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HOW WORK FLOWS INTO THE SHOP

UW FS-WORKS FMAX Work Flow
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UW FS-WORKS FMAX Work Flow
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UW Custodial FMAX Work Flow
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UW Alterations FMAX Work Flow

Assign to Project
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FMAX Modules Used in The UW Facilities Services System
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Type=MAINTENANCE

TYPE

MAINTENANCE

ASSIST

DESCRIPTION
WORK REQUIRED TO
REPAIR, RENEW,
SHUTDOWN OR
COMMISSION NEW

FACILITIES

CATEGORY
ASSIST

CALLOUT

CORRECTIVE

EVENT

PLANNED
PREDICTIVE

PREVENTIVE

ROUTINE

DESCRIPTION
SHUTDOWNS AND
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ASSISTS

ON CALL WORK
PERFORMED ON NON
WORKING HOURS AS A
EXCEPTION TO REGUL/
SHIFT SCHEDULES
WORK PERFORMED IN
RESPONSE TO A REQU
FOR MAINTENANCE
SERVICES

WORK ASSOCIATED WI
AN EVENT
SCHEDULBBORK
PREDICTIVE
MAINTENANCE WORK
PERFORMED TO PREDI
FUTURE PROBLEMS AN
TARGET REPLACEMEN"
PRIOR TO COMPONENT
FAILURE

PREVENTIVE
MAINTENANCE WORK
ORDERS

WORK PERFORMED ON
RECURRING BASIS,
INCLUDES KEY CUTTIN!

The processing flowchart for managing a TYg&INTENANCEategoryASSISWork Order within the

FacilityMAX Work Management module is detailed below:
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CALLOUT
The processing flowchart for managing a@yMAINTENANCEategory:CALLOUWork Order within

the FacilityMAX Work Management module is detailed below:

1. Customer requests work during diburs, outside of regular shift.

2. CFLOAfAGASA hLISNIGA2YyEA alAydSylyOS!| § d&zOR2 9lzié Chi2{ R 2
3. FOMS generates the WO in FaciltiyMax. Status is chang&d@ACTIVE.
4. FOMS completes their phase of the WO.

5. If the work is complete and the problem fixed, FOMS completes WO and changes stat8 to
WORK_COMPLETEmMore work is regired, FOMS adds a phase for the regular shift and the normal

work order process takes place. Autom&fit/IAILto customer is generated.

University of Washingtoh/ 2 NS t N2 OS é
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CORRECTIVE
The processing flowchart for managing a TyRRAINTENANCEategory CORRECTIWWHork Order

within the FacilityMAX Work Management module is detailed below:

¢CKS /dzaG2YSN) ARSYGATASA I ySSR F2NJ CFOAtAGAS

work, or they need some other service that Facilities Services provides.

1. The Customer submits a work request thru FS Worksad, by phone, or wallap. The
request is reviewed by Customer Service Center (CSC) personnel. If more information is
required, the CSC contacts the customer for more information. The work requestns the

either Approved or Rejected. AutomataVIAILto customeris generated.

2. The CSC promotes the work request to a work order and then assigns the Type and
/' FGS3I2NBEE 22N)] /2RSS IyR lfta2z SydidSNaA (KS Odzai
then assigns th&vork order to the appropriate Responsible Party (RP) who is responsible to
process, manage, and complete the Work Order. Status is changseD OPENIf work
order is an emergency, the CSC calls the communications Center and alerts the Shop Lead

or Maintenance Coordinator)

3. The RP (in most cases a Shop Lead or Supervisor) then intakes the work order by using pre

defined personal queries on the FaciltiyMax WorkDesk.

4. The RP (Shop Lead or Supervisor) manages the Work Orders from the Work Order Phase
Status 100 OPEN through Work Order Phase Status 400 WORK_COMPLETE.

5. The RP determines whether or not customer contact is needed. If yes, the RP contacts the

customer.

6. RP then assigns WO to the appropriate shop/trades person. RP changes work code if needed

and prints WO for trades person. Status is changesloio ACTIVE

University of Washingtoh/ 2 N3 t N2 OS é
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7.

10.

Trades person inspects job and determines if it can be done without any further assistance

from RP. i.e. need materials / safety concerns?

If trades person needs assistance, he/she contaees RP to order materials or to get a
safetywork plan generated, or a haz mat survey perform@tlissues cannot be resolved,
WO is cancelled and handed off to the Maintenance Coordinatgi)cancelled, automatic

E-MAILto customer is generated)

If no assistance is required, trades person completes the repair or task, notifies the client if
necessary and appropriate. Then returns the WO with any notes to the Responsible Party.

(in most cases the Shop Lead or Supervisor).

The RP or designated person (siimes the Program Support Supervisor or the CSC) enters
the completion notes into FaciltiyMax. Status is changed4@® WORK_COMPLETE.

AutomaticE-MAILto customer is generated.

University of Washingtoh/ 2 NS t N2 OS é
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Enginering Services Support in Type Maintenance Category Corrective

Type Maintenance : Category Corrective : Engineering Support

Adds Engineering

; Shop as Phase in
WO in FMAX| ————»| —
Start WO. Phase status

= OPEN

WO Resp Party

v

Engineers find Phase

(status=OPEN).Change| | | parorms work.
work code Group =

ENG Support

Report Time on WO
in BIRT or Crystal
Enterprise

Engineering
Staff

Y Enters completion info

into notes & changes
|
Work Complete Phase status to WORK

COMPLETE

Engineering
Staff

Some work orders will need to have Campus Engineering added as a phase. For work in this category,
the process will go as follows,

1. Responsible Party (Shop Lead/Swior) will determine they need Engineers assistance. They will add
one of the Engineering Services Shop Crews to a phase in OPEN. The work code on this phase will be one
of the codes under the work code group ENG SUPPORT.

2. The Engineers will find their wioand phase. They will manage the phases to completion.

Engineers will report time in FMAX.

EVENT
The processing flowchart for managing a Tygé&INTENANCEategoryEVEN Work Order within the

FacilityMax Work Management module is detailed below:

1. Custoner creates request for new work via FS Workmal, phone, or walup.

2. CSC assigns, Type, Category, generic problem code, etc.

3. CSC determines if information is complete. If no, CSC contacts customer for more information. If yes, proceeds

to next step.

4. CSC routes WO to the Maintenance Coordinator/Responsible Party. Status is chah§edBEN.

University of Washingtoh/ 2 NS t N2 OS é
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5. RP contacts the customer.

6. RP then plans/ schedules the work. RP works with Leads and Supervisors for execution of the work.

7. RPissues WO to appropriate shdfmrmal WO process takes over.

University of Washingtoh/ 2 N3 t N2 OS é
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Re™®r from other WR
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PLANNED
The processing flowchart for managing a Tyig&INTENANCEategory;PLANNEMWork Order within

the FacilityMax Work Management module is detailed below:

1. Custaner sends request to Facilities Services via FS Workajlephone or walup.

2. Customer Service Center (CSC) personnel intakes request. CSC assigns the WO a Type and Category

and generic problem code, etc.
3. CSC determines if more information is requirtfid/es, CSC contacts customer for more information.

4. CSC then assigns the WO to the Responsible Party (in most cases the Shop Lead or the Supervisor)
Status is changed tt00 OPEN

5. The RP contacts customer (if needed) and changes statlBX&€ USTOMEBRONTACTED

6. The RP determines if a haz mat survey is needed. If yes, survey is done and haz mat removed. If no

survey is required, RP goes to next step.

7. The RP determines if a shutdown is needed. If yes, RP contacts the Shutdown Coordinator and the

Zone Mantenance Coordinator. If no, RP goes to next step.

8. RP contacts customer with the schedule for the work, enters the specific work code, assigns the work

to the appropriate shop / trades person. Status is changeX)twACTIVE
9. RP prints WO with plan andleedule for shop / trades person.
10. Trades person completes the work or repair.
11. Trades person or RP contacts customer and tells them job is complete.

12. Trades person enters information about the job, materials used, notes, time spent, etc. on time sheet

with WO number and gives it to the RP.

13. RP enters any notes and updated FaciltiyMax. Status is change®)@oWORK_COMPLETE.

University of Washingtoh/ 2 NS t N2 OS é
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PREDICTIVE
The processing flowchart for managing a TypeAINTENANCEategoy: PREDICITVWork Order

within the FacilityMax Work Management module is detailed below:

1. Work Order is created in Facility Max by Facilities personnel and assigned to the appropriate

Responsible Party. Work Order status is changetDfoOPEN.

2. RP thenshedules the work, contacts the customer if necessary as per-dgfieed process.

3. The RP or designated person (sometimes the Program Support Supervisor or CSC) enters the

completion info Status is changed460 WORK_COMPLETE.

4. Notes and data from the wrk order are used to create reports that predict future maintenance

issues .

University of Washingtoh/ 2 NS t N2 OS é
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PREVENTIVE
The processing flowchart for managing a TypBAINTENANCEategory:PREVENTIV@Work Order

within the FacilityMax Work Ma&agement module is detailed below:

1. Preventive work order is generated by the PM Manager.

2.2h Aa RSEtAGSNBR (2 {K2L¥A @GAl wSalLlRyairofsS ti1onlieQa
OPEN

3. RP assigns WO to appropriate trades person. RP pridisfaW trades person. Status is changed2fa)
ACTIVE

4. Trades person updates equipment info on the paper copy of WO.

5. Trades person completes the preventive maintenance work. Any important information is entered onto

paper WO and turned in to RP. Stats€lhanged t800 WORK_COMPLETE

6. Designated Supervisors and Leads will update FMAX Master Asset Profile.

University of Washingtoh/ 2 N3 t N2 OS é
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GENERATING PM WORK

Preventive Maintenance: Creating/Editing Templates
PM Manager Process

Setup/Edit Setup/Edit
New/Edit Template Template Template —» Save Template Done
Header Phases

New/Edit PM . Property By
Template Template Client Funded No Projection End No-» Template
- Type/Cat/Status
Description Date

Yes

Yes

Associate w/
Project

Grouping: Asset
By Template

Fixed/Calendar

Calendar Dates

Status
(Open)

PM Standard

P Add/Edit PM
Template Phase

Priority/Work Code

(Preventive) Last Date Default

Phase Description

Add/Remove
Assets

Remove

Load Assets | [«——Adding Removing Assets
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Preventive Maintenance (PM Setup Express Replacement)

Master Asset Profile: Reschedule, Inactivate

Start
Add a Reschedule Request a
Note to the Asset Reschedule
Reschedul (Note Type: (Status:
Reschedule) Reschedule)
v
Q. .
(=) Find Asset to Reschedule
= Maintain OR Inactivate
0
Add an Inactivate Request a
Inactivate—m to the AsseF — Inactivation
(Note Type: N "
(Status: Inactivate)
Inactivate)
Find Asset
Needing to be
Reschedule
Reschedu.led —» Asset PM
(Status:
Reschedule)
—
Q
(o]
©
% Install Asset
s (Status: Installed)
= Y
o
Find Asset
Negdln_g Review Inactivate Einish
Inactivation Note
(Status: Inactivate)
Inactivate
Asset
(Status:
Inactive)
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Preventive Maintenance: Shop Work Order Process

PM Work Order

Customer

Life & Safety No- Regulated N Funded
Equipment/
Building Based,
S Y
Equipment Building Yes P Mo
Asset Profile: .
Inactivate or Email
Reschedul fspm@u Tokay, RCM, L&I
eschedule ‘Autocad/Word/Excel & Inspection Reporting, and Contact the Customer
Forms to SFD Other External
Systems
Correct
Update Asset [¢No Information
Profile
Complete the PM
Shop Shop
Canociljéll\'/ork “-No- Resources Resources No—p Canociljéll\'/ork
Available, Available :
Yes Repair Needed
New FMAX :
Work Order, No Final FMAX
. | Work
Asset Profile > | Management
shud Number on il
Shutdpwn Yes—p| utdown Phase
Required Process
Initial FMAX
N Work
- "] | Management
Process
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ROUTINE
The processing flowchart for managing a Tyd&INTENANCEategory:ROUTINBVork Order within

the FacilityMax Work Management module is detailed below:

1. Responsible Party (in most cases a Shop Lead or Supervisor) creates a work order. &tgtecs toi1 00
OPEN.

2. The RP sets a schedule for this recurring work.

3. Some areas (Health Sciences for example) require customer contact. Contact them as per SOP and inform

them of recurring schedule.
4. RP prints the WO for the Trades person. Status is clthtgy@00 ACTIVE
5. Trades person performs work on a recurring basis.
6. Trades person returns the WO to RP when work is completed.

7. RP or designated person (sometimes the Program Support Supervisor of CSC) enters the completion notes

and other information ito FaciltiyMax. StAus is changed4@0 WORK_COMPLETE

University of Washingtoh/ 2 N3 t N2 OS é
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Type=CONSTRUCTION

TYPE DESCRIPTION CATEGORY DESCRIPTION
CONSTRUCTION CONSTRUCTION, NOI' ALTERATION ALTERING PHEAL
MAINTENANCE WORF SPACE
TO RENEW, REMODE
FACILITIES
DESIGN ENGINEERING DESIG
SUPPORT
SUPPORT ENGINEERING
CONSTRUCTION
SUPPORT
ALTERATION

FacilityMax Alterations Process Overview SOP

The general processing flowcharts for managing Alterations Work Orders within FacilityMAX are detailed
below:

Within Type Construction Category Alteration there are 4 subprocesses:

Project Managed Fixed Price
Project Managed Time and Material
Shop Direct Fixed Price

Shop Direct Time and Material

There is also a process for work where Campus Engineeringliscidy

O
w»
Q)¢
w
i
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Alterations Project Managed Fixed Priced Process

Project
Services

- Project
CSC determines Alterations » Manaéer as »| Manager Phase » Phase inphase |—
Alterations work 52ADMIN Responsible 002 and WO Status = OPEN

Assign
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Status=OPEN Party

Project
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! ,
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CONTACT Price

A

Shop

Find All Phases EST Manage work Phase
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REQUEST WO status EST phase COMPLETE

Work

Create Phase
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Project Managed Fixed Price
Customer Request Submitted and Approved

PR

Customer (Requestor) submits an\W®RKS request or calls in request.

The request passes through the Approval Routing system.

The approved Request ca® into FMAX Customer Request approval screen.
The Zone CSC staff will review, approve and classify Alterations requests to:

a. Type = Construction
b. Category= Alteration
c. Based on building FACNUM a Problem Code 00PS1, 00PS2 or 00PS3 is assigned.

Project Serwes Finds New Work & Assigns Responsible Party (Project Manager)

1.

2
3.
4,
5

Project Services searches for work based on Problem Code.

Search criteria: Work Order Status= OPEN, Problem Code = 00psl, 2 or 3

Project services assigns Project Manager to Work order.

PressEdit. Under view select, go to Reference Data.

In Shop select 52 Project Manager, in Shop Person select Project Manager (press the Zoom to see
or enter EID). Press the Green Done flag.

Project Services Adds New Project Manger Phase 002

1.

2.
3.
4

Project Servicesdals phase 002 for 52 Project Manager in phase status OPEN.
In the phase area, click the link to phase 001.

In the phase screen, press the Copy Phase icon.

Do not select anything to copy over, press the Generate icon.
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5. Change the Shop to 52 Project Manage¢he work code to ALT_PROD.
6. Press the Green Done flag.

7. Close phase 001 and change the Work Order Status to ASSIGN.

8. Save the Work Order.

When Work Order status is changed to ASSIGNED an email will go out to customer. The email will
contain Work Order maber and Project Managers email and phone number.

Project Manager Finds Assigned Work and Contacts Client

1. Project Manager finds work under search criteria: Work Order Status= ASSIGN and their
Shop Person EID#.

Project Manager Contacts Client.

Changes th&Vork Order Status to CUSTOMER CONTACTED

Press the Save icon.

Customer requests a Fixed Price Contract.

aroN

Fixed Price Phase Created

1. Project Services or Project Manager adds a Fixed Price Contract phase to the work order in status
OPEN.

2. Press the Edit icon.

3. Inthe phase area, click the link to phase 001.

4. Inthe phase screen, press the Copy Phase icon.

5. Do not select anything to copy over, press the Generate icon.

6. The phase Status will automatically default to OPEN.

7. Inthe phase Description write FIXED PRICBJSTMENT

8. Make sure the shop indicates 52 ADMINISTRATION.

9. Press the Green Done flag.

10. Press the Save icon.

Initial Scope of Work Created

1.

Project Manager writes up scope of work.

Add Shops to Work Order

NG hWNE

9

Project Manager creates phases for shop crews.

Press the Edit icon.

In the phase area, click the link to phase 002.

In the phase screen, press the Copy Phase icon.

Do not select anything to copy over, press the Generate icon.

The phase Status will automatically default to OPEN. Change phase stat&EIMATE REQUESTED.
Select the shop for example 54 Carpentry.

Press the Green Done flag.

Press the Save icon.

Note: have to save each phase as added, cannot add multiple phases without saving in between
each.

Shops Finds Work and Creates Estimate
1. Shop kad finds work under search criteria: Phase Status=ESTIMATE REQUESTED and their Shop.
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Press the edit icon.

Click on the link to your phase.

To enter estimate, in your phase, under view select, find Cost Analysis. Enter the Labor Hours, Labor
Cost and Matgal Cost.

Press the green done flag.

After estimate is entered change the phase status to ESTIMATE COMPLETE.

Press the green done flag.

Press the Save icon.

EIAEN

N O

PM finds completed estimates, writes Contract

1. Project Manager finds the completed estimate bysding on phase status = ESTIMATE COMPLETE

2. Goes under the View select for each phase and copies the labor and materials.

3. Add up the estimate totals, calculates their 9% surcharge and enters into the Contract box under the Cost
Analysis in their 52 ProjeManager phase.

4. ***now the scope/estimate/contract is created in EXCEL {nedp will see about using the Notes Log with
the Note Type Scope to replace this document***

5. Takes the Scope information and Estimate and creates a fixed price contract for te clie

6. Changes the Work Order status to ESTIMATE PREPARED.

Proj.Services sends out Contract to Client
1. Finds work with the completed contract by searching for Work Orders in Status ESTIMATE PREPARED
2. Mails out contract and changes work order status to ESTEVIBMITTED.
3. Client has *90days to reply back*

Customer Accepts or Rejects the fixed price Contract
If Accepted,
1. Proj Services changes WO status to APPROVED.
2. Enters encumbrance amount in the Budget Field.
3. Notifies Business Office amount to encumber.
4. Progct services changes Fixed Price phase status to ACTIVE (this will enable progressive billing.)
5. Project Mgr. changes all shop phases to ACTIVE and Work order Status to ACTIVE.

If not accepted,
1. If the work order changes from a fixed price contract to aetemd-material job, the adjustment phase

will be set to status CANCEL. An adjustment report will generate matching reversal transactions for any
adjustments already posted to the adjustment phase.
2. If client wants to cancel job, change Work Order StatuSANCEL, all phase Status to CANCEL.

Shops Manages Work to Completion.
1. Shop Lead finds work under search criteria: Phase Status=Active and their Shop.
2. Pressthe editicon.
3. Click on the link to your shops phase.
4. To assign people go under view select Shexséh
5. Click the plus sign.
6. Press the Zoom and select from the crew list.
7. Can indicate who is primary.
8. To add more, press the Big Green Plus sign and press the Zoom again to get the crew list.
9. Press the Green Flag when finished.
10. Press the Green flag 2 madiienes.
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11.

Press the Save icon.

Shops Complete Phase

12.
13.
14,
15.
16.
17.

Once your phase work is completed, go back to the work order.
Press the Edit icon.

Click on the link to your phase.

Change the phase status to WORK COMPLETE

Press Green Done flag

Press Save.

Project Manage checks that all shops are complete WO Status = WORK COMPLETE
1. Once all the shop phases are in WORK COMPLETE, change the Work Order status to WORKS COMPLETE.

Fixed Price phase = COMPLETE
1. Once the adjustment phase is set to status WORK COMPLETE, aneaujuspurt will identify any fixed
price cost underages and post a charge transaction to the adjustment phase under the contract
subledger. FacilityMAX does not prevent a phase from carrying a credit balance.

Project Services finds all WO in status WORKMPQETE
1. Confirms Purchase Orders and all costs are in WO Status = Final Bill
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Alterations Project Managed Time and Material Process
Assign
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or COMPLETE
T
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2 Status=EST | (—¥| | Contract. Send Al Production COMPLETE Phases and
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. COMPLETE
|
\
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3é :
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n Encumbered

Project Managed Time and Material Process
Customer Request Submitted and Approved

Customer (Requestor) submits anr\W®RKS request or calls in vegt.
The request passes through the Approval Routing system.
The approved Request comes into FMAX Customer Request approval screen.
The Zone CSC staff will review, approve and classify Alterations requests to:
a. Type = Construction
b. Category= Alteration
c. Ba®d on building FACNUM a Problem Code 00PS1, 00PS2 or 00PS3 is assigned.

PR

Project Services Finds New Work & Assigns Responsible Party (Project Manager)
1. Project Services searches for work based on Problem Code.
2. Search criteria: Work Order Status= OPENbIero Code = 00ps1, 2 or 3
3. Project services assigns Project Manager to Work order.
4. Press Edit. Under view select, go to Reference Data.
5. In Shop selects the 52 Project Manager as the lead shop, in Shop Person select Project Manager
press the Zoom to see onter EID). Press the Green Done flag.
Project Services Adds the Responsible Shop Phase 002
1. Project Services adds phase 002 for Project Manager Shop in phase status OPEN.
2. Inthe phase area, click the link to phase 001.
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In the phase screen, press the Céfhyase icon.

Do not select anything to copy over, press the Generate icon.

Change the Shop to Project Manager Shop, the work code to ALT_PROD.
Press the Green Done flag.

Close phase 001 and change the Work Order Status to ASSIGN.

Save the Work Order.

©NOoO AW

When Work Order status is changed to ASSIGNED an email will go out to customer. The email will
contain Work Order number and Shop Lead or Supervisor email and phone number.

Project ManagefFinds Assigned Work and Contacts Client

1. Project Manager finds work undesearch criteria: Work Order Status= ASSIGN and their
Shop Person EID#.

Project Manager Contacts Client.

Changes the Work Order Status to CUSTOMER CONTACTED

Press the Save icon.

If a request is below a certain dollar threshold or complexity, the Time &idh Contract

is not done.

6. Customer requests a written Time and Material contract. (also known as a ROME)

ar®ON

Initial Scope of Work Created (if doing a ROME)

1. Project Manager writes up scope of work.

Add Shops to Work Order

Project Manager creates phasks shop crews.

Press the Edit icon.

In the phase area, click the link to phase 002.

In the phase screen, press the Copy Phase icon.

Do not select anything to copy over, press the Generate icon.

The phase Status will automatically default to OPEN. Ghphgse statuses to ESTIMATE REQUESTED.
Select the shop for example 54 Carpentry.

Press the Green Done flag.

. Press the Save icon.

Note: have to save each phase as added, cannot add multiple phases without saving in between
each.

©CONOUAWNE

Shops Finds Work and Ctea Estimate (if doing a ROME)

AwbdpE

N O

Shop Lead finds work under search criteria: Phase Status=ESTIMATE REQUESTED and their Shop.
Press the edit icon.

Click on the link to your phase.

To enter estimate, in your phase, under view select, find Cost Analysis.tBstestbor Hours, Labor
Cost and Material Cost.

Press the green done flag.

After estimate is entered change the phase status to ESTIMATE COMPLETE.

Press the green done flag.

Press the Save icon.

Project Manageffinds completed estimates, writes ROME
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1. Project Manager finds the completed estimate by searching on phase status = ESTIMATE COMPLETE

2. Goes under the View select for each phase and copies the labor and materials.

3. Add up the estimate totals, calculates their 9% surcharge and enters into the Contraahter the Cost
Analysis in their 52 Project Manager phase.

4. **now the scope/estimate/contract is created in EXCEL {nedp will see about using the Notes Log with

the Note Type Scope to replace this document***

Takes the Scope information and Estimate aneates a Time and Material contract for the client.

6. Changes the Work Order status to ESTIMATE PREPARED.

o

Proj.Services sends out Contract to Client
4. Finds work with the completed contract by searching for Work Orders in Status ESTIMATE PREPARED
5. Mails ou contract and changes work order status to ESTIMATE SUBMITTED.
6. Client has *90days to reply back*
Customer Accepts or Rejects the Contract
If Accepted,
6. Proj Services changes WO status to APPROVED.
7. Enters encumbrance amount in the Budget Field if over $1000
8. Notifies Business Office amount to encumber.
9. Project Services changes all shop phases to ACTIVE and Work order Status to ACTIVE.

If not accepted,
3. If client wants to cancel job, change Work Order Status to CANCEL, all phase Status to CANCEL.

Shops Manges Work to Completion.
1. Shop Lead finds work under search criteria: Phase Status=Active and their Shop.
Press the edit icon.
Click on the link to your shops phase.
To assign people go under view select Shop Person
Click the plus sign.
Press the Zoom anctkect from the crew list.
Can indicate who is primary.
To add more, press the Big Green Plus sign and press the Zoom again to get the crew list.
Press the Green Flag when finished.
10 Press the Green flag 2 more times.
11. Press the Save icon.
Shops Complete Phas
12. Once your phase work is completed, go back to the work order.
13. Press the Edit icon.
14. Click on the link to your phase.
15. Change the phase status to WORK COMPLETE
16. Press Green Done flag
17. Press Save.
Project Managerchecks that all shops are complete WO Statu/©RK COMPLETE
1. Once all the shop phases are in WORK COMPLETE, change the Work Order status to WORKS COMPLETE.
Project Services finds all WO in status WORK COMPLETE
1. Confirms Purchase Orders and all costs are in WO Status = Final Bill

©CoNoGO A WD

University of Washingtoh/ 2 N3 t N2 OS é



[UNIVERSITY OF WASETON FACILITIES SIER% WORK
\VETGe eflolils FLOWS

Alterations Shop Direct Fixed Priced Process
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! ,
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Project
Services

Shop Direct Fixed Price
Customer Request Submitted and Approved

Customer (Requestor) submits an\W®RKS request or calls in request.
The request passes through the Approval Routing system.
The approved Request comes into FMAX Customer Requashvah screen.
The Zone CSC staff will review, approve and classify Alterations requests to:
a. Type = Construction
b. Category= Alteration
c. Based on building FACNUM a Problem Code 00PS1, 00PS2 or 00PS3 is assigned.

PR

Project Services Finds New Work & AssignsResible Party (Shop Lead or Supervisor)
1. Project Services searches for work based on Problem Code.
2. Search criteria: Work Order Status= OPEN, Problem Code = 00ps1, 2 or 3
3. Project services assigBfop Lead or Supervisto Work order.
4. Press Edit. Under wieselect, go to Reference Data.
5. In Shop select Alterations Shop, in Shop Person s8hkeap Lead or Supervisgpress the Zoom
to see or enter EID). Press the Green Done flag.
Project Services Adds New Project Manger Phase 002
1. Project Services adds pha3@2 for Alterations Shop in phase status OPEN.
2. Inthe phase area, click the link to phase 001.
3. Inthe phase screen, press the Copy Phase icon.
4. Do not select anything to copy over, press the Generate icon.
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5. Change the Shop to Alterations Shop, the work aodeLT_PROD.
6. Press the Green Done flag.

7. Close phase 001 and change the Work Order Status to ASSIGN.
8. Save the Work Order.

When Work Order status is changed to ASSIGNED an email will go out to customer. The email will
contain Work Order number and Proj&tanagers email and phone number.

Shop Lead or Supervis@inds Assigned Work and Contacts Client
1. Shop Lead or Supervisdinds work under search criteria: Work Order Status= ASSIGN and
their Shop Person EID#.
Shop Lead or Supervis@ontacts Client.
Charges the Work Order Status to CUSTOMER CONTACTED
Press the Save icon.
Customer requests a Fixed Price Contract.

aroN

Fixed Price Phase Created
1. Project Services adds a Fixed Price Contract phase to the work order in status OPEN.
Press the Edit icon.

2
3. Inthe phae area, click the link to phase 001.

4. Inthe phase screen, press the Copy Phase icon.

5. Do not select anything to copy over, press the Generate icon.
6. The phase Status will automatically default to OPEN.

7. In the phase Description write FIXED PRICE ADJUSTMENT
8. Make sure the shop indicates 52 ADMINISTRATION.

9. Press the Green Done flag.

10. Press the Save icon.

Initial Scope of Work Created
1. Shop Lead or Supervisarites up scope of work.

Add Shops to Work Order

Shop Lead or Supervisgreates phases for shop crews.

Press the Edit icon.

In the phase area, click the link to phase 002.

In the phase screen, press the Copy Phase icon.

Do not select anything to copy over, press the Generate icon.

The phase Status will automatically default to OPEN. Change phase stat&&25IMATE REQUESTED.
Select the shop for example 54 Carpentry.

Press the Green Done flag.

9. Press the Save icon.

Note: have to save each phase as added, cannot add multiple phases without saving in between
each.

NGk WNE

Shops Finds Work and Creates Estimate
1. Sh@ Lead finds work under search criteria: Phase Status=ESTIMATE REQUESTED and their Shop.
2. Press the edit icon.
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Click on the link to your phase.

To enter estimate, in your phase, under view select, find Cost Analysis. Enter the Labor Hours, Labor
Cost and Mterial Cost.

Press the green done flag.

After estimate is entered change the phase status to ESTIMATE COMPLETE.

Press the green done flag.

Press the Save icon.

how

ONOo !

Shop Lead or Supervisor finds completed estimates, writes Contract

1. Shop Lead or Supervisdinds the completed estimate by searching on phase status = ESTIMATE
COMPLETE

2. Goes under the View select for each phase and copies the labor and materials.

3. ***now the scope/estimate/contract is created in EXCEL fnedp will see about using the Notes Loghwit
the Note Type Scope to replace this document***

4. Takes the Scope information and Estimate and creates a fixed price contract for the client.

5. Changes the Work Order status to ESTIMATE PREPARED.

Proj.Services sends out Contract to Client
1. Finds work with te completed contract by searching for Work Orders in Status ESTIMATE PREPARED
2. Mails out contract and changes work order status to ESTIMATE SUBMITTED.
3. Client has *90days to reply back*

Customer Accepts or Rejects the fixed price Contract
If Accepted,
1. ProjServices changes WO status to APPROVED.
2. Enters encumbrance amount in the Budget Field.
3. Notifies Business Office amount to encumber.
4. Project services changes Fixed Price phase status to ACTIVE (this will enable progressive billing.)
5. Shop Lead or Supervisochanges all shop phases to ACTIVE and Work order Status to ACTIVE.

If not accepted,
1. If the work order changes from a fixed price contract to a temelmaterial job, the adjustment phase

will be set to status CANCEL. An adjustment report will genenatehing reversal transactions for any
adjustments already posted to the adjustment phase.
2. If client wants to cancel job, change Work Order Status to CANCEL, all phase Status to CANCEL.

Shops Manages Work to Completion.
1. Shop Lead finds work under searcharia: Phase Status=Active and their Shop.
Press the edit icon.
Click on the link to your shops phase.
To assign people go under view select Shop Person
Click the plus sign.
Press the Zoom and select from the crew list.
Can indicate who is primary.
To ald more, press the Big Green Plus sign and press the Zoom again to get the crew list.
Press the Green Flag when finished.
10 Press the Green flag 2 more times.
11. Press the Save icon.

©CoNoO A~ WD

University of Washingtoh/ 2 N3 t N2 OS é



[UNIVERSITY OF WASETON FACILITIES SIER% WORK
\VETgeieililils FLOWS

Shops Complete Phase

12.
13.
14.
15.
16.
17.

Once your phase work is completed, go back to the woder.
Press the Edit icon.

Click on the link to your phase.

Change the phase status to WORK COMPLETE

Press Green Done flag

Press Save.

Shop Lead or Supervischecks that all shops are complete WO Status = WORK COMPLETE
1. Once all the shop phases are irDRK COMPLETE, change the Work Order status to WORKS COMPLETE.

Fixed Price phase = COMPLETE
1. Once the adjustment phase is set to status WORK COMPLETE, an adjustment report will identify any fixed

price cost underages and post a charge transaction to thesaitlient phase under the contract
subledger. FacilityMAX does not prevent a phase from carrying a credit balance.

Project Services finds all WO in status WORK COMPLETE
1. Confirms Purchase Orders and all costs are in WO Status = Final Bill
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Alterations Shop Direct Time and Material Process
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Project
Services

Customer Confirm all costs Bill Work Done
Budget complete. Order

Encumbered

Shop Direct Time and Material Process
Customer Request Submitted and Approved

Customer (Requestor) submits an\W®RKS request or calls in request.
The request passes through the Approval Routing system.
The approved Request comes into FMAXt@Mer Request approval screen.
The Zone CSC staff will review, approve and classify Alterations requests to:
a. Type = Construction
b. Category= Alteration
c. Based on building FACNUM a Problem Code 00PS1, 00PS2 or 00PS3 is assigned.

PR

Project Services Finds Neéwork & Assigns Responsible Party (Shop Lead or Supervisor)
1. Project Services searches for work based on Problem Code.
2. Search criteria: Work Order Status= OPEN, Problem Code = 00ps1, 2 or 3
3. Project services assigns Shop Lead or Supervisor to Work order.
4. Press Edit. Under view select, go to Reference Data.
5. In Shop selects the Alterations Shop as the lead shop, in Shop Person select Shop Lead or
Supervisor (press the Zoom to see or enter EID). Press the Green Done flag.
Project Services Adds the ResponsiblefiPhase 002
1. Project Services adds phase 002 for Alterations Shop in phase status OPEN.
2. Inthe phase area, click the link to phase 001.
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In the phase screen, press the Copy Phase icon.

Do not select anything to copy over, press the Generate icon.
Changehie Shop to Alterations Shop, the work code to ALT_PROD.
Press the Green Done flag.

Close phase 001 and change the Work Order Status to ASSIGN.

8. Save the Work Order.

Noohsw

When Work Order status is changed to ASSIGNED an email will go out to customer. Thellemail wi
contain Work Order number and Shop Lead or Supervisor email and phone number.

Shop Lead or Supervis@inds Assigned Work and Contacts Client

1. Shop Lead or Supervidinds work under search criteria: Work Order Status= ASSIGN and
their Shop Person ED

Shop Lead or Supervigdontacts Client.

Changes the Work Order Status to CUSTOMER CONTACTED

Press the Save icon.

If a request is below a certain dollar threshold or complexity, the Time & Material Contract
is not done.

6. Customer requests a written Tinaad Material contract. (also known as a ROME)

ar®ON

Initial Scope of Work Created (if doing a ROME)

1. Shop Lead or Superviserites up scope of work.

Add Shops to Work Order

Shop Lead or Supervisoeates phases for shop crews.
Press the Edit icon.

In the phase area, click the link to phase 002.

In the phase screen, press the Copy Phase icon.

Do not select anything to copy over, press the Generate icon.

The phase Status will automatically default to OPEN. Change phase statuses to ESTIMATE REQUESTED.
Selectthe shop for example 54 Carpentry.

Press the Green Done flag.

. Press the Save icon.

Note: have to save each phase as added, cannot add multiple phases without saving in between
each.

©CONOUAWNE

Shops Finds Work and Creates Estimate (if doing a ROME)

AwbdpE

N O

Shop Lead findaork under search criteria: Phase Status=ESTIMATE REQUESTED and their Shop.

Press the edit icon.

Click on the link to your phase.

To enter estimate, in your phase, under view select, find Cost Analysis. Enter the Labor Hours, Labor
Cost and Material Cost

Press the green done flag.

After estimate is entered change the phase status to ESTIMATE COMPLETE.

Press the green done flag.

Press the Save icon.
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Shop Lead or Supervis@inds completed estimates, writes ROME

Shop Lead or Supervis@inds the completd estimate by searching on phase status = ESTIMATE
COMPLETE

Goes under the View select for each phase and copies the labor and materials.

***now the scope/estimate/contract is created in EXCEL {ine¢p will see about using the Notes Log with
the Note TypeScope to replace this document***

Takes the Scope information and Estimate and creates a Time and Material contract for the client.
Changes the Work Order status to ESTIMATE PREPARED.

1.

2.
3.

4,
5.

Proj.Services sends out Contract to Client
1. Finds work with the compled contract by searching for Work Orders in Status ESTIMATE PREPARED
2. Mails out contract and changes work order status to ESTIMATE SUBMITTED.
3. Client has *90days to reply back*

Customer Accepts or Rejects the Contract

If Accepted,

Proj Services changes Wiatas to APPROVED.

2. Enters encumbrance amount in the Budget Field if over $1000.

3. Notifies Business Office amount to encumber.

4. Project Services changes all shop phases to ACTIVE and Work order Status to ACTIVE.

1.

If not accepted,
If client wants to cancel Jm change Work Order Status to CANCEL, all phase Status to CANCEL.

1.

Shops Manages Work to Completion.

1.

©CoNoGA~WDN

Shop Lead finds work under search criteria: Phase Status=Active and their Shop.

Press the edit icon.

Click on the link to your shops phase.

To assign pgae go under view select Shop Person

Click the plus sign.

Press the Zoom and select from the crew list.

Can indicate who is primary.

To add more, press the Big Green Plus sign and press the Zoom again to get the crew list.
Press the Green Flag when finighe

10 Press the Green flag 2 more times.
11. Press the Save icon.
Shops Complete Phase

1.

oA~ wD

Once your phase work is completed, go back to the work order.
Press the Edit icon.

Click on the link to your phase.

Change the phase status to WORK COMPLETE

Press Green Donéafy

Press Save.

Shop Lead or Supervischecks that all shops are complete WO Status = WORK COMPLETE
1. Once all the shop phases are in WORK COMPLETE, change the Work Order status to WORKS COMPLETE.

Project Services finds all WO in status WORK COMPLETE
1. Confrms Purchase Orders and all costs are in WO Status = Final Bill
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Engineering Services Support in Type Construction Category Alterations

Some work orders will need to have Campus Engineering added as a phase. For work in this category,
the process will gas follows,

1. Responsible Party (either Project Manager or Shop Lead/Supervisor) will determine they need Engineers
assistance. They will add one of the Engineering Services Shop Crews to a phase in OPEN. The work code
on this phase will be one of the codesder the work code group ENG SUPPORT.

2. The Engineers will find their work and phase. They will manage the phases to completion.

Engineers will report time in FMAX.

Type Construction : Category Alterations : Engineering Support

Adds Engineering

Enters WO in Shop as Phase in
Start FMAX—'C\)ﬁE NStat”S "l | WO. Phase status =
= OPEN

WO Resp.
Party

\
v

Engineers find Phase

(status=OPEN).Change | | | parforms work.
work code Group = ENG

Support

Report Time on WO in
BIRT or Crystal
Enterprise

Engineering
Staff

Enters completion info into

notes & changes Phase Done
Work Complete " status to WORK

COMPLETE

Engineering
Staff
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DESIGN
(Process only used by Campus Engineering)

Type Construction : Category Design

Writes new work
for Campus
Engineering

Office

Y/

Engineering |Capital Projects

=
fc R Til W
bs Enters WO in Enters CPO iﬁpE?lrthTl(')ﬂreC(:;stalo
< FMAX. WO Status Specifications in Enterprise
g =OPEN FMAX.
°
< |
o '
£
T v Finds new WO,
g =) Assigns Staff,
£ = =
> WO = ACTIVE
f
B I
o v
£ ) y Completes WO in
= Finds new Enters Time,
Completes
$ E Work.Phase | ——— Manages — Wp K FIAX. Chas al
28 SoPEN Work. orl status to WORK
g) COMPLETE
]
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SUPPORT
(Process only used by Campus Engineering

Type Construction : Category Support

2]

(8]

-% ° Writes new work
a e Start for Campus
— = i i

T O Engineering
=3

©

O

/

D &=

E s f Report Time on WO
g0 Enters WO in Enters CPO ianIRT or Crystal
Qc FMAX. WO Status » | Specifications in Enterprise

o E =OPEN FMAX.

c o

w << ‘

o '

£

o Finds new WO,

2o Assigns Staff,

= =

=2} WO = ACTIVE

c

. I

o |

£ ) y Completes WO in
= Enters Time,

s Finds new Completes FMAX. Chgs all
[T Work.Phase | ———— Manages E— Work ——

£h —OPEN Work. or status to WORK
2 COMPLETE
L
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Type=CUSTODIAL

TYPE DESCRIPTION CATEGORY DESCRIPTION
CUSTODIAL CUSTODIAL CALLOUT ON CALL CUSTODIAL
WORK PERFORMED (
NONWORKING HOUR
AS AN EXCEPTION TC
REGULAR SHIFT
SCHEDULES
CORRECTIVE WORK PERFORMED IN
RESPONSE TO A REQU
FOR CUSTODIAL SERVI
EVENT CUSTODIAL WORK

ASSOCIATED WITH AN
EVENT

PLANNED SCHEDULED CUSTODI,
WORK

PREMIUM CUSTODIAL WORK
PERFORMED IN
RESPONSE TO A NOM
ROUTINE OBPECIAL
REQUEST

ROUTINE ROUTINE CUSTODIAL
WORK PERFORMED (
A DAILY BASIS
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CALLOUT

[ CuStomer E%uest
\

i Cust Call out
-

3/23/2009

WO entEred in

CuStodian cdlls

No
EMS %?etei
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CORRECTIVE

! Cust Corrective

3/23/2009

e

lert Are
r az

C merge
erag

+
¥

ustom
ontacte
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i Cust Corrective 2
-

3/23/2009

gturns to AW¥a
Manager fg

Q AN
mateve
peirivd

G2

plete wo
N/

Custod
completeg

WP 110t COTTogme
or canceleg

ea Manager (or
ignated person)ente

| an Infq PrR Come
WPrpletion note & b@
b D

University of WashingtohCoret N2 OS & & S Ji!



[UNIVERSITY OF WASETON FACILITIES SIER% WORK
\VETGe eflolils FLOWS

EVENT

é} Cust Event
3/23/2009

cr
re

3 0

Phone Call
1Gmad

Yes

[= 0.0

apRropriate
[~ Custdial Are
- -

PhaseStatus =
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Is work order
Complete ?

conta ent

hen entire ient is

< Yes
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