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Remote Request

TeamWORKS Remote Request allows for designated personnel to submit work orders,
inventory and event requests using a standard web browser. The simple interface makes
submitting requests quick and easy. Automatic e-mail notification keeps your customers up to
date on the status of their work orders. Users can track the status of their submittal history
and create reports for their designated locations limiting the number of calls to your office.

Login to TeamWORKS WEB

Please Log In

User Name:
Password:

If you need an Account, you can Register

TeamWORKS Version 5.0/Remote Request User Guide
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Set-Up

Remote Request User Dashboard and User Configuration

TeamWORKS has created a Remote Request User Dashboard to give users an interactive and visual
access point to create Work Order Requests, Event Requests, and Inventory Requests. Activity can can
also be viewed and retrieved from this point giving users a one stop portal for all their request needs.

From the main menu, Click on the Home Tab and Select My Dashboard.

Home -

Application Configuration
Control Panel

Home Page

Lagin

Logout

My Dashboard <:

NOTE: Based on what permissions have been assigned you may or may not have the available options as

seen in the below screen shots.

Remote Request User Dashboard

New Request Links Recent Activity Monitor
= Add New Work Order My Work Orders
: WorkQrderlD Date Description Resolution Status Modified Last
“ 146908 08/31/2011 Test A
W Add New Event My Event Schedules
i | FSID Date Time Description Status Modified Last

No records to display.

[ Add New Inventory Request My Inventory Requests

R

Request

D Date Inventory Type iternid Description Status Madified Last

3

No records to display.

["] Set this dashboard as vour homepage?|

Click the checkbox at the top right of the screen to set the Dashboard as your homepage. The
Dashboard will then be set as your homepage and you will be able to access it without using the main
menu each time.
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If you choose not to set the Dashboard as your homepage, you still can access the same functionality
using the left pane selection of the main menu as seen below.

Home -
Remote Request & <:
" Forms -

Work Order Request

Work Order Search

Inventory Request
Inventory Search
Event Request Steps
Event Request

Event Search

Password and Profile

The Password and Profile Tab allows users to reset their password.

NOTE: Option is only available if your TeamWORKS Administrator enabled this option

Home -

Application Cenfiguration
Control Panel

Home Page

Lagin

Logout

My Dashboard

Password & Profile <:
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The following screen will appear:

User Profile Options

Password Reset

(Type password twice. They nmst match )
New Password @
Retype Password

Organization Signup Conditions of Use

1. Conditions

|An organization can only have a single user bound by a relationship between that user
account and its 'Secret Key'. In order for you to transfer the ownership of the organiztion to|
another account you will need to provide the 'Secret key' which is provided here during
setup. An admin may also manage your organiztion and its permissions within the control
jpanel under the organiztion tap of the user account.

Organization Setup

Link yvour account to an organization.

Link me to organization -

Organization Key

‘ Link to Organization |
Or
| Create New Organization |

If you have questions or need help please contact contact@email.com.

Save Changes

If you are only resetting your password just enter the new password and then Re-type the password at
the top of the page. Click Save Changes.
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Organization setup allows user to transfer ownership to another individual of this organization.

NOTE: This option is ONLY for the Event Scheduler portion of Remote Request.

User Profile Options

Password Reset
(Type password twice. They must match )
New Password

Retype Password

(Organization Signup Conditions of Use
1. Conditions

|An organization can only have a single user bound by a relationship between that user
account and its 'Secret Key'. In order for vou to transfer the ownership of the organiztion to
another account you will need to provide the 'Secret key' which is provided here during
setup. An admin may also manage your organiztion and its permissions within the control
[panel under the organiztion tap of the user account.

Organization Setup

Link your account to an erganization.
Link me to organization - ]
Organization Key

Link to Organization

Or
| Create New Organization ‘

If you have questions or need help please contact contact@email.com.

Save Changes

After reading the terms of use, users can link to their organizations. Link me to organization allows the
user to link their account to an organization by simply selecting an organization from the dropdown. If
an organization is not listed, click the Create New Organization button to get the following screen:

Organization Setup
Your Organization ID |

Secret Key | Email Key

Your Organization Name

Contact Person
Phone -
Fax -
Address
Email
Zip
City
State
Org Primary Color L]
Org Secondary Color | | 7|
If you have questions or need help please contact contact@email.com.

Save Changes
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Your Organization ID: System generated field. User cannot modify.
Secret Key: System generated field. Once a record is saved it can be emailed to other users.

The other fields are self-explanatory. Enter what information you have about your organization:
Org Primary Color -

Org Secondary Color - o )
—— You can also select your organizations primary and secondary colors

if you choose by clicking the arrow down beside each. These colors are used to identify your
organization on the calendar views.

You will then be prompted by the following screen:,

#fffttt |/ Apply |

R: 255
G: 255
255

o

0
0
100 |

4
<= vw T

o,

Click in the field to select a color close to your organizations. Click Apply.

Then Click[ S Changes ]when complete.
You will then be prompted with the following confirmation page:

r N
& The page at rc.teamworkslive.com says: Iﬁ

Your Results were saved.

You will now be able to view and email the key

Organization Setup
Your Organization ID 1

Secret Key kC+QSokYZNwx1AZLYyueNQ== | Email Key

The users default mail application will then launch and the user can then email the key to the
appropriate user.
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Using Your Remote Request

The Work Order Request application allows users to submit their work order requests via the dashboard
or the Remote Request selection on TeamWORKS main menu.

NOTE: you may not have all the fields as shown in the below examples, these are determined by your
local TeamWORKS Administrator. Some fields may or may not be required. The system will prompt you
to enter data into fields that are required before submitting.

Submitting a request

1. Select your location (by default and base on your configuration the location is already selected)
Complete the other fields (If the field has a Red Asterisks to the right to of it then it is a required
field).

3. Click the Reset button(if you need to start over) or Submit your request

4. Once the appropriate information is filled in, the user can click the Submit button to create the
work order request.

TeamWORKS Version 5.0/Remote Request User Guide
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Work Order Request
—||Forsyth County 5.5.

----- Big Creek ES
----- Brookwood ES

m

""" Bus Shop
Location +|~ Bus Shop-South .
""" Chattahoochee ES
- Chestatee ES
""" Coal Mountain ES
""" Cumming ES
----- Nasvee Mreck EG -
Requester rusty
Room Number
Mileage/Hours
Contact
Contact Email
Req. Completion Date -
Priority -
Department -
Asset -
Budget Code e - -
Trade Code .
ProjectlD GM .
Purpose Code -
Deescription .

5. A confirmation page will then load showing a newly assigned Work Order ID along with other
information. The status will automatically be placed to Submitted for all new work order
requests, until the status is changed in the maintenance department.
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Worlke Order Details

Workorder ID 146916
Location Forsyth County S.S.
Workorder Status S | Submitted
Submitted By rusty
Time Entered 9/12/2011 11:50:04 AM
Mileage/Hours
Room Number 100
Requested By rusty
Req. Completion Date
Completion Date
Priority
Department
Asset
Budget Code —
Trade Code
Contact
Contact Email vouremail@email com
Assigned To
Action Taken
Project GM | GENERAL MAINTENANCE
Purpose Code
Description Please enter vour request here
Uploaded Files

Docs

[ MNew Reguest ] [ MNew Search ] Logout

Once Submitted, Users can attach a document, print the request, edit the request, create a new request,
do a new Search or logout of TeamWORKS.

NOTE: you are only able to attach documents or edit the view if the status of the work order is
SUBMITTED.

TeamWORKS Version 5.0/Remote Request User Guide
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Attaching a document

Docs
1. Click

2. This will load the following prompt:

Sub

Currently Attached Documents - Click the Link To Download

There are no documents attached to this Work Order

3. Click to select the file you wish to attach to the Request

4. Browse to the file location of the document you wish to attach then click open

5. Click the Open button at the bottom right of the screen to select the file locatation

of the document.

6. click

to upload the file.

TeamWORKS Version 5.0/Remote Request User Guide
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r@ Choase File to Upload
b e
@@|| . » Teamworks Instructions »
Organize » New folder
It Favorites * Name : Date modified Type Size s
Ml Desktop . Web Applications install instructions 8/19/20113:26 PM  File folder
& Downloads ] Check List for Setting up a Hosted Custo...  6/3/2011233 PV Microsoft Word D.. 30K
. Drophox ] Configuring TeamWORKS Remote Reque... 1/26/201112:51 P Microsoft Word D... 139K
Livedrive _ T Control Panel Documentationpef 1/28/2011 11:20 AM  Adobe Acrobat D... 851K
1 ) [nstall requirements for TeamWORKS Cli...  8/8/2011 2:28 P Microsoft Word D... 51K 1
7 Libraries ] Install requirements for TeamWORKS Cli.  1/14/2011 813 AM  Microsoft Word D... 50K
@ Documents '@ Install requirements for TeamWORKS Cli...  3/29/2011 11:14 AM Adobe Acrobat D... 9K
J’ Music ] Installing Teamwarks Virtual doc.docx 1/25/2001813AM  Microsoft Word . 25K
[E=] Pictures = '@ Installing Teamworks Virtual doc.pdf 1/31/201111:40 AM  Adobe Acrobat D... 4718 K=
& Videos '@ Manual backup Instructions for SQL 2005...  1/4/2011 349 PM Adobe Acrobat D... 257K
) Manually backing up a databasein SQL2...  1/3/20111033 AM  Microsoft Word D.. 151K
18 Computer '@ Manually backing up a database in SQL2...  1/3/201110:34 AM  Adobe Acrobat D... 170K
5_3 Local Disk {C:) '@ MWO2008 Manual.pdf 4/12/201110:36 AM ~ Adobe Acrobat D... 423K
s RECOVERY (D:) @_] new customer check list.docx 11472011 8:18 AM  Microsoft Word D... 50K,
é CD Drive (F) v 4 11 | 3
File name: Control Panel Documentation.pdf v
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The following screen will appear as the file is uploading:

CAUsers\Rusty\Desktop\ [ Browse. . |

Uploaded 21% (96.00kE ) Total 452.20kB
Uplcaded files: 0% (00

Uploading file: Contrel Panel Documentation. pdf
Elapsed time: 00:00:01s Estimated time: 00:00:04s Speed: 98.63kEB/s

Currently Attached Documents - Click the Link To Download

There are no documents attached to this Work Order

7. After upload is complete you may attach another document or delete an existing
document.

The Refresh button will refresh the screen you are on.

8. Once you are done attaching the document(s) just exit out of the page, click the X
located at the top right of page

Lo x )

[ Submit ] [ Refrash

Currently Attached Documents - Click the Link To Download

Download Document Name Delete
9 12 2011 12 30 48 PMnew customer chack list.docx x

9. You will then be taken back to the original request where you will then be able to

see the document has been attached. You may have to refresh the page in order to

see the document.

Uploaded Files
9_12_201 1 12 30 _48 PMnew

customer check list.docx

TeamWORKS Version 5.0/Remote Request User Guide
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The Remote Request application also allows users to search for work order requests they have
submitted previously. Clicking on the Work Order Search link will bring up the following page:

My Work Orders Work Order Search

The My Work Orders button will automatically filter all work orders submitted by the username of the
person logged in. Clicking “My Work Orders” will show you all the work orders that you have
submitted.

.
Work Order List
New Work Order Search
2 |Refresh | [ = [
WorkOrderlD  Location Received Date Comp. Date Status Priority Description Resolution
146919 Forsyth County S.5. Bus Shop- 39/13/9011 5 fdfsdlfscfedf
South
; Forsyth County 5.5, P
7 /
14691 Chattahoochee ES 09/12/2011 s titt
146916 Forsyth County 5.5. 09/12/2011 5 Please enter your request here
146915 Forsyth County 5.5, Big Creek ES  09/12/2011 5 This is an Bxample of entering your work
request
146914 Forsyth County 5.5., Cumming ES 09/07/2011 A testssssss
146903 Forsyth County 5.5, Sawnee ES 08/23/2011 A This is a Test for Demonstration only.
|
X=
’ -
-

& Refresh | @ @

Simply click on the Work Order ID to view the work order.
will Refresh the page, Export the files to Excel or Word.

These options

JIA

2%
located in the bottom right of the screen will allow you to Export to Excel.
Note: Microsoft Excel or Word would have to be installed on your local machine in order for these

options to work. Depending on your browser and browser settings you may have to open or save this
option. In the below example using Internet Explorer 9 | am prompted to open/save or cancel.

Do you want to open or save RadGridExport.xds (3.05 KB) from rc.teamworkslive.com? Open Save = Cancel

TeamWORKS Version 5.0/Remote Request User Guide
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NOTE: To get back to the “My Work Orders” Screen you will have to either repeat the process or click the
back button located in your browser.

A more advanced search tool can be accessed by clicking the New Work Order Search button at the top
of the Work Order List page.

Work Order List

[ New Work Order Search ]

This will yield the following search page:

BOONE COUNTY SCHOOK

Location

4| Check to inchede SubPaths
Work Order ID
Work Order Starus -
Received Date | To:|
Requested By
Completion Date | |mTe: |

]

Prionity -
Department
Asset

Budget Code
Trade Code

4 < < <

Contact
Assigned To -
Project [D "

Reschution

Deescription

[ Submit | [ Reset

The search page allows several filtering options and allows for multiple fields to be filled in narrowing
the search even further. Users have the ability to search by:

Location Work Order ID Status
Received Date Range Requested By Completion Date Range
Priority Department Asset Tag Number
Budget Code Trade Code Contact
Assigned To Project ID Resolution

Description

TeamWORKS Version 5.0/Remote Request User Guide
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When the criteria are entered, the user can simply click the Submit button to pull back the desired

results as shown below.

Work Order List
New Waork Order Search
2 |Refresh |
WorkOrderlD | Location Received Date Comp. Date Status Priority Description Resolution
146914 Forsyth County 5.5, Cumming ES 09/07/2011 A testssssss
146908 Forsyth County 5.5., Big Creek ES 08/31/2011 A Test
146903 Forsyth County 5.5., Sawnee ES 08/23/2011 A This is a Test for Demonstration only.

LI

Search Tips:

e By leaving the check box on Check to Include SubPaths, the results will return work order
requests for the selected path as well as its children paths. Uncheck it to return requests ONLY
to that path.

e If the user leaves a field blank, then the query will return ALL values. (i.e. leaving the Status

blank will return ALL work order requests regardless of status. Selecting ‘Approved’ from the list

will return ONLY Approved work order requests.

e Resolution and Description — enter a keyword such as ‘window’ (without the single quotes) in
the description returns all work order requests with the word window in the description. No
wildcards are needed.

e Searching Dates: if you want to see the work orders that were submitted (received) on a
specific date, then use the same date on both the From and To fields.

TeamWORKS Version 5.0/Remote Request User Guide
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Users can submit requests for Custodial and Instructional inventory using the Remote Request
Application. To submit an Inventory request, click the Inventory Request tab from the Remote Request
menu or Dashboard. You are given the option to request Custodial or Instruction inventory.

NOTE: you may not have all the fields as shown in the below examples, these are determined by your
local TeamWORKS Administrator. Some fields may or may not be required. The system will prompt you
to enter data into fields that are required before submitting.

Custodial Request Instructional Reques

Custodial Inventory Request — To submit a Custodial Request, click the Custodial Request button. This
will bring up the form shown below. Simply fill out the information for the desired inventory item then
hit the Submit button.

Submit

Inventory Request Type is Custodial

+ Forsyth County S.5.

Location

Requested By penny

Request 1

Requested Quantity 5 =
Stock # CUs104 - =

Stock Dec. BLEACH 6GL/CASE -
Deliver To Custodial Senices Building
Site Account 212-000-008
Please deliver after 12PM.
Notes
Reset || Submit

The following confirmation page appears indicating Request ID and other information. As long as the
request is still in Submitted status, the users can make changes to the request.

TeamWORKS Version 5.0/Remote Request User Guide
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Request Id 25

Location Forsyth County $.5.

Status. Submitted

Submitted by penny

Time Entered 9/14/2011 10:08:48 AM
Requested Quantity 5

Stock # CUS104 | BLEACH 6GL/CASE
Deliver To Custodial Services Building

Site Account 212-000-009

Please deliver after 12PM.

Notes
Print Edit View

MNew Request I { New Search I

Instructional Inventory Request - To submit an Inventory Request for Instructional Inventory, click the
Instructional Request button. This will bring up the following form. Simply fill out the information for
the desired inventory item then hit the Submit button.

Reset Submit

Inventory Request Type is Instructional

+ Forsyth County S.5.

Location

Requested By penny

Request 1

Regquested Quantity =
Stock # - =
Stock Dec. -

Deliver To

Site Account

Notes

Reset || Submit

TeamWORKS Version 5.0/Remote Request User Guide
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The following confirmation page appears after hitting the Submit button, indicating Request ID and
other information. As long as the request is still in Submitted status, the users can make changes to the
request. Once the request is any status other than Submitted, the user is locked from making any
changes to the request.

Request Id 25

Location Forsyth County 5.5.

Status Submitted

Submitted by penny

Time Entered 9/14/2011 10:08:48 AM
Requested Quantity 5

Stock # CUS104 | BLEACH 6GL/CASE
Deliver To Custodial Services Building

Site Account 212-000-009

Please deliver after 12PM.

Notes
Print Edit View

New Request | | New Search |

TeamWORKS Version 5.0/Remote Request User Guide
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Searching for inventory requests is just like searching for work orders. Click Inventory Search tab from
the Dashboard or main menu.

NOTE: you may not have all the fields as shown in the below examples, these are determined by your
local TeamWORKS Administrator. Some fields may or may not be required. The system will prompt you
to enter data into fields that are required before submitting.

My Inventory Requests.

Inst. Requests Search

Custodial Requests Searc

My Inventory request filters out your request you have submitted to the system.

Instructional Request Search allows you to search Instructional Request only.

Custodial Request Search allows you to search Custodial Request only.

TeamWORKS Version 5.0/Remote Request User Guide
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My Inventory Request

My Inventory Requests

Clicking provides you with a list of all your request
Inventory List
Z |Refresh | = [l
Request Requested . B
Dq Date Created Quc;ntily Stock # Status Description
24 09/12/2011 03:54 1

CUS101B Submitte: BACK BRACE, ADJUSTABLE 2XL

|2X

g

The results of the search are displayed in a grid with the ability to view details of each request
individually by clicking the Request ID.

& | Refresh | @

These options will Refresh the page, Export files to Excel or Word.

A

2%
icon located at the bottom right of the screen will allow you to Export to Excel.

Note: Microsoft Excel or Word would have to be installed on your local machine in order for these
options to work. Depending on your browser and browser settings you may have to open or save this
option. In the below example using Internet Explorer 9 | am prompted to open/save or cancel.

Do you want to open or save RadGridExport.xds (3.05 KB) from rc.teamworkslive.com? Open Save = Cancel

TeamWORKS Version 5.0/Remote Request User Guide
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Instructional Requests Search and Custodial Requests Search

Clicking the Inst. Requests Search or the Custodial Requests Search buttons will yield the following
screen. The user can search by any of the fields identified below. To narrow the search, enter more
parameters then click the Submit button.

+|Forsyth County S.5.

Location
Check to include SubPaths
Stock # -
Status -
Reguest Date E To: E

Requested By
Site Account

Reguest Id

MNotes

The results of the search are displayed in a grid with the ability to view details of each request
individually by clicking on the Request ID number.

Inventory List

New Inventory Search
2 |Refresh | =]

Request  [cives Requested

5 Gty Stock # Status  Description

24 09/12/20110354 1 Cus101B Submitte: BACK BRACE, ADJUSTABLE 2XL

K
L[

TeamWORKS Version 5.0/Remote Request User Guide
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Event Scheduling is used for reserving facilities for usage by either internal organizations or outside
organizations.

NOTE: you may not have all the fields as shown in the below examples, these are determined by your
local TeamWORKS Administrator. Some fields may or may not be required. The system will prompt you
to enter data into fields that are required before submitting.

To request an event, the user must first select a location for the event. As the user navigates to the
appropriate location, the grid will filter out any existing schedules for the selected location. After a date
is selected from the menu, the grid will filter out again based on the location and date selected. Start
time and end time can now be entered in 1 hour intervals. Should you have a start time of, say, 1:30,
select the 1:00 PM then change the :00 to :30. The user can then click the Reserve button.

+|[Fersyth County S.5. Event Schedule Request
& Refresh |
Details ID Location Event Description StartTime EndTime Status DateOflse
Details '41°  Chestatee ES PTA need HVAC on  10:00:AM 02:00:PM S 09/13/2011

Please Select a date -

Start Time: o
End Time: o

Reserve

To make changes to an event you must contact contact@email.com.

TeamWORKS Version 5.0/Remote Request User Guide
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If there are no conflicts, the user will then see a screen like the one below. The user can select the
Organization from the drop-down menu or type in their own Organization. Organizations must be set
up in the client portion of TeamWORKS. If the organization is selected from the drop-down menu, the
contact info will auto fill for that organization.

Organization Boy Scotts -
Contact Person Tom
Contact Phone 5555551234
Contact Address 1313 Mocking Bird Lane
Contact Email rusty@gotws.com
Contact Fax 555
Contact Zip 28334
Contact City Dunn
Contact State NC

Expected Turnout
Schedule Heat/AC?
School Sponsored Event?
After Normal Business Hours?
Organization Insured?
Paid In Full?
Event Description -

< 9 9 9 €

Boy Scout Awards Ceremony

Save

To make changes to an event you must contact contact@email.com.

Organization — select or enter the Organization that will be using the space for the event.
Contact Person — enter the name of the primary contact person for the organization.
Contact Phone - enter the name of the primary contact’s phone number.

Contact Address — enter the name of the primary contact’s address.

Contact Email — enter the name of the primary contact’s email address.

Contact Fax - enter the name of the primary contact’s fax number.

Contact Zip - enter the name of the primary contact’s zip code.

Contact City - enter the name of the primary contact’s city.

Contact State - enter the name of the primary contact’s state.

Expected Turnout — enter the number of expected people for the event.

TeamWORKS Version 5.0/Remote Request User Guide
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Schedule Heat/AC? — check this box if the facility will need conditioning such as heat or A\/C.
School Sponsored Event? — check this box if this is a school sponsored event.

After Normal Business Hours? — check this box if this event will take place after normal business..
Organization Insured? — check this box if the organization requesting the facility is insured.

Paid in Full? — check this box if the organization has paid for their facility rental in advance.

Event Description — enter a description for the event that the request is for.

After clicking the Save button, a confirmation page will show with an assigned number for tracking
purposes.

Thank You

Thank vou for vour event request. Your assigned request number is 43. Should vou need to modify this request, please contact us at contact@email.com and reference vour Request
Number. Status of your request can be monitored by clicking the Event Search link and entering your Request ID.
Click Here to return to the Remote Request homepage. To reserve this event on another date, time or location please click here

TeamWORKS Version 5.0/Remote Request User Guide
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Searching for an event is very similar to requesting a location for an event. From the Main Menu
Remote Request selection, click the Event Search option. This will yield the below screen.

Event Search
+|Forsyth County S.5. 2 |Refresh | [ [ @)
Details  Location Event Description StartTin EndTim Status = DateOfl
20 Maintenance 06:00:A1 A 05/19/2 *
Fil Forsyth County .. 07.00:P1 A 05/19/2
2 Forsyth County .. 07.00:P1 A 05/26/21
pi] Forsyth County S.S. 07.00:P1 A 06/02/2
2 Forsyth County S.S. 07.00:P1 A 06/09/2)
= Forsyth County SS. 07.00:P1 A 061672
% Forsyth County 5.5 07.00:P1 A 06/23/2
pid Forsyth County S.5. 07.00:P1 A 06/30/2
7 Big Creek ES test schedule 08:00:A1 A 01/26/2
Pick the interval the report will be calculated on. 38 Big Creek ES HVAC for boy scouts 04:00:A1 04:00:P1 S 0316/2
o » Chestatee ES test for the girls 0500:P1 06:00:P1 S 09/08/2
Start Date: ] %0 Chestatee ES testing for amanda. 07.00:PI 08:00:PI S 09/08/21
End Date: =) m Floctaton ce T e LVAC r 1nAnAL naonn € nnazen T
(=
&H
L)
To make changes to an event you must contact contact@email.com.

Expand the Location to filter out even further. Enter a Date Range by entering a Start date and End Date
to filter the grid further. Entering the same date in the Start and End Dates will filter all events
scheduled on that given date. The results of the search are displayed in a grid as shown below.

NOTE: When Event Search is opened, it will default to the parent location with all event listed. Selecting a
location will filter out all the events for that location. To specify specific dates you must enter the dates

Event Search
+|[Forsyth County §.5. 2 Refresh | B,
Details  Location Event Description StartTin EndTim Status  DateOfl
a2 Chestatee S e 01:00:P1 02:00:P1 1 09/15/2/

ceremony

Pick the interval the report will be calculated on.

Start Date:  9/15/2011
End Date:  9/15/2011

3 W)

[xz

To make changes to an event you must contact contact@email.com.
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2 |fefresh | These options will Refresh the page, Export files to Excel or Word.

Xz

=

= icon located at the bottom right of the screen will allow you to Export to Excel.
NOTE: you must have Microsoft Excel installed on your local computer.

To view details of each request individually just click the Request ID number. This will yield an Event
Schedule Details Review page with specific details of the event.

Event Schedule Details Review
[ESID 42
Status Rusty said
Location Forsyth County S.S., Chestatee ES
[Event Description Girl scouts annual awards ceremony
[Event Date Sep 15, 2011
Start Time 01:00 PM
|Endtime 02:00 PM
[Expected Turnout 50
[Requester rusty
Date Submitted 9/13/2011 8:25:12 AM
Organization Girl Scouts
|Contact Person Jane Doe
[Phone Number 555-555-1234
|Contact Email me @me.com
rusty says No
3 No
31 No
3 No
Reason Rejected
(Work Order ID

Customer Support

Email: Support@goTeamWORKS.com

Telephone: Toll Free (866) 892-0034
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