Close Your Finished Service Orders When the Work is Complete

This is for “Regular” Service Orders, not for PM (Preventative Maintenance) SO’s

We will work on 4 different tabs. First we’ll use the Activities tab.

The Activities tab

We’re going to select an Activity to enter information about.

1.

Find the Service Order you want to close and open the record. (Tip: it’s probably in your CMMS

inbox called “DPW Daily Sheet (Assigned to Me)”.)

Click on the Activities tab to open it.

Infor EAM

STAGING ENVIRONMENT - JBROOKSCOORD

DPW Service Orders: 441615 Landscaping- Weeding

(=) 5 P3RS B 1 R = Y el [0 §

o ——
Record View el dulythies | Documents | Activities | | on-Labor | Schedule Tools | Permits | Book Labor | Additional Costs | Child,
N—

Service Order Template: | DP‘N—BUF—LAHDSCAP;_,,;

Service Order:» 441615 e Landscaping - Weeding
Asset: 2 ADD-3734089 oo 1601 SHRADER ST | Address

Asset Owner:
Asset Common Name: Service Order Class: ADDR
On Street: SHRADER ST From Street: CARMEL ST
District: 05 Source System: 311/Lagan
S0 Maimenancetjbpw_BUF B Source Department SO: 3195462
Department: |

Type: *| Corrective [+ HUB SO: 3195462
FIso: [~

Roadway ID:» 11865000
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We want to indicate which Activities were completed. The list shows many possibilities. Find the
Activity in question and click on it to highlight that line.

DPW Service Orders: 441615 La feeding

NeRFIO

& DPW.NSPECT DPW-CREW
& DPW-PREP.CLEAN OPW-CREW

‘ 53 DPW.WEED DPW-CREW ’
55 DPW-PEST DPYW-CREW
57 DPWRRG DPW-CREW
&8 DPW-ERPY oPW-CREW
&7 DPW-STRUCLN OPW-CREW

Schedule Taols

permits | Book Labior

Additional Cosis | Children | Project Scope

Start Date. End Dte Phase
= = i,

1 samoz0i4 oazom0ts

1 08202014 08202014

1 08202014 08202014

1 tezoz01s az0z014

1 te202014 oazom01s

1 08202014 08202014

1 08202014 08202014

1 teoz01s osz02014

1 08202014 08202014

I IO i'

“

Records 4o 14 [0 A Y

I

necsist

Peopie Requres i
Start Dute: *[ 087202014
End Date: 08202014

ala

Prase:
Completed: [~

Notice that when the line is highlighted, the details show in the box at the bottom of the screen.
IGNORE ALL THE FIELDS. The only thing you do here is check the “Completed” box and then click
the Submit button.

Trade: " DPW-CREW|
Estimated Hours:

"Completed" checkbox.
Note:

Don't touch ANY of the fields here.
Just select the activity and then click the

Somi ) cior

P Py — ey TP T e == e~ Vo N
B Activity Details
Activity: 53 People Required: * 1
Task: | DPW-WEED — - = =

N P T LA e i

Result: the list of Activities shows a checked box. It’s faint grey but it’s there. We will now use
other tabs to enter information about this Activity.

Infor EAM

NVIRONMENT DORD

DPW Service Ords

1615 Landscaping - Weeding

v | WORK

Status: In Progress.
Asset: ADD-3734089

« B NeEZo }
Activities [ . The checkmark is light-grey, but

you can see it if you look carefully. [

[AnActvtes ~E3 L ‘ ‘ 3
‘ Activity Task Trade Estimated Hours. People Required ‘Start Date End Date Phase Note Completed 3
[= o, W[ | = = = | =] | o[ | %, §
‘ 6 DPW-INSPECT DPW-CREW 0 1 082012014 081202014 B 5
3

| 8 DPW-PREP-CLEAN DPW-CREW 0 1081202014 0872012014 [ é
[ : TT DI ATER TENCEN T TOZOOTT TITOIOTT \ T {’
‘ 53 DPW-WEED DPW-CREW 0 1 08/2012014 0812012014 |2 ) i
i = 7
| o S8 DEUEST e DRUCGRI P e il SRR e DBRARL1S, - J:.__ﬂ«ﬂj
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The Book Labor tab

We are going to enter data about how long the crew took to do this Activity.

1.

Click on the Book Labor tab to open it.

Infor EAM

STAGING ENVIRONMENT - JBROOKSCOORD

DPW Service Orders: 441615 Landscaping - Weeding

- @
List View | Record View | Comments ‘ Documents | Non-Labor | Schedule Tools | Perm tJ «dditional Costs | Childre
‘WO Est. Hours: 0 WO Regular Hours: o %
| Al Booked Labor ~ES 3
Activity Activity-Trade Date Worked Eﬁ‘!&)
= | =l | ml,i
I
H
e T A et P S P $

In the box at the bottom of the screen, click on the Activity-Trade drop-down list to select the

same Activity as we just marked as “Complete” on the Activities tab.

VI S G Sy e NPV T S e VoSG eV

P

[

| Records: 0of0 [123]

Add Labor | Cop ord

B Labor Details

Activity-Trade: | [+]

6 - DPW-Crew
8 - DPW-Crew

52 - DPW-Crew

53 - DPW-Crew

Type of Hours: 54 - DPW-Crew

= S5 - DPW-Crew

Start Time: 57 _ pPw-Crew

. 66-DPW-Crew

EndTime: &7 _ DPW-Crew

Hours Worked: 68 - DPW-Crew
69 - DPW-Crew

Employee or Crew:

Date Worked:

72 - DPW-Crew
99 - *DPW-Crew

\ A vy

PN AN i Sy Y Y e g

Result of selection:

A W NI T A ST ST S
B Labor Details

Activity-Trade: | 53 - DPW-Crew [+
Employee or Crew: | ||
Date Worked: =

Type of Hours: N
StartTime: | [v]: [ [+]
End Time: I:EJ EE!
HuursWurked:':I
Susmi

,f

Lt et i b g g e e
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Now we need to list the crew (for BUF, this is the truck). We'll use the search button (the Lookup

tool) to find it.

WARNING! Don’t just click the search button. The list is really long. Instead, type BUF into the
field and then click the search button.

B Labor Details

Activity-Trads: ™

53 - DPW-Crew A

Employee or Cr{w:

Date Worked:

Type of Hours: N
Start Time:

End Time:

Hours Worked: ‘I:I

e e T B e W P I I S NP

J

(i | e

i O L LY heinhealieedlh T Vo ¥ S

Result of click: the “pre-searched” displays.

- A5 <= FaaEa

<
ecords 0ot (123

Actiety-Trade:* 53 .
Employee or Crew
Date Worked *

Type of Hours: W

Employees.

Select a record and cick OK

e g vor o —
Employee. Name Trade Department Class Class Org.
OPIOUTO00T  DPH.BUF Bucke Track 0001 o

CPILOUF0003  DPI-BUF BucketTruck 0003 .

CPIOUFATY  OPIBUF Range Truch 463 oPwer

CPWOUFAT  DPW-BUF Soge Cab Unty Bed Trock 417 P

CPIBUFAS  OPIBUF Ranger Tk 418 orvee

OPUOUF 650 P BUF Uity B Truck 431650 e

CPN-BUF1620. DPW.BUF Uty Bed Truck 431680 oPwaur

CPILOURS05  DPIBUF S Co Ut Bad Tk 06 pr

DPW.BUF.512 DPW-BUF Single Cab/ Usiity Bed Truck 512 DPW-BUF

OPIBUPSZY  DPALBUF Sigi Cob sty Bod Track 20 oPwa

DPW-BUF-525 DPW-BUF Single Cab/ Usity Bed Truck 525 DPWY-BUF

DPW-BUF 504 DPW-BUF Mini Dump Truck 604 DPW.BUF

- (=]
Trade ‘Hours Worked End Time
w =5 w,| %

Start Tima.
nd Time:
Hours Worked *

&3 &3
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Here is the close-up of the truck list. Find the correct truck and double-click to choose it. (Or
highlight it and then click the OK button.)

Employees
Select a record and click OK.

I(defaurl} LI m IEmpIDyee L" Contains LI BUF I:ﬂ
Employes Name Trade Department Class Class Org =
DPW-BUF-0001 DPW-BUF Bucket Truck 0001 ® DPW-BUF [£]
DPW-BUF-0003 DPW-BUF Bucket Truck 0003 * DPW-BUF

DPW-BUF-403 DPW-BUF Ranger Truck 403 * DPW-BUF

DPW-BUF-417 DPW-BUF Single Cab/ Utility Bed Truck 417 A DPW-BUF

DPW-BUF-418 DPW-BUF Ranger Truck 418 o DPW-BUF

DPW-BUF-431-650 DPW-BUF Utility Bed Truck 431-650 % DPW-BUF

DPW-BUF-431-680 DPW-BUF Utility Bed Truck 431-680 & DPW-BUF

DPW-BUF-506 DPW-BUF Single Cab/ Utility Bed Truck 506 * DPW-BUF

DPW-BUF-512 DPW-BUF Single Cab/ Utility Bed Truck 512 = DPW-BUF

DPW-BUF-523 DPW-BUF Single Cab/ Utility Bed Truck 523 * DPW-BUF

DPW-BUF-525 DPW-BUF Single Cab/ Utility Bed Truck 525 * DPW-BUF

DPW-BUF-604 DPW-BUF Wini Dump Truck 604 i DPW-BUF v

Result of choosing the truck shows below. Next we will enter the Date Worked.

T By Mr""—u\_'_ﬂ et
B Labor Details

Activity-Trade: *| 53 - DPW-Crew [+]
Employee or Crew: | DPIW-BUF-512 |...| DPW-BUF Single Cab/ Utiity Bed Truck 512
Date Worked: 'l |]

Type of Hours: N
[ [
enaoe: ) [ v
Hours Worked: 'I:l

Start Time:

=0 B3

Y e ST e ey o U i e ey

To enter the date the work was done, click the Calendar icon to see the drop-down calendar.

— ", ol P i

B Labor Details

Activity-Trade: *| 53 - DPW-Crew [v]

Employee or Crew: | DPW-BUF-512 DPW-BUF Single Cab/ Utility Bed Truck 512
CDate Worked: ]

Type of Hours: N

Start Time: l:E] : l:E]
End Time: l:E] : l:E]
Hours Worked: 'l:l

=D &3

T o T WY
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Use the arrows or drop-down list to change the month. Click on the date to select it. (Be careful
not to enter the current date unless the work was done the same day you’re doing the CMMS

data entry)

) IAugust vl »

B Labor Details

Activity-Trad
Employee or Crex
Date Worke

Type of Hour

SUN

K

MON
28

Calendar -- Webpage Dialog

TUE WED THU

29
5
12

30

3
7
14
il
28
4

Xl
FRI SAT
1
8
16
23
30
5 6

i s i i A O NP o o e T '_'\_,-1

abi Utility Bed Truck 512

Start Time: w|: v
End Time: I:E]: I:B
Hours Worked: .I:I

=n

‘uﬂ-’ el g,

el T W e T e e

Result of selecting the date shows below.

Type of Hours:

Start Time: I:B: EB
End Time: I:B: I:B
HDursWnrked:‘l:l

o)

Employee or Crew: | DPW-BUF-512

Date Worked: *| 08/22/2014

=

N

...| DPW-BUF Single Cab/ Utiity Bed Truck 512

B Labor Details

Activity-Trade: *| 53 - DPW-Crew

ot ] i

e e | et ey eSS e
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The next field is grayed out — you can’t change it. Skip ahead to “Start Time” so we can show
how long the crew was on-site. Use the drop-down list to select the hours and minute. First
enter the Start Time...

e P TP R W o P
B Labor Details

Activity-Trade:*| 53 - DPW-Crew [
Employee or Crew: | DPW-BUF-512 |] DPW-BUF Single Cab/ Utility Bed Truck 512
Date Worked: *| 08/22/2014 =]

Type of Hours:

Start Time:

End Time:

Hours Worked: 'I:I
[suomit | ciear |

e e e e it

...and then enter EITHER the End Time OR Hours Worked, and then click the “Submit” button.

—_r, N e Y AT,
B Labor Details

Activity-Trade: | 53 - DPW-Crew [+
|| DPW-BUF Single Cab/ Utilty Bed Truck 512

Employee or Crew: | DPW-BUF-512

Date Worked: | 08/22/2014

Type of Hours:

Start Time:

End Time: : m v|
Hours Worked: ‘

i B L T T L, B L]

Result: The data you’ve just entered will show in a line in the top part of the screen and the
details box in the bottom part of the screen will be empty again.

WO Est. Hawrs [ WO RngularHoars: 2 WO O Hours: o

l
Recoras: 1o (123

2 Labor Datails

Ay Tiade "

Employne or Crow
Date Wocked
Tyoe ot Hours
Strt Te

£ Time
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The Non-Labor tab

We are going to enter data about what measurable things the crew accomplished. For example,
if the Activity is Mowing, we’ll use this tab to show what percentage of the area was mowed.

1.

Click on the Non-Labor tab to open it.

Infor EAM

STAGING ENVIRONMENT - JBROOKSCOORD

DPW Service Orders: 441615 Landscaping - Weeding

3

« O ¢
List View | Record View | Comments | Documents | Activities EILLEELLIE S hedule Tools | Permit

’)

i Issue/Return Summary lv :@ 3
Material / Measure Description Est'ma‘eSIQ:

™, | | = 2

+

!
Wﬁwvwmww\«f

In the box at the bottom of the screen, click on the Activity-Trade drop-down list to select the

same Activity as we marked as “Complete” on the Activities tab.

P P e i W

Hon Labor Details

*6 - DPW-Crew
& - DPW-Crew

" a4, 32 - DPW-Crew

Estimate $/ Quantity: 3 DPW-Crew

UOM: 54 - DPW-Crew

55 - DPW-Crew

456 - DPW-Crew

Transaction Type: 57 - DPW-Crew

Material / Measure:

I

99 - “DPW-Crew [“Submit |

ki

Dat %68 - DPW-Crew {

ale: g9 _ DPW-Crew

Actual Quantity: 7! - DPW-Crew )5
72 - DPW-Crew !

e

A

?

2

Result of selection:

e A
Hon Labor Netaile

Activity-Trade: *| 53 - DPW_Crew v :

J

Material / Measure: l
Estimote S/ Quantty: || ¢

UOH:

Transaction Type: '
Actual Quantity: I:l

o ) cisr

e T
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3. Now we need to list the Measure. This means “what work got accomplished that we can

4.

measure”. For example, street crews will count potholes filled, while mowing crews will list
percentage of mowing complete. We’ll use the search button (the Lookup Tool) to find the

correct Measure.

WARNING! Don’t just click the search button. The list is really long. Instead, put in part of the

code and then click the search button.

L T T T a aT T —

Non Labor Details
Activity-Trade: *| 53 - DPW-Crew 7

——
Material / Me: H
K
Estimate %/ Quantity: E
2
uom:

Actual Non Labor
-
Actual Quantity: l:l T
=0 J
i
}
>

The pre-searched list has only 1 result. Double-click on it (or click the OK button) to select it.

Parts.

Select a record and click OK.

(defaut) = E3 [Part Sllconains ]| e | "Run |
Part

Description. Store ‘Store Qty. ]
WEEDNG Weeding (SQFT) DPW-STORE 0 N

o

Result of choosing the Measure shows below. Next we will enter the Date.

UOM: SOFT

T, T, e, T ——r
Non Labor Details
Activity-Trade: | 53 - DPW-Crew [+] )}
Material / Measure: | WEEDING || weeding (saFT) ‘E
Estmate §/ Quantty: | | %
H

Actual Non Labor

Transaction Type: ‘| lzsue
Date: ‘| |]

Actual Quantity: l:l

=0 3

T P
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5. Skip the next 3 fields (Estimate, UOM, Transaction Type) and jump down to the Date field. Click
the Calendar icon to see the drop-down calendar.

Hon Labor Details

Activity-Trade: *| 53 - DPW-Crew

v

Material / Measure: | WEEDING

Estmate S/ Quantity: | |

UOM: SQFT

Actual Non Labor

Transaction Type: 3 lzsue

Date:

Actual Quantity:

P e e W W T N

]
.|  Weeding (S0FT)

P|

T P N

=1 &3

e it T e T e ea S

6. Use the arrows or drop-down list to change the month. Click on the date to select it. (Be careful
not to enter the current date unless the work was done the same day you’re doing the CMMS

data entry)

7. Click the OK button. (Note that the double-click doesn’t work for THIS calendar. You must use

the OK button instead.)

Material / Measur

N
Non Labor Details
Calendar -- Webpage Dialog

SUN MON TUE WED THU FRI SAT
Estimate $/ Quantit 27 28 29 20 21 1 2
olll 5 4 &5 6 7 8 9
Actual Non Labor 0 1 12 13 14 15 16
Transaction Typ 17 13 19 20 21 22 23
24 25 26 27 23 29 30
Dat
31 1 2 3 4 5 6
Actual Quantit
Hour: 11 Minute: 53

[Submit | Ciear |

Iwwv\rw

e U Y S Y

Page 10 of 14



In the next line, enter the ACTUAL QUANTITY. (This is usually 1 for Arborists.)

L —— L VY T e o A,
Activity-Trade: | 53 - DPW-Crew [+ ;
Material { Measure: | WEEDING .| Weeding (SQFT) }
Estimate S/ Quantty: | | }
UoM: SQFT ’g
Transaction Type: *| lssue | 7]
Date: *| 08222014 11:53 =

Gctu al Quantity: )

[Swomi ) e

e e i ey

Click the Submit button.

L — e L Y S A e s
Activity-Trade: *| 53 - DPW-Crew [+] :
Material / Measure: *| WEEDING |...| weeding (s0FT) }
Estmate S/ Quantty: | | 3
UOM: SQFT "g
Transaction Type: 'l lssue | v
Date:*| 08222014 11:53 =

Actual Quantity:

T ara

Result: The data you’ve just entered will show in a line in the top part of the screen and the
details box in the bottom part of the screen will be empty again.

© 8?03

PERATIONS | Doeu

‘Add Part ot Parts List | Delele Plamned Part] Dl Reservation | Create Pors Reauiskion | reae Pk Tiket | Recard Slochouts | Seect Substiule Pa

Hon Labor Details

actay-Trace: " [+
uatora easare:
Evimae & Qe

vou

Actual Hon Labor
Transacton Type: *sue

e’

Actul Quantty
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Back to the Record View tab

Just 3 more changes

1. We need to enter the “Completion Reason” for this Service Order. See the close-up view in the
next screenshot.

«~ OEX€ERNEZIm
Servics Onter Temgise, B BU7 LANDSCA Status i Progress T
Servios Order. = 441615 *Landscaping - Weading Repoted By 311
Asset & A00-374000 . 1601 SHRADER 5T| Adress Reavestea oy mona: | 701 3130
Asserowner: Requesses oy Emar | contsnt 311 @100 o1y
asset Common Hame Serves Order Cass: 4008 Requesters Deparment (311
OnSweet  SHRADER ST FromSweet  CARMEL ST Date Reparied:*| 08202014 1415 =]
District. 08 Source System 311/Lagan Created By HUB.
sau.nmn:::wwf Source Digarment S0 3105462 Date Creslsg. 08202014
e HUBSO: 3195462 Sowce; [HUB
[
Rosdway C: 11005000
Safety. [~ Call Back Request?™. Aussigned By: ¥ LWLLIAME 1932
Priorty:* 4 - Non Urgent Duphcate 50:+ ‘Servics Order Lead: *|LWLLIMS 1932
‘Problem Code: ¥/ LANDSCAP Parent 50-s| 115457 50 ULesds Phone o (415)641-2678
Boce 1288 Reiaes 500 Veticw: 512
Lot 088 Sttt [Fanes
& COMPLETION Sde Contact.
J—— St Cantact Phane:
. e
B Fuuns g Stan Date: =]
Funding Sewrce: | 2018.8501F 10 Descrpton.  Need JO Desc Fenes ot .
Funding Source (f NOT Amcate ¥ Start Date: | 0822/7014 0500 [ ]
Avalssie niLst Work Accepted Date: 08202514 1515 [3)
e saspeatae (G165 D
NTE Amaunt [USS] % Budget Uses: [ Inspection Schedued =] =

2. Click the Search button to select the Completion Reason.

Roadwidy ID:= 11
B SERVICE ORDER DETAILS
Safety: [

Priority: *| 4 - Non Urgent

L

Problem Code: *| LANDSCAP

M
o

Block: 1289
Lot: 065
B COMPLETION
Failure Code: |

Completion Reason.:

B FUNDING

Funding Source: | 9016-9501F

Funding Source (If NOT
Available in List Above):

B SERVICE ORDER COST

NTE Amount [USS]: |

VW\J,_\,J—WMM,—H,\

Call Back Request”;'
Y
Duplicate S04

Parent

Transfer To Departrner@

-
JO Descriptiof),

Auucata;l’
3

E

% Budgst Used/
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Result of click. The list of Completion Reasons displays. Most of the reasons listed are for jobs
that cannot be finished. For every job that IS finished, choose “Resolved” and then click the OK
button.

Here is the close-up of the list. Select “Resolved” and double-click to choose it. (Or highlight it
and then click the OK button.)

Infor EAM -- Webpage Dialog ¥ |

Completion Reason.

Select a record and click 0K

[ getaut) | Custom Field =lfconans =[] | Run |
Custom Field L
Cancelled [«]
Client Cancelled

Duplicats

Environmental
Equipment Availability
Insufficient Information

Na Work Needed

Transferred

Result of choosing the Completion Reason shows below.

e pm———
Prigrity: |4 - Mon Urgent - A Duplicats

x 2

Problem Code: *| LANDSCAP ..] Parent

3
Block 1289 Related,
s
Lot 065 J
4
B COMPLETION

ion Reason.: | Resolved

Action ({

Transfer To Depart?

Funding Source: ! Jo Dtr_scrig
vaisbemtitAsovey | )
Available in List Above):
B SERVICE ORDER COST

b
! NTE Amount [USS] % Budget L)
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5. Sometimes, the Service Order is for a request that actually turns out to be an emergency. (This is
not common, but it happens. An example would be if an Arborist is called out to prune a tree
but what they find is actually a large broken branch that is threatening to fall on pedestrians.) IF
THIS HAPPENS, change the Priority from “4 - Non-Urgent” to “2 - Emergency”.

DPW Service Orders: 441615 Landscaping - Weeding

« B
[P A M Comments | Documents | Activities | Hon-Labor | Schedule Tools | Permiy
3
Service Order Template: | DPW-BUF-LANDSCAR .| }
Service Order: 441615 *Landscaping - Weeding | f
Assetf[ADD3734089 || 1601 SHRADERST| Address 2
Asset Owner: 1}‘
Asset Common Name: Servied]
On Street: SHRADER ST :
District: 05 5%
so M;menance:,w’:l o Dé
FIso: [ i
Roadway ID:» 11865000 -g
B SERVICE ORDER DETAILS
afe call &g
o W | ;
propidn Cade:* 1 - Official Prioriy !
2 - Emergency 3
Block. 3-Urgent 7
4 Non Urgent }
Lot Default work order priority 7
B COMPLETION
FareCode: | || i
Completion Reason: | || Transfer T3
Horoneg

6. Finally, set the Status to “Work Completed” and save the change.

® #= ? i =
SETS OPERATI Documentation

Status: In Progress
Aszset: ADD-3734089

Status: *| Work Completed M|

Reported By:

i Requested By Phone: | 701.3189
2 Requested By Email: | content.311@sfgov.org
E
p%

Requester's Department: | 3N
Date Reported: *| 08/20/2014 1519

Created By: HUB

7. If this Service Order involved any more Activities, follow all these steps for each Activity. When
you have done all the activities, you’re done with this Service Order.

You’re done with this one! Go on to the next Service Order you need to close out.
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