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Check the status of a work order

1) On the top of the page, select Process.

Home Process Setup Notifications ) Settings~ Q Request Templates

*DOA

Facilli;:;ﬂha'a;;é;ﬁ'.wnt
Engage Request

Maintenance

2) In the process page, locate the request by searching through either “Your Open Requests” or
“Your Closed Requests” Lists

Home Process Setup Notifications () Settings -

Edit Filter Your Open

Awaiting Your
n Requests

Review

LSRR 18 | ssue reporteddights out
Requests 41946 John Felix 09/26/2023
Your Watch List Issyereported:HVAL
gQuipment noise issue
‘four Closed 41945 John Felix 09/26/2023
Requests
Izsue reported:Elevator not
All Reguests responding
41944 John Felix 09/21/2023
Plumbing
41943 John Felix 09/20/2023
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3) Click on the request. To the right, the details will appear. If the top of the page indicates
“Generate since ...”, this means a work order was created for this request.

Home Process Setup Notifications ) Settings ~

Edit Filter Your Qpen

Awaiting Your
Requests

Review

Last Month
LT T (18] Issue reported:Lights out
eaumE 41946 John Felix 09/26/2023

Wat + N
Your Watch List Issue reported:HVAC

equipment noise issue
Your Closed 41945 John Felix 09/26/2023
Requests

Issue reported:Elevator not
All Requests responding
41944 John Felix 09/21/2023
Flumbing
41843 John Felix

09/20/2023
PLUMBING SWCS work at
property RCC106 -
ADMINISTRATION BUILDING -
116 WEST JONES STREET

41047 lohn Eolis 0002042022

Q Processes

A 4018 W

Plumbing
41943 John Felix

Workflow

Generate since 09/20/2023 02:57 PM

Details | Attachments [J Approvals Comments [ | AiM

Work Order Description:
There is a leak. (1t is Flooding) Info: TEST - This iyt a real work order, just a test in the
Assetworks Test Environment. Please disregapd. Location Details: Men's Room

Location details:

(RCC444) Gamer Road #1 & 1A4P ARMORY & RECREATION GROUND Men's Room

4) Below that, see the tabs and select the “"AiM” tab to see the Work Order and Phase details.

5) Scroll down locate the AiM Records and Status History sections.

Awaiting Your iiter Your Open

Requests
Review Q =
Last Month
‘e @jzEn [ Issue reported:Lights out
Regress 41046 JomnFelx  09/26/2023

Your Watch List Issue reported:HVAC

equipment noise issue

Your Closed 41945 John Felix 09/26/2023
Requests
Issue reported:Elevator not
All Requests responding
41944 John Felix 09/21/2023
Plumbing
41943 John Felix 09/20/2023

PLUMBING SVCS work at
property RCC106 -
ADMINISTRATION BUILDING -
116 WEST JONES STREET
41942 John Felix 09/20/2023,

Plumbing
41941 John Felix 09/20/
Sign Request

41940 John Felix

Older

Issue reported:Refycle -
Empty/Pickup §
41939 John Felix 08/08/2023
Issue reporjed:Supplies

41938 JohnfFelix 08/07/2023
Issue rdported:Lights out
41937/lohn Felix 08/02/2023

lsglie reported:Power loss in

y— ]

A dof18 v

Generate since 09/20/2023 02:57 PM
AIM

Details Aftachments ) Approvals Comments [

Records

Show 10 v entries

Start typing to search

AWAITING
‘Work Order: 230920-061265 - Phase: 001

ASSIGNMENT
‘Work Order: 230920-061265 OPEN

Showing 1 to 2 of 2 entries

Status History

)
/ Work Order: 230920-061265 has been updated to OPEN.
09/20/2023 02:57 PM

)
Work Order: 230920-061265 - Phase: 001 has been updated to NEW.
09/20/2023 02:57 PM

)
/ Work Order: 230920-061265 - Phase: 001 has been updated to
AWAITING ASSIGNMENT.

09/20/2023 02:57 PM

a.
b.
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In the “Records,” it will indicate the current status.
In “Status History,” it will have a list of the history of status updates provided.
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