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Getting Started with Work
Order Management!

This tool was built to make submitting and tracking work requests simple
and easy. This guide will walk you through the essentials of using our
Work Order Management tool so you can submit and manage work

requests with ease.
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1. What's a Work
Request?

A work request is how you can let
your team know when something
needs attention, like a repair. Simply
fill out and submit a quick request
form to share it with your team for
review.
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Group: Mot Set

Asssgned To Priority

M Hormal

Classroom Heating Issue

The heating in my classroom hasn't been working properly for the past few days. It feels much colder

than other rooms, which is making it uncomfortable for students. Can someone please inspect the

v

Work Request Copy Link &

Due Date

B Sep 16, 2024

heating system and ensure it's working correctly?

Wark Reguested By: Revigwar:

@ Luna Straka

> ToDo

v Related To (1)

Location

MHame

Washington High School > Reom 301

Address

111 Morth Maplemere Road

City

Buffala

State

MY

Zip

14221

History

You created this work request

Cancel Request
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2. How to Submit
a Work Request

Need something done?

€@ Click the +New button to start.

e Fill out the form with all the details -
what's wrong, what needs to be
fixed, and any important info or

pictures to help explain the request.

e Then, just hit Submit to send it off.
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Work Requests
3 Requests « View Archived Requests
Search...

Submit New Work Request

X

Add the details of your work request below. Your submission should bea for a

single work request.

‘Wiork Reguast Title
Classroom Heating |ssue

Briefly Explain Your Reguest

The heating in my classroom hasn't been working properly for the past

few days. It feels much colder than other rooms, which is making it

uncomfortable for students. Can somecne please inspect the heating

system and ensure it's working correctly?

Optional Details

Locatian

Washington High School > Room 301

Reguested Completion Date

9/16/2024

Category

HWVALC

Prigrity

High

Attachments

Upload any pictures, videos, or documents that pertain to this work reguest

f
AC Unit.webp

144KB oy

cgo-

it Filters

Q

Blbmitted

| 9/13/2024
Review 9/13/2024
Review 9/13/2024
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3. How to Track
Work Requests Geo

3 Requests - View Archived Requests

Search... Q i}t Filters
The Work Requests Dashboard is
where you'll see all your submitted Work Reauest . 0
requests. From here you can: i e Approved o3/2024 e

ﬂ Lights are flickering in the office Pending Review 9/13/2024

. Parking lot potholes

o View the status of your request.
=

Pending Review 9M3/2024

e Click on the request for more [[ommrerrosomse-coee | [ s x
details. & | M | e S @

L VL U LI TUWE, 6L I WIS R GO @i U1 e
damage and deteriorating flashing.
This task was completed by Brian Straka on 09N 212024, - Edit

. . .
C O u n I C a t e W I t h y O u r te a I I l I n The roof is no longer providing adequate protection
I I I l I I |I'ISPEC‘| roof against the elements and poses a risk of further structural
damage if not addressed.

.
th e CO I I | I I le ntS S eCtI O n Conduct a thorough inspection of the equipment garage roof to identify any signs of wear, damage,
° Due to the extent of the damage, full roof replacement is

or potential leaks. This inspection helps ensure the integrity of the roof and prevents costly repairs
from worsening conditions. Pay special attention to the condition of roofing materials, flashing, and recommended as 500n as possible to prevent costly
drainage systems. repairs and ensure the building's safety.

Brian Straka

@Ben Hauser hey did you get a chance to lock at it as
Category: Not Set e Wark Type: Not Set w wall?

v ToDo {1] 9 Ben Hauser
1 did yesterday with PR Roofing. They will send a quote by
Checklist [2/3) the end of the weeak. | will call Jax Roofing as well to come

and quate
B mspeetfoof-Surfacetor-bamage

D c o : fis= i * View More
Examine-Fashing-and-Seals

g LN e Syl 1
B Check Drainage Systems . Brian Straka

Awesome, thank you!

> Related To

> Attachments Add a Comment &
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5. Notifications

Stay in the Know

Notifications keep you informed
about what matters most. You can:

o Choose Your Channels: Select
how you want to receive alerts —
in-app, email, SMS, or mobile.

e Customize Alerts: Set

preferences for the types of
notifications you receive.
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Filters

@ Assignees

Priority
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Need Help?

If you have questions or need further assistance, use the in-app chat
support or reach out to your Account Manager.
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