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ABC WORK ORDER SYSTEM

Instructions for Inputting
MOT and Information & Technology
Work Orders

Welcome to ABC Unified School District's inhouse Work Order System. These
instructions are an introduction to the new WO system.

Due to the limited number of licenses for this application, we ask that you log out of the
system once you have created and/or viewed your work orders. The system will
automatically time out if not in use after a short time period.

If you need further assistance, please contact Information & Technology at Ext. 21260.

Locate the Icon for the Work Order System and double click on it. E

WoUser.Ink

4% WoUser - 10.2.0.37 - Remote Desktop

Highlight the User Name
(Type in lowercase)

Type your login name and tab
Type your password

Click on OK

Shut Down. .. | - Options <<
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This is the main menu screen. There are six choices on this screen (see numbered buttons).

1 — Enter Work Order — Click to create a new work order or view existing work orders.

B Admin Menu : Form [_TD]x
(11 ABC Unified School District L
. - : 3-View/Print
2-View/Print =
£ Y / Master Listing ;:;?Toglldseil'e
3
5 4 View/Print 5 View/Print :
Work Order Work Order Exll
By Woilt Listing By Date

ICopyright 2003 ABCUSD “ersion 1.0 - June 2003

| Record: 14 4] 1 e i) of 1

S

& Workorders by School HE E
’ ” = T ” lTalmba £ |
Site ID: Site Hame: {Alohs E5 |
The Workorders by School screen = N e
appears and defaults . P hane Number: [0 ]
to the user’s site it EW ey B
Zpcode:  [30715_]
WOH._ | Description. | Date Rec'd: | Date Closed: | Total Cost: [«
L BOO000S Transportation 1/772004
| [DOo00m fened Maintenance 1/6/2004
| |D0O0o002 Air Conditioning 1/7/2004
| {DO0ooo3 Air Conditioning 1/772004
MO00001 Carpet/Tile 1/6/2004 1. Al
The New Site button
is not available ~ - - -
b Hew Site i Workorders.. Preview Workorders... 1 Exit I
ecause you are —
defaulted to your site. ~ A A\
Record: 4] 4 1

Work ord b Switches
ork orders can be

Click on previewed for your bac_k to
Workorders button site main menu

to create a new
WO
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WO Input Screen: The following is a description of the WO input screen. Please review all the
fields. Press the tab key to go from field to field as you enter the work order information. The
mouse can be used to move to a specific field. Be sure the STATUS field shows OPEN. (See
field circled.) If not OPEN, select OPEN.

B School Workorders 1 s |
F
Type: | | =] wos | |sites | _001] Date Recu: | 3/3/2004Date Req: | |
Entered by: | =1 E xetit: ! 0 Bldgii: | Roomit: |
Cont Name: i Contacti:
Site Cost [ TotlCost [
i 1l o Equip
ProbiCode: | :J Equlp#:! i Dy—_\\
STATUS
Prob Desc:
Frinte e
Comments: | |
Backward I Forward i Save

Exits to
previous
screen

Moves
backward
thru WOs

o —

Save WO if you
make changes

before you print
it

Moves Gets ADD - gives
specific
(e

forward
thru WOs

blank WO
screen ready for
input or search

FIELD INFORMATION

Type This is the type of work order you want to input. You can type the first letter of each selection or you
can click on the drop down arrow and make your selection. (See Types of WO below.)
WO# This field is filled in automatically. Please note your WO#.
Site# This is an automatic field with your site number.
Date Recv This is an automatic field with the date.
Date Req Please input the request date if needed.
Entered by Begin typing your first name and your whole name will appear automatically. If your first name is
duplicated, type the first letter and click on the drop down arrow and select your name from the list.
Ext# An automatic field with your extension which is associated with your name.
Bldg# Input only if needed.
Room# Input only if needed.
Cont Name Input contact name other than your name.
Contact# Input contact phone number.
Site Cost This field will remain N if there is no site cost. If there is a site cost, please input Y and a Budget #
field pops up from which you will select a budget number.
Equip# Click on the down arrow and select the appropriate piece of equipment.
Equip Desc This information shows up automatically after you have selected the equipment number.
Prob Code The MOT and I.T. work order administrators only. End user will see after WO closed.
Problem Input a full description of the problem.
Desc
Comments
*Types of WO: **Prob Codes: Garage General PC Install Video Cable
Buses Air Conditioning Maintenance Phone Plumbing Welding
Deferred Maintenance Carpentry Grounds Printer
Garage Carpet/Tile GroupWise Roof
Information & Technology Custodial Intrusion Alarm Scanner
Maintenance Data Cable Jack Repair Sprinklers
Operations Eagle Material Transfer Server
Preventive Maintenance Electrical Network Software
Material Transfer Electronic Painting Transportation
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Now you are ready to input a work order
for your site.
1. Click on the Workorders button.

W. | Desciplon | Dabe Rec'd | Dale Clorsd |

Site: Harnes:
Contact:
Phone Humber: | 77400

Fax Humber:

Tolal Cosl. |«
17772004
17672004
17772004
17772004
LAG/2004 L

130

it I

Reord: M1 1 e lmlesfat

1. Click on Add to input a new work order.

2. You may get a new box that states: You can’t go to the specific record. Simply press your
Enter Key and then begin inputting your WO.

3. You can type the first letter of the type of work order or click on the pull down arrow for a list
of types. Input the TYPE and press the tab key. This sets your WO #. And then do either
of the following:

a. Using the mouse: Click on SAVE and then click on BACKWARD and finish completing
your work order
b. Using the keyboard: ALT/S and then ALT/B

6. This will put you back in the WO screen at the Date Req: field. Input a date, if needed.

7. Input the information in the rest of the fields. Note: The Entered by: field — you can type
the first couple of letters of your first name or click on the pull down arrow for a list of users
at your site.

8. After you have completed your input, click on SAVE or hold down your ALT key and press
the letter A.

9. Exit from this screen and Exit on the

B s Input s s e e e
ﬁ Type: | | - wox | |site#t | 001] Date Rece: | 3/3/2004|Date Req: |
Entered by: | __'_! Extif: r_D BEldgii: I R oomit: I
Cont Name: | Contacti: I—“m__
Site Cost [N TotalCost: [
Prob Code: E j Equip#:! v’ El;l:silz:
STATUS
Prob Desc: I—g'
PrintedDate: | |
Comments:
Backward Forward Get Add Save Exit
& Workorders by School HE
H siten: Site Hame: |

Click on the Exit button and you will be
back at the Main Menu

Address:

"i Contact:

Phone Humber:

City:
State: Fax Humber:
Apinils 90715 ]
WO B | Description: | Date Rec'd: | Date Clused: | Tolal Cost |«
[» | Booooos Transportation 1/7/2004
[ |poooam feried Maintenance 1/6/2004
[ |poooooe it Condiioning 1/7/2004
[ |pooooos it Conditioning 1/7/2004
1000001 Caipet/Tile 1/5/2004 $33321 [T
Hew Site i Workorders.. Preview Workorders... Exit

Record: M 4 1 e rrfesfor1
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PLEASE NOTE: If you get this screen after you press tab to set your work order number, this
means that more than one person tried to grab the same number at exactly the same instant. If
this happens to you, please do the following:

Microsoft Access

The expression After Update you entered as the event property setting
- produced the following error: The changes you requested to the table
Cl k h b were hot successful because they would create duplicate values in the
index, primary key, or relationship. Change the data in the field or
IC OK on t € DoxX fields that contain duplicate data, remove the index, or redefine the
index to permit duplicate entries and try again.

* The expression may not result in the name of a macro, the name of a user-defined
Function, or [Event Procedure].
* There may have been an error evaluating the Function, event, or macro,

5 school workorders HE
i

Type: | | 1w | snem| 001] Date Recw: | 3/8/2004)Date Req: |
Entered by: ..J Extif: [1] Bldgu Roomit:
Cont Name: | Contactit:

site Cost [N Total Cost:

At the School Workorder y - L
Screen: v o| FeR]  -f pees

STATUS
CIICk On EXIt Prob Desc: ;i
it [
Comments: i |
Backward Forward Get Add Save Exit
'qur:u [DTnﬂ-l|Bml‘i;‘:.Tu[DduM[ Tolal Cosl. |4
. 5 Tanapotahon ¢
_Cllck on Workord_ers button to go back Egm; e jj
into the screen to input a work order. ik o PP
Click on Add and repeat the above - | i
Steps 1-9 on Page 5. ' .
Record: M 4| 1 lmleefern
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This is a sample if the Site Costis Y. If you change N to Y, then you will need to select a
budget number. If it is a Garage work order, you will also need to select the Equipment#.

9 School Workorders == §

F
Type: | Garace ~| WO# |GOO0D0S5 | Sitek Date Recu: | 3/8/2004|Date Req: |
Entered by | Lynda Teitzworth _:} Extit: 22500 Bldgii: | Roomii: |
Cont Name: | -
Site Co; BudgetHo: |01.0-00000.0-11100-36000-5713-0010000 ~ | Total Cost N,
EQLIP:
............................ i OwER, ECHO
Prob Code: ! ..:j = ] .! il SM#2E0934
I STATUS
Prob Desc:
Comments: |
|
Backward Forward Get Add Save Exit

A User Input: |
Type: | | =] wor | | site#t | 001] Date Recu: | 3/5/2004|Date Req: |
Entered by: | _j_! Extit: I u] BEldgit: I Roomit: I
Cont Name: | Contacti: I
TO See a Site Cost lﬂ- Total Cost: '7|
specific
WO Prob Code: i :—’ Equip#: i__ =7 Iii'l]:s“z:
STATUS
Prob Desc:
Comments:
Backward Forward Get i Add ! Save i Exit i
If you want to get a specific WO, [
click on the GET button. The
Find in Field screen appears.
/Type the WO # and the

Find What: box, click on
Find First button and
your WO pops up. Click
on CLOSE. You will be
able to see all the details
of that WO #.

N

Find in field: "WoO&"

Find What: | TUBBAIE]

Search;

Match:

IA" vI [ Match Case
IWhDIE Field j' ¥ search Only Current Field

Find First |
Find Mext
Close |

[ Search Fields as Formatted
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EE Workarders hy Schonl

. . . y o & Name: Aok |
Preview Workorders -- Click this button | fmsee  fiioes oo comes
to preview WOs as they would be printed. - e o Fr——

2p Code: |s075_|

@, Microsoft Access - [Site Open Workorder]
” B File Edit Wiew Tools Window Help

-S| o o@EB -

Close

Chen Work Order

"o

To print WOs,
select FILE,

Doeipum:

Imomz
Fruaua:  lgrda,THwrh =
o Dae Piner

|w.
.

@)

Lomum: Akt Tedu
W BudgeR: i

PRINT and the ™

print screen pops
up.

e i :
Chae Brawad:
Chae G
Chax Fonked:
Teka:

U i ban

FIm

You can

[Em—

click on the

arrows to
go back &
forth thru
pages to
find a
specific WO

Page: I<|<|| 1 >|>I|

|Ready

B B v )

Print EHE
—Printer
Mame: [infohpol on ABCTREE (from GOOSIO)inse ¥|  Properties |
Status:  Ready
/ Tywpe: HP Laserlet 5100 Series PS
e Print one WO — select the where:  TSO02
radial button PAGES and enter
adial butto G S and ente F— T
FROM and TO with the same
page number. —Print Range Copies
e Print range of WOs — select
radial button PAGES and enter Coal Number of Copies: | 1 =]
the range of page numbers in = Pages Erom:l 1 Io:l 1|
the FROM and TO boxes. ﬂl ﬂ ¥ | coflate
\ ' Selected Record(s)

Setup... |

o]

Cancel
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2 — View/Print Master Listing — This will allow you to view and print a master listing
of the all work orders (Open, Pending, Closed) for your site

B3 Admin Menu : Form

gl

ABC Unified School District L
- 5 3-View/Print
2-View/Print Work Order

ICopyright 2003 ABCUSD

Master Listing

For your Site

A-View/Punt 5-View/Print
Work Order Work Order
By Woilt Listing By Date

Exit

Record: I<| <| 1 kM HEI of 1

Wersion 1.0 - Jung 2003

I[=] E3

You are defaulted to your site.

Click on Preview

The Master Listing pops
up and can now be
printed.

After the Master Listing
has printed, click on the
Close button

@, Microsoft Access - [Quary1]

| File Edi tiew Took Window el

E5 Report By Site

Enter Site Humber:

oo

JJ!-§|DIEEB|1DD%

Open Work Order Listing

SitelD Vo ContNegne  Exitt Stats  ProblemDesc Dz Reevd  Date Regd Trade

o B000004 22500 O 3472004 342004 AVH

om DOooooot 22500 F 372004 JH2004 AVH

om 000002 Anthorry Hoang 22500 O 34172004

o 000003 a0 /2004

om 000004 Anthory Hoang 22500 O this is a test of nevwsub form 3472004

o 000005 22500 O 3i3/2004

om 1000001 Antheny Hoang [e] this is a test 202412004 212402004 AvH

o 1000002 Anthony Hoang 22500 P test record 2 2/24/2004 20242004 R

om 1000011 22500 O instal newsotware 202612004 SL =

o 10000 2 22500 O Meed our phone repaired. Mot ining 3i3/2004

o MOmaz0 arthony hoang 22500 O 3472004 312004 AVH

om Mooooz21 Arithery Hoang 22500 F this is a test 372004 3102004 SL

om Moooo22 Anthorry Hoang 22500 P 34172004 12004

o MO00023 arthony 22500 P this iz test 3472004 3A12004

om MOooo25 o P 34172004
rages ST ] A | .
ety e
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3 — View/Print Work Order For your Site — Prints all types of WOs.

B3 Admin Menu : Form

Defaulted to your Site Number.
Click the Preview button

All and/or specific Work Orders can
now be printed. You can make your
selection for specific pages to be
printed after you click on the printer
icon.

When you are finished with this
report, click on the Close button. (See
Page 7 for detailed instructions on
printing specific work orders.)

Enter Site Humber:

fou

I[=] E3
4| ABC Unified School District L
- : 3-View/Print
2-View/Print 2
vl e Work Order
Master Listing Fhei
A-View/Punt 5-View/Print i
Work Order Work Order Exll
By Woilt Listing By Date
ICopyright 2003 ABCUSD “ersion 1.0 - June 2003
Record: 14 4] 1 e i) of 1 s
B3 Report By Site [x]

@, Microsoft Access - [Dpen Workorder?

|8 Fie Edt wiew Tods window tiff

¥ & oamB w

Cpen Work Order

Thasrsday, Janwary 15, 2004

Date Start: Time Start:
Date Finished. Time Finished.
Tasks

WO D BO00O0S Location:  Aloha ES Tech:
Requestor:  Alice, Garcia Ext: 23100 Budget# 01.0-00000.0-11100-81000-5714-
Shott Desc: Transpottation Status: o]
Dezcription:
this is a test
Contact Name:  Anthony Hoang Eldg No 100 Equip Mo
Contact No.: 21008 Foom Mo 10 Equip Desc,
Date Received:  1/7/2004 Date Required:  1/7/2004

Page: |4 1 qm] 4

[Ready
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4 — View/Print Work Order by Wo# — Prints all types of WOs.

B9 Admin Menu : Form [_[O]x

4 | ABC Unified School District L

3-View/Print
Work Order
For your Site

2-View/Print
Master Listing

A-View/Punt 5-View/Print i
Work Order Work Order Exll
By Woilt Listing By Date
ICopyright 2003 ABCUSD “ersion 1.0 - June 2003
Record: 14 4] 1 e i) of 1 s

EE Report Workorder Range

Enter Slte Humher

.Beginning WorkOrder DDDDD1
Enter the range numbers for: nwerionder munnnﬂ

Beginning WorkOrder : il
) E

Ending WorkOrder

Note: If you only need one WO,
you will need to type the number
in both beginning and ending fields.

i et Yo ook window : : :
(M- & O DmE o - gee |- ip- @)

Open Work Order
Print the WO(s) and click on the
WO Ik 1000001 Locaon  AlphaE5S  Tech: AVH
CI ose button Requestor:  sub001 sub001 Ext Budgets (11 0-00000 0-11100-36000-5713-001

Short Des. Eagle Haws o

Desesiption

rlz is atest

Centact Hene  Anthomy Hoang  Blde Mo 200
Cantact No 21008 Racm No 20

Diate Recerved  2724/2004 Date Requred  324/2004

Dae Stat Time Sta
Dae Firashed Time Finushed
Tasks
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5 — View/Print Work Order Listing by Date —.This will print work orders for a
specific time period.

B3 Admin Menu : Form |_ O] x
y ABC Unified School District [ eomg
- . 3-View/Print
2-View/Print ot
M aster Listing kﬁ?:‘ne:?i?l'e
4-View/Print 5-¥iew/Print 5
Work Order Work Order Exit
By Woll Listing By Date
ICopeyright 2003 ABCUSD “ersion 1.0 - June 2003
Record: 14 4| 1 rles]of 1 o
EEl Report By Date E

Enter E‘;'[té'l'\iuml':'ei"_.- = Noor i
From Enter Date  [2/zs/o004)

: : ToEmterbate [ 3mo00d
Type in the following: e Ere Q

From Enter Date
To Enter Date

Note: You are defaulted to your site.

[Ere ; -lalx]
¥ & P oEB e |¥- M- O

Work Order Listing By Date

e T e e
Will bring up the of work I T e
order listing for date range.
Print the WOs and click on
CLOSE

TR
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EXit—.This will exit you from the work order system.

B Admin Menu : Form =] E3
(1 ABC Unified School District [ eomg
. i 2 3-View/Print
1- 2-¥iew/Print e
=" ~E Deder Master Listing P
1 ' . -! ./ |
4-View/Print 5-¥iew/Print 5
Work Order Work Order Exit
By Woll Listing By Date
ICopeyright 2003 ABCUSD “ersion 1.0 - June 2003

| Record: 140 4| 1 rles]of 1

A

SPECIAL NOTES:

+ With the ADD button, the work order is saved and the STATUS field stays OPEN. Can't use
BACKWARD and FORWARD buttons.

+ With the SAVE button, does save WO and leaves STATUS field blank. Can use
BACKWARD and FORWARD buttons.

Microsoft Access I

This means you have reached the end.
Click on OK ¥You can't go to the specified record.

¥ou may be at the end of a recordset,

Microsoft Access
If you start to print a report and The OpenReport action was canceled.
Change your mlnd and CIICk on ‘ou used a method of the DoCmd object to carry out an action in Visual Basic, but then clicked Cancel
1 i in a dialog bosx.
STOP ’ thlS screen WI” appear' Far example, wou used the Close method to close a changed Form, then clicked Cancel in the dialog
Just click on OK. b that asks if wvou wark to save the changes vou made ko the Farm,
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