your WorkDesk |Approved: David Norvell 7/2/2014

WaorkDesk

a. What information do | want?
b. How much detail do | want? In depth or summary?
¢c. What order do | want to colums to be in?

DIANE (TEST)  About

_ Administrator Messages a @ © [ QuickLinks
Work Management PICK TICKETS
) -
Accounts Payable e Gy R M COUNTERRELEASE
AiMport Quick Search A G O COUNTER RETURN
Asset Management PURCHASE ORDER
Condition Assessment :] Q@ Waork Order PURCHASE RECEIVE
Contract Administration [ ]a CustomerRequest PURCHASE DISBURSEMENT
: N ) Q, Material Request ApEEET
nergy Managemen (o AseRelease/Renm
Environmental Health & Safe 1 Custs R it
. Y E— o
Finance ) © 0External Charges L
Fixed Asset Management :} Q User Security © 0 Timecards 1
Human Resources :} Q Shop © 0 5hop Stock Usages
Q R .
aily Assignments 4
oy [ ) Acount Mansgemen: —
Planning and Needs Analysis :}
External Charges -
Preventive Maintenance a g i =g G O
Project M :} Q. Work Order Bill Generator
roject Management Biled T 501-PHASE BACKLOG TREND
lai
Property ( Ja flkdTensacons 502-PHASES OPEN BY PRTY
Purchasing [ o Timecod 518-INT VS EXT BILL BKDN
Time and Attendance [ o Timecard Adjustment 505-RESP TIME BY PRTY
System Administration ([ ]a PropenyProfie 506-PM VS REACTIVE MAINT
1006-PHASE NOTES REVIEW
1009-PLANNER PRIORITY
1010-P/S PRIORITY
1028-PHASE STATUS

10. On the left side of the screen under Menu, click on the words Work Management.

7. After clicking Save, you will be returned to your AiM WorkDesk. There should now be
a channel for Personal Query Count.

Logout

8. You are now ready to create your own personnel query. Before creating the query, ask
yourself the following questions:

9. Itisagood idea to rough sketch what you would like on a piece of paper to decide on
the layout before creating the query.
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Work Management {m—m

Accounts Payable

AiMport

Asset Management
Condition Assessment
Contract Administration
Customer Service

Energy Management
Environmental Health & Safety
Finance

Fized Asset Management
Human Resources

IQ

Inventory

Planning and Needs Analysis
Preventive Maintenance
Froject Management
Froperty

Purchasing

Time and Attendance

System Administration

11. On this screen, click on the magnifying glass Q next to Phase.
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E Work Order

Q

@ Phase {—

. & Daily Assignments

Q Kk Material Request

Shop Stock Approval

Q& Shop Stock Adjustment
Status Update For Work Order
Status Update For Phase

Q Limited Work Order

E QuickWork Crder

o} Unit Cost Estimator
Shop Phase Manager

Q Work Planner

Q Work Scheduler
Shop Availability

Trade Availability

12. This is the selection screen to set up what you wish to see. It has the following features:

a. Select which categories you want displayed and in what order.

b. Sort feature (whether that field sorts ascending or decending).

c. This selection lets you choose equal to, less than, greater than, between dates,
contains, starts with, and in options for each item.
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Execute Advanced Search

MNew Query

View

DUuo00o00oL000000uoL. 00

2014-2015 - STILL IN READY FOR
BILLING - CHARGEABLE

2015-2016 - ALL CLOSED
CUSTOMER FUNDED = 0.00

ACTUALS V5 BILLED
ACTUALS V5 BILLED (POM)

AIM 0B Training Work Orders
AIN Test 8.1.1 Test Work Order Only

AIM iDesk 8 PMs for iPad Training

ALL CANCELLED/CLOSED WORK
ORDERS

ALL CHARGEAELE HOUSEKEEPING -
MANUALLY CLOSED

ALL CHECKPOINT MEASUREMENTS
2012

ALL CUSTOMER FUNDED -
MANUALLY CLOSED

ALL CUSTOMER FUNDED - NO
ACCOUNT NUMBER

ALL CUSTOMER FUNDED WOS -
READY FOR BILLING

ALL EXPEMNSES FY 2014-2015
ALL LIFE SAFETY WORK GRDERS

ALL OF TEE'S CORRECTED WORK
ORDERS

ALL OPEN CANCELLED WORK

Work Order

Description

Created By
Date Created
Status
University
‘Campus/Lecation
Building
Project
Problem Code
Type
Category

Job Priarity

Organization (Account #]

Sort

Requestor (authorized on DAL) -

‘Contact

Contact Phone
‘Contact Email
Budget

Desired Date
‘Customer Request

Reference

Operator

DIANE (TEST)  About  Logout

~  contains v ‘

- = -

G

4
[
4

4
1
4

LIL

m

4
1
4

L]

For this example of a personal query, we want to see all open Customer Funded work orders
that are set to ‘Ready For Billing’ without any charges posted to the Cost Analysis for the

current fiscal year.

13. Looking at your rough draft, select the columns in the order you wish to see them on
your report from left to right. This is done by putting a number value in column a.

Note: It is recommended to do this by 5°s (05,10, 15 etc) in case you decide you want to slip

something between two selections.
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= Phase DIANE (TEST)  About  Logout

Execute Advanced Search

i Description -« contains - ‘ ‘
2014-2015 - STILL IN READY FOR
BILLING - CHARGEABLE C] Created By - . = - [ Q ]
CUSTOMER FUNDED = 0.00
ACTUALS VS BILLED T =

Universi - -
ACTUALS VS BILLED (POM} C] niversity A T [:]
AIM 08 Training Work Orders C] BT - ~|= - S]
AIM Test 8.1.1 Test Work Order On Tmig) - v = I Y
AIM iDesk B PMs for iPad Training [ ) Prefe= -~ = - [:] m
ALL CANCELLED/CLOSED WORK Problem Code ma— - [:]
ORDERS ()
ALL CHARGEABI E HOUSEKEEPING -
ALL CHECKPOINT MEASUREMENTS Jebs Prigrity E— - [:]
= ()

‘Organization (Account #) - -
ALL CUSTOMER FUNDED - e T T I Q ]
MANUALLY CLOSED :] Requestor (authorized on DAL} - & = - | Q]
= (] comaet D - ]
ACCOUNT NUMBER

| L S —

ALL CUSTOMER FUNDED WOS -
READY FOR BILLING [ ]| contactEmail - . = B
ALL EXPENSES FY 2014-2015 [ ] budge - . = -
ALL LIFE SAFETY WORK ORDERS :] Desired Date - = -
ALL OF TEE'S CORRECTED WORK Customer Request E— .
ALL OPEN CANCELLED WORK -

14. Once you’ve decided the order of your columns, you can start filtering for specific data
on the work order. If you need to filter for specific data on the phase, click on the link
that says ‘Advanced Search’ on the top left hand corner. This will display the Phase
items that can be selected.

UCF FO SOP version 1, Jun. 1, 14



&S UCF

UNIVERSITY OF CENTRAL FLORIDA FOSOP-06 | page: 9 of 22

FACILITIES OPERATIONS
STANDARD OPERATING PROCEDURE

Rev 1

Last Modified: 02/17/2016

Subject: Creating a New Query on your WorkDesk |Approved: David Norvell 7/2/2014

LI = Phase

Execute Advanced Search

DIANE (TEST) About  Logout

MNew Query

2014-7015 - STILL IN READY FOR
BILLING - CHARGEABLE

2015-2016 - ALL CLOSED
CUSTOMER FUNDED = 0.00

ACTUALS VS BILLED

ACTUALS VS BILLED [POM}

AIM 08 Training Work Orders

AIM Test 8.1.1 Test Work Order Only

AIM iDesk B PMs for iPad Training

ALL CANCELLED/CLOSED WORK
ORDERS

ALL CHARGEABLE HOUSEKEEPING -
MANUALLY CLOSED

ALL CHECKPOINT MEASUREMENTS
2014

ALL CUSTOMER FUNDED -
MANUALLY CLOSED

AlLL CUSTOMER FUNDED - NO
ACCOUNT NUMBER

ALL CUSTOMER FUNDED WOS -
READY FOR BILLING

ALL EXPEMNSES FY 2014-2015
ALL LIFE SAFETY WORK ORDERS

ALL OF TEE'S CORRECTED WORK
ORDERS

ALL OPEN CANCELLED WORK

UUOOUO0UEDEEUOEOURED L

Work Order

Description

Created By

University
‘Campus/Lecation
Building

Project

Problem Code
Type

Category

Job Priority

Organization (Account #)

Requestor (authorized on DAL} -

Contact

Contact Phone
‘Contact Email
Budget

Desired Date
‘Customer Request

Reference

Date Created -
Status -

-

-

| »

)

[ aJ
w0205 @z 20 @)

m

OPEN, REGPENED, REGPEN Cﬂ

aJ
QJ
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Yl = Phase

Execute Basic Search

JUC0O0000000EDODR [

Phase

Description

Status

Budget

Percent Complete
Location (Reom Number)

Shop

Estimated Start Date
Estimated End Date
Actual Start

Actual End

Funding Method
Work Code

Request Method
Asset

Equipment

Failure Code
Template

PM Standards

Asc -

4 4 a4 4 4 4 a4 4 4 4 4 4 4 a4 4 a4 4 4

-

contains

4

11 L

-

-

-

15. As with the Work Order section, in the Phase section we need to select what colums we
want to see on the report. This is done by putting a number value in column a.

DIANE (TEST)  About  Logout

-
Phase
Operator

H

READY FOR BILLING Q

m |

aJ

aJ

3
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.Yl = Phase DIANE (TEST)  About  Logout

Execute Basic Search Reset

Phase Costs
Operater

Estimated Labor

-

Estimated Material
Estimated Equipment
Estimated Contract
Estimated Total
Estimated Hours
Encumbered Labor
Encumbered Material

Encumbered Equipment

Encumbered Centract

Encumbered Total

Actual Labor [0.00

[ m ]

Actual Material |‘D 00

s
i

Actual Equipment

-
)

[0.00
[0.00
[0.00

Actual Contract

=
-3

Actual Total

s
5

Actual Hours

I3
(=]

[0.00
[0.00
[0.00

Billed Labor

A
&

Billed Material

"
-3

Billed Equipment

wn
=

[0.00

Billed Contract

wn
=

IR R R R R R R N R R A R R N R R R R A RN
] a e

[0.00

Billed Total

s
)

v
4

[0.00

Note: It is recommended to do this by 5’s (05,10, 15 etc) in case you decide you want to slip
something between two selections.

Note: Look at Phase, Description, Status, Location. | gave them values between the values on
the Work order section because | want these to be in the correct column of the report.

16. If you ran the query now, it would list every WCC work order in the system that is set
to ‘Ready For Billing’ with zero charges posted to the cost analysis. We want to narrow
our report to only the Customer Funded WCC work orders that are in ‘Ready For
Billing” with zero charges for the current fiscal year.

a. We want to make sure the dates fall between July 01, 20XX and June 30, 20XX
to capture the current fiscal year.
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click Done when you’re finished.
YUY = Work Order Status

Search Cancel

Sequence | 5tatus Description

100 OPEN THE WORK ORDER IS OPEN

=

100 OPEN THE WORK ORDER 1S OPEN

=

100 OPEN WORK ORDER IS OPEN

=

100 OPEN OPEN

=

100 OPEN OPEN WORK ORDER

=

100 OPEN ‘OPEN WORK ORDER

=

100 OPEN THE WORK ORDER 1S OPEN

=

100 OPEN ‘OPEN WORK ORDER

=

100 OPEN OPEN WORK ORDER

=

100 OPEN ‘OPEN WORK ORDER

=

100 OPEN OPEN WORK CRDER

=

100 OPEN ‘OPEN WORK ORDER

=

100 OPEN 'WORK ORDER OPEN

=

100 OPEN OPEN WORK CRDER

=

100 OPEN THE WORK ORDER IS OPEN

=

100 OPEN THE WORK ORDER 1S OPEN

=

100 OPEN THE WORK ORDER IS OPEN

=

100 OPEN THE WORK GRDER 1S OPEN

=

¢. When done it should look like this:

Date Created - = between - [Julm, 2015 Q][Jun 30, 2016 ﬁ]
Status - in - [OPEN,HEOPENED,HEOPEN
C] Campus/Location - | = - :]

b. If you know all the statuses you want to filter for (in this case all the ‘open’
work order statuses), you can type them in seperated with a comma and with the
operator set to ‘in.” If not, click on the magnifying glass Q inside the status
field and check all the boxes next to the statuses you want to filter for, then

UCF FO SOP version 1, Jun. 1, 14
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[20 | DateCreated -+ beween v [jlon2015 @ |jun30, 2016 B
| s | St - w in ~ | OPEN, REOPENED, REGPEN [® |
[ ] University -« = - |' Q '|
|—| Campus/Lacation - ] = - |: Q :|
[E] Building - = - | Q |
) o S B
|_| Problem Code - . = - | Q |
(35 ] Tyee - v = ~  [cusTomer FunpEr Q|
17. Next, we want to only look at customer funded work order types. To do this, type in
CUSTOMER FUNDED in the type field:
[E] Date Created -+ between ~ [julol, 2015 @30, 206 [
|E| Status - w in - |:OPEN, REOPEMED, REQPEN 0.]
[ ] University - w|= - |‘ Q '|
|:| Campus/Location - = - | Q |
[E] Building - o« = - | Q |
- - - - a]
[ ] Preblem Code - -] = - | Q |
(5] Tiee - - = ~ | cusTomer FUNDEL Q]
18. Now we are ready to run the query to make sure it is what we want. To do this, click on

the Execute button on the left hand corner of the screen.
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.Yl = Phase DIANE (TEST)  About  Logout

Execute Reset

Description - v contains
View

2014-2015 - STILL IN READY FOR

[
(uov205  m(un3eams )
[

Campus/Location - - = - :]
Problem Code - - = - [:]
Job Pricrity I | . - [:]

Organization (Account #) - - = - I Q ]

BILLING - CHARGEABLE Created By - = - Q ]
2015-2016 - ALL CLOSED Date Created ~ <] [beween -
CUSTOMER FUNDED = 0.00
Status - in
G SR - ~ | OPEN, REOPENED, REGPEN Q]

ACTUALS VS BILLED (POM}
AIM 08 Training Werk Orders
AIM Test 8.1.1 Test Work Order nly

AIM iDesk 8 PMs for iPad Training

ALL CANCELLED/CLOSED WORK
ORDERS

ALL CHARGEABLE HOUSEKEEPING -
MANUALLY CLOSED

ALL CHECKPOINT MEASUREMENTS
2014

YUHOOEUORED ¢

ALL CUSTOMER FUNDED -

19. The result is all corrective phases in any status. There is a total of 07 records.
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Work Order

Phase

Description

DIANE (TEST) About Logout

Shop Actual Hours  Actual Labor

10065030

10065029

10065028

10065027

10065026

10065023

10054399

SUPERVISCR
TRAINING
AlMEL

BROKEM
VALVE

CHANGE
LIGHT
BULB.

MNEED HELP

FIX HOLE IN
WALL PUT
THERE BY
AN IRATE
STUDENT

FIX IT NOW

B0129
RO613 AIR
QUALITY:
SMELLS OF
GAS
COMING
FROM
ROOM.

Description  Date Created  Organization [Account #)  Funding Method  Status  Status
SUPERVISOR Feb 16, 2016 00000000 Qrganization OPEN  READY
TRAINING 04:00 PM FOR
AIMEL BILLING
BROKEN Feb 16, 2016 00000000 ‘Organization OPEN  READY
VALVE 03:56 PM FOR
BILLING
CHANGE Feb 16, 2016 00000000 Organization OPEN  READY
03:54 PM FOR
BILLING
NEED HELP  Feb 16, 2016 00000000 QOrganization OPEN  READY
03:53 PM FOR
BILLING
FIXHOLEIN Feb 16, 2016 00000000 ‘Organization OPEN  READY
WALL PUT 03:52 PM FOR
THERE BY BILLING
AN IRATE
STUDENT
FIXITNOW Feb 16, 2016 00000000 ‘Organization OPEN  READY
03:50 PM FOR
BILLING
Jul 25, 2015 FSW00016 Organization OPEN  READY
ROG13 AIR 06:39 PM FOR
QUALITY: BILLING

SMELLS OF

COMING

ROOM.

Page CNNN of1 BS) Display: 25 Previous

Building

00164

0005

0001

0008

1001

0906

0129

Type

CUSTOMER
FUNDED

CUSTOMER
FUNDED

CUSTOMER
FUNDED

CUSTOMER
FUNDED

CUSTOMER

FUNDED

CUSTOMER

FUNDED

CUSTOMER
FUNDED

CORRECTIVE WCC 0.00
CORRECTIVE WCC 0.00
CORRECTIVE WCC 0.00
CORRECTIVE WCC 0.00
CORRECTIVE WCC 0.00
CORRECTIVE WCC 0.00

WCC 0.50

Records Found =7

50.00

50.00

m

50.00

50.00

50.00

50.00

§17.32

20. To navigate between pages, click on the links at the bottom of the page that say First,

Previous, Next, Last.

21. To return to your query, click the magnifying glass in the blue Search button on the top

left hand corner of the screen:
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= Phase DIANE (TEST)  About  Logout

Work Order  Phase Description  Description  Date Created  Organization (Account #) Funding Methed  Status  Status  Building  Type Category Shop Actual Hours  Actual Labor

10065030 001  SUPERVISOR SUPERVISOR Feb 16, 2016 00000000 Organization OPEN  READY  0016A CUSTOMER CORRECTIVE WCC 0.00 50.00
TRAINING TRAINING 0:4:00 PM FOR FUNDED
AlMEL AIMEL BILLING
10065029 001  BROKEN BROKEM Feb 16, 2016 00000000 Organizaticn OPEN READY 0005 CUSTOMER CORRECTIVE WCC 0.00 50.00
VALVE VALVE 03:56 PM FOR FUNDED
BILLING E
10065028 001 CHAMGE CHANGE Feb 16, 2016 00000000 Organization OPEN  READY 0001 CUSTOMER CORRECTIVE WCC 0.00 50.00
LIGHT LIGHT 03:54 PM FOR FUNDED
BULB. BULB. BILLING
10065027 001 NEEDHELP NEED'HELP Feb 16, 2016 00000000 Organization OPEN  READY 0008 CUSTOMER CORRECTIVE WCC 0.00 50.00
03:53 PM FOR FUNDED
BILLING L8
10065026 001  FIXHOLEIN FIXHOLEIN Feb 16, 2016 00000000 Organizaticn OPEN  READY 1001 CUSTOMER CORRECTIVE WCC 0.00 50.00
WALLPUT  WALLPUT  03:52PM FOR FUNDED
THERE BY THERE BY BILLING

AN IRATE AN IRATE
STUDENT STUDENT

10065023 001  FIXITNOW FIXITNOW Feb 16, 2016 00000000 Organization OPEN READY 0906 CUSTOMER CORRECTIVE WCC 0.00 50.00
03:50 PM FOR FUNDED
BILLING
10054399 001 BO129 B012% Jul 25, 2015 FSW00016 Organization OPEN READY 0129 CUSTOMER AIR WCC 0.50 §17.32
RO&19 AIR ROG13 AIR 06:39 PM FOR FUNDED QUALITY
QUALITY: QUALITY: BILLING
SMELLS OF SMELLS OF
GAS GAS
COMING COMING
FROM FROM
ROOM. ROOM.

Page _ of 1 ReM Display: 25 Previous Records Found =7

22. This will bring you back to the query screen. To save this as a personal query, click on
the New Query link under the ‘Action’ section of the left menu bar.
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= Phase

Execute Basic Search

MNew Query

Reset

DIANE (TEST) About  Logout

| »

m

Description -+ contains ¥ ‘
View
2012-2015 - STILL I READY FOR
BILLING - CHARGEABLE C] Created By - - = - [ Q, ]
claijs?r-c?;ﬁ;&}tﬁé_gi?oo [(20] DareCreaed - v bewen -~ [ulo1,2015 B jun30 206 @]
] Stati -
ACTUALS VS BILLED atus v in - [OPEM REOPENED, REOPEN Q]
ACTUALS VS BILLED (POM} [:] Unversity S T [:]
AIM 08 Training Work Orders [:] S LrEmT - = hd :]
AIM Test 8.1.1 Test Work Order Only ER KK - v = I -
AIM iDesk 8 PN for iPad Training [ ] Prolea - . = - [:]
ALL CANCELLED/CLOSED WORK [:] Problem Code - <= - [:]
ORDERS
ALL CHARGEABLE HOUSEKEEPING - M T [CUSTOMER FUNDE Q
MANUALLY CLOSED Category - - [= - [:]
ALL CHECKPOINT MEASUREMENTS C] Job Pricrity - - [= - [:]
201a
ALL CUSTOMER FUNDED - Organization (Account £ M| T I Q ]
23. This will bring up the Personal Query screen
.Y\l = Personal Quer DIANE (TEST)  About  Logout
y
Done Cancel
| | Last Edited by On Module Work Management
‘ Screen Phase
LT — Qg o+
SO — Qoo

24. Select a Query Name and description for your query

| All Customer Funded WCC Work Orders - RFB = 0.00

All Custemer Funded WCC Work Orders - BEB = 0.00

[sample query for SCP

-06)

UCF FO SOP version 1, Jun. 1, 14
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25. Select the alert level (optional). In the Yellow field, pick the number of phases that the
alert box should turn from green to yellow. In the Red field, pick the number to go from

yellow to red.
Yellow [1
Red |'-'||]

26. In the WorkDesk section, select if you just want a query listing or a query count:

d. Query Listing will jut show the query with no number of results.
e. Query Count will show you the query with the number of phases that meet the
queries criteria.

Query Listing YEr o

Query Count BT W

27. To save this, click on the Done button on the left hand corner.
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AiM Personal Query
Done
[All Customer Funded WCC Work Orders - RFB = 0.00 | Last Edited by On
All Customer Funded WCG Werk Orders - RER = 0.00
(5ample query for SOP-06)
A — Qupisng e s
s I

DIANE (TEST) About  Logout

Module

Woark Management

screen Phase

28. To save the query, click on green Save button on the left hand corner of the screen.

Phase

DIANE (TEST) About  Logout
All Customar Funded WCC Work Ordars - RFB = 0.00 =
ALL CUSTOMER FUNDED WCC WORK ORDERS - RFB = 0.00
[SAMPLE QUERY FOR SOP-05)
Display Order Sort Operator
Work Order - = - :]
Description -~  contains - ‘ ‘
[ ] creewdsy B - Q) . L
[(20 | DateCreated v between v [jul01,2015  f@|[un30.206  E |
Status - - in - [OPEN, RECPENED, REOPEN Q ]
29. To see the query on your WorkDesk, click on the AiM tab in the left upper corner:
UM = Phase DIANE (TEST)  About  Logout

Execute Advanced Search

All Customar Funded WCC Work Ordars - RFB = 0.00

ALL CUSTOMER FUNDED WCC WORK CRDERS - RFE = 0.00

New Query

m

(SAMPLE QUERY FOR SCP-06)
Edit Query
Display Order Sort Operator
2014-2015 - STILL IN READY FOR -15 Drescription - ~ Contains
BILLING - CHARGEAELE
2015-2016 - ALL CLOSED
CUSTOMER FUNDED = 0.00 C] Created By - e = - I Q ]
ACTUALS VS BILLED (20| DateCreated - = between (01,2015 f|(un3o 2016 |
ACTUALS VS BILLED (POM} Status - in - [opm REQPENED, REQPEN

UCF FO SOP version 1, Jun. 1, 14
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Personal Query Count

[ 12 Work Management ~ Phase ~ AIM iDesk 8 PMs for iPad Training
B 268 Work Management ~ Phase ~ Al 08 Training Work Orders
B 10 Work Management ~ Phase ~ AlM Test 8.1.1 Test Work Order Only

30. You should now see your query in the Personal Query Count Box on your WorkDesk.

- G Q

| © 7 Work Management ~ Phase ~ All Customer Funded WCC Work Orders - RFE = 0.00 ]

= Phase

Work Order se  Description

10065030 001 SUPERVISOR
TRAINING
AlMEZ

10065029 001 BROKEM
VALVE

10065028 001 CHANGE
LIGHT
BULB.

10065027 001  MEED HELP

10065026 001 FIX HOLE IN
WALL PUT
THERE BY
AN IRATE
STUDENT

10065023 001 FIX IT NOW

10054399 001  BO129
RO61S AIR
QUALITY:
SMELLS OF
GAS
COMING
FROM
ROOM

31. To look at your query click on the query.

Description  Date Created  Organization [Account #)  Funding Methed  Status  Status  Building
SUPERVISOR Feb 16, 2016 00000000 ‘Qrganization OPEN READY 0016A
TRAINING 0:4:00 PM FOR
AIMFZ BILLING
BROKEN Feb 16, 2016 00000000 ‘Organization OPEN READY 0005
VALVE 03:56 PM FOR

BILLING
CHANGE Feb 16, 2016 00000000 ‘Organization OPEN READY 0001
LIGHT 03:5a PM FOR
BULB. BILLING
NEED HELP  Feb 16, 2016 00000000 Organization OPEN  READY 0008

03:53 PM FOR

BILLING
FIXHOLEIN Feb 16, 2016 00000000 Qrganization OPEN  READY 1001
WALLPUT  03:52PM FOR
THERE BY BILLING
AN IRATE
STUDENT
FIXITNOW Feb 16, 2016 00000000 Qrganization OPEN READY 0906

03:50 PM FOR

BILLING
BO12% Jul 25, 2015 F5WO00016 ‘Organization OPEN READY 0129
ROE13 AIR 06:39 PM FOR
QUALITY: BILLING
SMELLS OF
GAS
COMING
FROM
ROOM.

B 0Work Management ~ Phase ~ HOUSEKEEPING ACTUALS V5 BILLED
B 0 Work Management ~ Phase ~ ACTUALS VS BILLED
B 13 Work Management ~ Phase ~ READY FOR BILLING - NO COS5T AMALYSIS - 2015-2016
2 6 Work Management ~ Phase ~ CUSTOMER FUMDED - NO COST AMALYSIS - 2015-2016
0 0 Asset Management ~ Asset Release/Return ~ RESERVED ASSETS
B 136% Work Management ~ Phase ~ ALL LIFE SAFETY WORK ORDERS

DIANE (TEST) About Logout

Type Category Shop Actual Hours  Actual Laber
CUSTOMER CORRECTIVE WCC .00 50.00
FUNDED
CUSTOMER CORRECTIVE WCC 0.00 50.00
FUNDED
CUSTOMER CORRECTIVE WCC 0.00 50.00
FUNDED
CUSTOMER CORRECTIVE WCC 0.00 50.00
FUNDED
CUSTOMER CORRECTIVE WCC .00 50.00
FUNDED
CUSTOMER CORRECTIVE WCC 0.00 50.00
FUNDED
CUSTOMER  AIR wecc 0.50 §17.32

FUNDED QUALITY

UCF FO SOP ve

rsion 1, Jun. 1, 14
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32. To make adjustements to the query, click on the Search button on the upper left hand
corner to return to the query, then click the Edit Query link under the ‘Action’ section
of the left menu bar to access the edit query screen.

Y[V = Phase DIANE (TEST) About Logout
m Execute Advanced Search
All Customar Funded WCC Work Ordars - RFB = 0.00 n
ALL CUSTOMER FUNDED WCC WORK ORDERS - RFE = 0.00
bew Queqy (SAMPLE QUERY FOR SOP-08)
Edruery (I
Display Order Sort Operator
2014-2015 - STILL IN READY FOR 15 | Description - w contains =
BILLING - CHARGEABLE d 5
2015-2016 - ALL CLOSED
CUSTOMER FUNDED = 0.00 ( | Created By _ e - | a |
ACTUALS V5 BILLED |‘T"| Date Created - = between ~ [Julod, 2015 ﬂ,[jun 30, 2016 E]
ACTUALS VS BILLED (POM) | 25 | Status = =M in - [OPEN REOPENED, REOPEN []

33. On this page, you make any changes to your query. When finished, you can either click
on the Save button to save all current changes, click Reset to erase all selections and
filters, or you may click Cancel to return to the query page without applying any
changes.

= Phase DIANE (TEST)  About  Logout
Save Cancel Advanced Search Reset

All Customar Funded WCC Work Ordars - RFB = 0.00 o

ALL CUSTOMER FUNDED WCC WORK ORDERS - RFE = 0.00
[SAMPLE QUERY FOR SOP-06)
Display Order Sort Operator
Description -~ contains ‘
C] Created By - - = - [ Q ]
(20| DateCreeted -+ between v [ul0l205 f@|jwn30.2016 @)
Status -~ in ~  [oPEN, REOPENED, REQPEN Q]

34. If you wish to edit the alert levels of your query, how they appear on your WorkDesk,
or even just delete the query all together, this is accomplished by clicking on the name
of the query above the ‘Display Order’ column to access the ‘Personal Query’ screen.
From here, you can either click on the Edit button to apply any additional changes to
the query, or you may click the red Delete button to remove it all together.

UCF FO SOP version 1, Jun. 1, 14
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LIV = Phase DIANE (TEST)  About Logout

Execute Advanced Search

All Customer Funded WCC Work Orders - REB = 0,00 _ 2

ALL CUSTOMER FUNDED WCC WORK ORDERS - RFE = 0.00

ticw Query (SAMPLE QUERY FOR SOP-06)
Edit Query
Display Order Sort Operator
B S ———
2014-2015 - STILL IN READY FOR 15 Description - =  contains W =
BILLING - CHARGEABLE J ‘ ‘ 5
15-2016 - A
CUSTOMER FUNDED = 0.00 ] creatediy — - Q|
ACTUALS VS BILLED (20 ) DatecCreated - v between » [ul0o1,2015 (30,206 M)
ACTUALS V5 BILLED (POM) [(25] swons - - in ~ [ opEN, REOPENED, REOPEN Q
LU =  Personal Query DIANE (TEST)  About  Logout

Delete Edit

Action Last Edited by DIANE (TES
_ All Customer Funded WCC Work Orclers - RFB=0.00  ;rccpnn o0, c:m;}imé m_g{, pﬂ Module Work Manzgement

Email
ALL CUSTOMER FUNDED WCC WORK ORDERS - RFB = 0.00

(SAMPLE QUERY FOR SOP-06)

Screen Phase
Yellow 1 Query Listing Yes
Red 10 Query Count Yes

Groups

Group Description

>>>END OF PROCEDURE
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