Administrator Quick Guide 5.0
WEB Work Order Manager
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TeamWORKS WEB Work Order Manager manages and tracks the work order process from virtually
anywhere. By using WEB Work Order Manager, users can access their work orders from anywhere and can
keep track of work orders tied to specific categories like:

e Assigned To Employee

e Trades

e Projects

e Specific Locations

e Departments

e Vandalism

e Priority

e Budgets, and

e Other Purpose Codes

NOTE: Pop up blockers should be turned off or exceptions to this site should be made if not functionality
will be lost. Also some screen shots may vary depending upon the browser you use.

*Highlighted fields indicate a System required field.

Creating a New Work Order

Login to TeamWORKS WEB

Please Log In

User Name:
Password:

Loé In
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From the Work Order main menu Click on Forms and Select New Work Order.

Home -
Work Orders -
".'_ Forms -

Work Order List

Mew Work Order _

4 Reports -
WEB Work Order Form
Date Received 8/31/2011 Completion
WO Number Request ID Project ID
New Work Order -
N .
te Started Completion Date
Status Location Code Location Foom Number
Approved h - M
Requestor Contart Contact Email Asset Tag # / Asvet Name Mileage Hours
artment Emploves Number Employes Name Trade Code
Work Order Description Work Order Resolution

A
Purpose Code Eriority Code Budeet Code
- - - Print Transactions Adv_Print History

Estimated Cost Modified Last By I Email WO ‘ WO Search ‘ ‘ Complete
Date Created I Date Modified I

‘ Caonfig H Docs

[ Planned?

iose

’ Wark Order Search ] [ Work Order List l
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Once you have completed entering data into the form Select the Save tab at the bottom of the form.
This will save the record and assign a work order number denoted in next screen

Date Received 8/23/2011 B e &

Request ID Project ID

WO Number
{ > [146903 GM M
Date Started E Completion Date E

Room Number

Status Location Code Location
Approved A
Requestor Contact Contact Email Axset Tag # / Asset Name Mileage Hours
-
Diepartment Employee Number Emplovee Name Trade Code
- - | C -
Work Order Description Work Order Resolation
-

Thiz iz a Test for Demonstration only.

Purpose Code Priority Code Budget Code
Print Transactions
- - -
Estimated Hours Created By
Estimated Cost 0.00 Modified Last By ‘ Email WO ‘ | WO Search | ‘ Complete | | Config | ‘ Docs

Date Created Date Modified |
[[1Planned?

[ Work Order Search] [ Work Order List ]

The other buttons on the Work Order Form allow you to :

MNew
go to a new form

update an existing record

resets the fields to its original values

[ Update/Cing ] saves or updates the record and closes the form

[ Work Order Search]
Allows you to search for other work orders by number

Work Order List
[ ] Shows you the list of work orders the user has entered to the system.
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Work Order Search

a. Click on the Work Order Search button at the bottom of the Work Order Form.

Waork Order Search

b. Enter criteria you wish to search for then click

Y Date . Completion
Deadline
7 o
Request ID Project ID
Date Started Completion Date
[EEE
Status Location Code Location Room Number
- - -
Requestor Contact Contact Email Asyet Tag £/ Asset Name Alileage Hours
-
Department Employes Number Employes Name Trade Code
b b - -
Work Order Description Work Order Resolution

-
Purpose Code Prigrity Code Budset Code
- - - Print Transactions Adv.Print History

Estimated Caost Hod.iﬁull.a_'.tB}'I Email WO WO Search Complete Config

[[| Planned?

| > l Submit ” Cancel] l Reset ]

[ Work Order Search ] [ Work Order List ]
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The search results will load in the next screen.

Work Order List

New Work Order ] [ New Search ] [ My Search List ] [ Save Search ] [ Clear Search ] Click the column title to sort.
2 |Refresh | =

W/OID Location Rec'd Date Comp. Date  Status Priority Description Resclution
#02990 i v
146431 Forsyth County 5.5., Shiloh Point ES 06/07/2011 1 4 ::: f:iﬂ 02890 right cleaning brush will -

m

rider scrubber machine 7100 asset 02612
146427 Forsyth County 5.5., Cumming ES 06/07/2011 1 4 suction moter has stopped werking please
send someone as so.. T

High Speed Buffer #02875 will not move
145498 Forsyth County 5.5., Liberty MS 05/24/2011  05/26/2011 L 3 after you turn the buffing motor on (moves
find when it is c...

Please, if [ could get the Athen Ganitorial
145446 Forsyth County 5.5, North Forsyth MS 05/23/2011  05/26/2011 L 4 Technician check the Rider Tag #15123 if
the machine nee...

East Campus GTX machine asset #15114

145120 Forsyth County 5.5., Forsyth Central HS 05/19/2011  05/26/2011 L 3 needs new rear squeege, cannot be turned
over again.
West Campus room 1214 asset 202618 drive
145077 Forsyth County 5.5, Forsyth Central HS ~ 05/19/2011  05/26/2011 L 3 motor does not work, need repair before -
LERR! |T|2 3456789810 . r M Page: 1 of17 Go Pagesize 25 | Change Ttem 1 to 25 of 405

—l
E&H

To save the search parameters, Click at the top of the Work Order List. The saved search

will load each time you login.

It will then prompt you to another screen where the user can type the name in which they wish to save the
search under. Click Save and you will receive a message confirmation. Click OK to close.

@ TeamWORKS Web Applications ... (5 n=)s e

B hitp://acs.teamworkslive.com/forms/workorde @

File Edit View Favorites Tools Help

Name : Incomplete Work Orders| | Save

r ™
Loaded Statement WorkOrderStatus =T Message from webpage M

_-I-—l Search Saved.

—

#100% -
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My Search List

Click the [ My Search list ] button it will launch another page.

%Work Order List

[ New Work Order ] [ New Search l [ My Search List ] [ Save Search ] [ Clear Search ] Click the column title to sort.

The following screen will appear with a list of the user’s saved searches:

Set vour default Search - -

Load D UserlD wherestaterner Mame default

Load 4 636 ‘i".falrkﬂrderﬂtat Incomplete yes 0]
Load

If you click the it re-launches the work order list page with those results.

In order to save these results as the Default search select the Search Criteria from the drop down list,

Save
that was created and saved. Then click the button. Then Exit out of the window. Multiple

Search criteria can be saved and loaded at the user’s convenience.

NOTE: Only ONE Default search Criteria can be saved at a time. The Default Search can have one search that

has multiple criteria.
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Set your default Search - - Save
Load D Incomplete wherestatemer Name default
lo=g] 4 \:’;rk(}rderStat MBI S iy
Set your default Search : -
Load (] UserD wherestatemer Name default
Load 1 88 ‘:\I'f:‘rkOrderSta' {l‘:"‘;‘::lglr?:rs yes i}
T v o
0}

-Click here to delete the search

F B
Message from webpage ﬂ

:I Delete this Search?

[ ok || concel |

1 Click OK to delete the Search.

Additional Buttons/options:

Clear Search
m clears the search parameters
New Work Order | hrings up the form that allows you to enter a new work order

—
'Y-?
Ty
allows user to export to excel the work orders from the Work Order List.
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Clear Search

Clears the users search parameters.

Work Order List y

New Work Order ] [ New Search l [ My Search List ] [ Save Search ] [ Clear Search ] Click the column title to sort.

General Work Order Report

95% of your work order reporting will come through this report. Any data entered on the work order form

can be filtered out using this report front.

From the main menu, click on Work Orders and Select Reports. From there you will need to Select General

Work Order Report
Home -
Work Orders -
T Forms -
3 Reports -
General Work Order Report <:
Daily Emnployee Labor Review

You will then be shown a form where you can select the criteria in order to generate a Work Order report.
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Location (%)
- Status %)

Trade (%)

Purpose X

Budget X

Project (% ]

Employee (X

Department (X ]

Priority v

Work Order Description

Received Date [ ]

Completion Date ]

Report Title General Work Order Report

Expand Description [T Expand Fields to show Entire Description?

Sort Report By First [=]
Second [=]
Third [~]

Status v

If for example you click the open in you will be

prompted with the below screen shot.
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Reported Items List
status statusdescription
'd 'é
‘ Add 1 because
Add A Approved
Add C Complete
Add D Duplicate
Add H Hold
Add I Incomplete
Add L Closed
Add M Material Delay
Add R Rejected
Add S Submitted
Changepages W 4 P M
Pagel of 2, items1 to 10 of 11.

Click on _Add beside the status you want added to the report and it will move the selection to the right

pane. Repeat to make more selections.

Reported Items List
status statusdescription Ec | Complete
N'd e
Add 1 because
Add A Approved
Add C Complete
Add D Duplicate
. -
Add I Incomplete
Add L Clozed
Add M Material Delay
Add R Rejected
Add S Submitted
Changepage: W 4 » M
Pagel of 2, items1 to 10 of 11.
—)

Click Save to continue.
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This will yield the criteria selection form with your selection marked with v

Location &
Status V'

Trade W
Purpose X
Budget X
Project [ %)
Employee &
Department ©
Priority X
Work Order Description

Recefved Date
Completion Date

Report Title General Work Order Report
Expand Description [C|Expand Fields to show Entire Description?
Sort Report By First [~]
Second [=]
Third [=]

I (sid]  [Reesn)

Once all selections have been made and fields completed, Click Build to generate the report.
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General Work Order Report example:

2 http://acsteamwarks
-

eports/genworptgen.asp

)
Um

| @ http://acsteamworkslive.com/ reports/MsReports/genworptgen.aspx

From this screen you can save the file in Excel, PDF or Word. - 2=

To print the report click the

icon. Once completed just exit out of the page.

TeamWORKS Version 5.0/ WEB Work Order Manager Administrator Quick Guide
Copyright 2012 - 2013 by TeamWORKS Solutions, Inc. All Rights Reserved

File Edit View Favorites Tools Help
M 4 1 of2 b bl & 100% [~] Find | Next H®- & &
TeamWORKS Solutions, Inc. ‘T
General Work Order Report Facilities and Maintenance Solutions
Dates Received: From  1/1/1900 To 1/1/1900 Dates Completed: From 1/1/1900 To 1/1/1900
Dates e e Codes - Costs.
Location 1D WO # Dept Assn. To Received Completed Status  Priority Trade Failure Budget Hours Labor  Material Travel Total
|| Location Room # Description Resolution
il
30 7413 Maintenance Maness, 5472011 Plumbing 1] 50.00 §0.00 $0.00 k)
l Johnny
}| ACS, Asheboroe High School At Zoo School - water foutain is not working
|
302 7421 Maintenance Craven, 56/2011 GM 0 50.00 $0.00 $0.00 1
Ricky
ACS, South Asheboro Middle School Please hang Smart Board boom in in room 16.
301 7444 Maintenance Maness, 51272011 | GM 1] 50.00 $0.00 $0.00 k)
Ralph
ACS, Asheboro High School Door handle at right side at bus circle by computer help desk
needs repair
301 7449 Maintenance Winslow, 51372011 1 GM 0 50.00 $0.00 5000 1
William
ACS, Asheboro High School Change the frequency on scoreboard confroller at AHS
32 7455 Maintenance Winters, 5M19/2011 GM 0 50.00 $0.00 50.00 1
Ken
ACS, Balfour Elementary School Clean gutters system-wide
| 1
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Daily Employee Labor Review

This report will show labor transactions (not Assigned To) for any employee, department or specific labor
types specified in the report front.

From the main menu, Click on Work Orders and Select Reports. From there Select Daily Employee Labor

Review
Home -
Work Orders -
" Forms -
T Reports -
General Work Order Report
Daily Employee Labor Review ﬁ:

The following screen will appear.

NOTE: the Employee’s labor has to be entered in order to have results

Please select an employee: 0001 ~ Work Date: 9/13/2011 [E | Build Report
2 Refresh | =
W/O ID Trans ID Location Hours Requester 'W/O Date Trans. Date

No records to display.

Total Hours:
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Select an employee from the drop down menu.

Please select an emplovee:

Work Date:

D

Um

v<:|

EmployeelD MName

Arrellano, Luis Arrellana, Luis it
Cook, Kimberly  Cook, Kimberly

Craven, Ricky Craven, Ricky =
Hayes, David Hayes, David

Maness, Johnny  Maness, Johnny

Maness, Ralph
Mize, Mike
Otero, Luis
Shane, Michael

Wallare l=ff

Maness, Ralph
Mize, Mike
Ctero, Luis
Shane, Michas|

Wallare laff

w [tems 1-10 out of 12

Work Date: g/23/2011

Build Report

“ o August 2011 oo
S M T W T F 5|
32 1 2 3 4 5 6
33 7 8 9 10 1 12 13/OPate
34 14 15 16 17 18 13 20
35 21 22 (23|24 25 26 27
36 28 29 30 31
37
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Build Report

Then click to generate the results.
Please select an employee: .
ploy Work Date: 8/16/2011
Winslow, William -
& |Refresh | =]

W/OID TransID Location Hours Requester  'W/O Date Trans. Date
1676 15219 ACS, Charles W, McCrary Elementary School 2 dsummey  08/08/2011 08/17/2011
1677 15222 ACS, Charles W. McCrary Elementary School 2 dsummey  08/08/2011 08/17/2011

Total Hours: 4

2 Refresh | B

From the results you have several options

Export to Microsoft Excel, CSV

(comma Separated Values) it will open it Excel and to open in Microsoft Word. From these formats you can

save, email and print if needed.

Customer Support

Email: Support@goTeamWORKS.com

Telephone: Toll Free (866) 892-0034
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