
 

 

 

  

 

2009  
 

University of Washington 
 
Produced by Facilities 
Services FacilityMAX 
Process and 
Implementation Teams 
 
Editor: Dana Miller 
 

[UNIVERSITY OF WASHINGTON 
FACILITIES SERVICES WORK 
FLOWS] 
How the University of Washington Facilities get fixed, altered, engineered, cleaned and accounted for  
with the correct labor, material and parts costs . 



March 23, 2009 

[UNIVERSITY OF WASHINGTON FACILITIES SERVICES WORK 
FLOWS] 

 

University of Washington | HOW WORK FLOWS INTO THE SHOP 2 

 

Table of Contents  
HOW WORK FLOWS INTO THE SHOP ............................................................................................................ 4 

/ƻǊŜ tǊƻŎŜǎǎŜǎ ά{ŜǊǾƛŎŜέ .............................................................................................................................. 9 

Type=MAINTENANCE ................................................................................................................................ 9 

ASSIST .................................................................................................................................................... 9 

CALLOUT .............................................................................................................................................. 11 

CORRECTIVE ........................................................................................................................................ 13 

EVENT .................................................................................................................................................. 17 

PLANNED ............................................................................................................................................. 21 

PREDICTIVE .......................................................................................................................................... 24 

ROUTINE .............................................................................................................................................. 31 

Type=CONSTRUCTION............................................................................................................................. 33 

ALTERATION ........................................................................................................................................ 33 

DESIGN ................................................................................................................................................ 49 

SUPPORT ............................................................................................................................................. 50 

Type=CUSTODIAL .................................................................................................................................... 51 

CALLOUT .............................................................................................................................................. 52 

CORRECTIVE ........................................................................................................................................ 53 

EVENT .................................................................................................................................................. 55 

PLANNED ............................................................................................................................................. 57 

PREMIUM? .......................................................................................................................................... 59 

ROUTINE .............................................................................................................................................. 60 

Type=ENGINEERING ................................................................................................................................ 61 

ENGINEERING ...................................................................................................................................... 61 

Input Process (Material, Parts, People) ...................................................................................................... 62 

Purchasing & Inventory Workflows ........................................................................................................ 62 

Shops Procurement Material Process ................................................................................................. 62 

In Stock Pick Ticket Process................................................................................................................. 63 

Eprocurement Process ........................................................................................................................ 64 

Non Catalog Process ........................................................................................................................... 64 

Non Catalogue SOP ............................................................................................................................. 65 



March 23, 2009 

[UNIVERSITY OF WASHINGTON FACILITIES SERVICES WORK 
FLOWS] 

 

University of Washington | HOW WORK FLOWS INTO THE SHOP 3 

 

Emergency Material Request Process................................................................................................. 68 

Human Resources Workflows ................................................................................................................. 70 

Employee Intake and Maintenance .................................................................................................... 70 

Shop Leave Entry ................................................................................................................................. 71 

Payroll and Billing ................................................................................................................................ 71 

Shop Time Entry .................................................................................................................................. 72 

Support Processes (FINANCE) ..................................................................................................................... 72 

Budget Change .................................................................................................................................... 72 

Encumbrance ...................................................................................................................................... 73 

Eprocurement Punchout ..................................................................................................................... 73 

Fixed Price ........................................................................................................................................... 74 

Material Transfer ................................................................................................................................ 74 

Split Budget ......................................................................................................................................... 75 

Surcharge ............................................................................................................................................ 75 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



March 23, 2009 

[UNIVERSITY OF WASHINGTON FACILITIES SERVICES WORK 
FLOWS] 

 

University of Washington | HOW WORK FLOWS INTO THE SHOP 4 

 

HOW WORK FLOWS INTO THE SHOP 
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#ÏÒÅ 0ÒÏÃÅÓÓÅÓ Ȱ3ÅÒÖÉÃÅȱ 

Type=MAINTENANCE 
 

TYPE DESCRIPTION CATEGORY DESCRIPTION 
MAINTENANCE WORK REQUIRED TO 

REPAIR, RENEW, 
SHUTDOWN OR 
COMMISSION NEW 
FACILITIES 

ASSIST SHUTDOWNS AND 
CAPITAL CONSTRUCTION 
ASSISTS 

  CALLOUT ON CALL WORK 
PERFORMED ON NON-
WORKING HOURS AS AN 
EXCEPTION TO REGULAR 
SHIFT SCHEDULES 

  CORRECTIVE WORK PERFORMED IN 
RESPONSE TO A REQUEST 
FOR MAINTENANCE 
SERVICES 

  EVENT WORK ASSOCIATED WITH 
AN EVENT 

  PLANNED SCHEDULED WORK 

  PREDICTIVE PREDICTIVE 
MAINTENANCE WORK 
PERFORMED TO PREDICT 
FUTURE PROBLEMS AND 
TARGET REPLACEMENT 
PRIOR TO COMPONENT 
FAILURE 

  PREVENTIVE PREVENTIVE 
MAINTENANCE WORK 
ORDERS 

  ROUTINE WORK PERFORMED ON A 
RECURRING BASIS, 
INCLUDES KEY CUTTING 

 

ASSIST 

The processing flowchart for managing a Type: MAINTENANCE Category: ASSIST Work Order within the 

FacilityMAX Work Management module is detailed below: 
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CALLOUT 

The processing flowchart for managing a Type: MAINTENANCE Category: CALLOUT Work Order within 

the FacilityMAX Work Management module is detailed below: 

1. Customer requests work during off-hours, outside of regular shift. 

 

2. CŀŎƛƭƛǘƛŜǎ hǇŜǊŀǘƛƻƴǎ aŀƛƴǘŜƴŀƴŎŜ {ǳǇǇƻǊǘ όCha{ύ ǇŜǊŦƻǊƳǎ ǘƘŜ ǿƻǊƪ ǘƘŜȅ ŀǊŜ άŎŀƭƭŜŘ ƻǳǘέ ǘƻ ŘƻΦ  

 
3. FOMS generates the WO in FaciltiyMax. Status is changed to 2OO ACTIVE. 

 
4. FOMS completes their phase of the WO. 

 
5. If the work is complete and the problem fixed, FOMS completes WO and changes status to 400 

WORK_COMPLETE. If more work is required, FOMS adds a phase for the regular shift and the normal 

work order process takes place. Automatic E-MAIL to customer is generated. 
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CORRECTIVE 

The processing flowchart for managing a Type: MAINTENANCE Category: CORRECTIVE Work Order 

within the FacilityMAX Work Management module is detailed below: 

¢ƘŜ /ǳǎǘƻƳŜǊ ƛŘŜƴǘƛŦƛŜǎ ŀ ƴŜŜŘ ŦƻǊ CŀŎƛƭƛǘƛŜǎ {ŜǊǾƛŎŜǎ ƘŜƭǇΦ {ƻƳŜǘƘƛƴƎ ƛǎ ōǊƻƪŜƴ ƻǊ ŘƻŜǎƴΩǘ 

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

1. The Customer submits a work request thru FS Works, e-mail, by phone, or walk-up.  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 request is then 

either Approved or Rejected. Automatic E-MAIL to customer is generated. 

 

2. The CSC promotes the work request to a work order and then assigns the Type and 

/ŀǘŜƎƻǊȅΣ ²ƻǊƪ /ƻŘŜ ŀƴŘ ŀƭǎƻ ŜƴǘŜǊǎ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ōǳŘƎŜǘ ƴǳƳōŜǊ ƛŦ ƴŜŜŘŜŘΦ  ¢ƘŜ /{/ 

then assigns the work order to the appropriate Responsible Party (RP) who is responsible to 

process, manage, and complete the Work Order.  Status is changed to 100 OPEN (If 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 changed to 300 ACTIVE 
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7. Trades person inspects job and determines if it can be done without any further assistance 

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

 

8. If trades person needs assistance, he/she contacts the RP to order materials or to get a 

safety-work plan generated, or a haz mat survey performed. (If issues cannot be resolved, 

WO is cancelled and handed off to the Maintenance Coordinator) (if cancelled, automatic 

E-MAIL to customer is generated) 

 

9. 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). 

 

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

the completion notes into FaciltiyMax. Status is changed to 400 WORK_COMPLETE.  

Automatic E-MAIL to customer is generated. 
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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/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 codes under 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. 

 

EVENT 

The processing flowchart for managing a Type: MAINTENANCE Category: EVENT Work Order within the 

FacilityMax Work Management module is detailed below: 

1. Customer creates request for new work via FS Works, e-mail, phone, or walk-up. 

 

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 changed to 100 OPEN. 
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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. RP issues  WO to appropriate shop. Normal WO process takes over. 
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PLANNED 

The processing flowchart for managing a Type: MAINTENANCE Category: PLANNED Work Order within 

the FacilityMax Work Management module is detailed below: 

1. Customer sends request to Facilities Services via FS Works, e-mail, phone or walk-up. 

 

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 required. If yes, 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 to 100 OPEN 

 
5. The RP contacts customer (if needed) and changes status to 130 CUSTOMER CONTACTED 

 
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 Maintenance 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 changes to 200 ACTIVE 

 
9. RP prints WO with plan and schedule 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 changes to 300 WORK_COMPLETE.



March 23, 2009 

[UNIVERSITY OF WASHINGTON FACILITIES SERVICES WORK 
FLOWS] 

 

University of Washington | /ƻǊŜ tǊƻŎŜǎǎŜǎ ά{ŜǊǾƛŎŜέ 22 

 

More 

information 

required?

Yes

CSC:

Assigns:  Type, 

Category, Generic 

Problem Code, 

(optional:

Shop/crew, RP. 

Priority, 

Budget), Save 

RP Contacts client

W.O. to R.P.

Status = OPEN

No

RP updates FMAX 

with assigned 

trade, specific 

work code, & 

schedule

 Phase Status = 

ACTIVE

RP contacts client 

with plan & 

schedule

No

No

Require 

shutdown ?

Shutdown 

Coord 

Schedules 

shutdown

Yes

Hazardous 

materials 

determined & 

removed

Once Complete

Customer creates 

work request

FS-WORKS

Phone Call

Email

Custserv

Walk Up

Refer from other WR

Hazardous 

materials ?
Yes 1

1

Once Complete 1

12/30/2008

Planned 1

 



March 23, 2009 

[UNIVERSITY OF WASHINGTON FACILITIES SERVICES WORK 
FLOWS] 

 

University of Washington | /ƻǊŜ tǊƻŎŜǎǎŜǎ ά{ŜǊǾƛŎŜέ 23 

 

Trade completes 

work

Trade / RP contacts 

Client

On paper copy of WO, 

trade writes what he did, 

materials used & enters 

WO on time slip

Trade returns paper 

WO to RP

RP prints copy of 

W.O./plan/schedule 

and gives to trade

RP(or designated 

person)enters completion 

info into completion note & 

changes status to Status = 

WORK COMPLETE

12/30/2008

Planned 2

 
 



March 23, 2009 

[UNIVERSITY OF WASHINGTON FACILITIES SERVICES WORK 
FLOWS] 

 

University of Washington | /ƻǊŜ tǊƻŎŜǎǎŜǎ ά{ŜǊǾƛŎŜέ 24 

 

 

PREDICTIVE 

The processing flowchart for managing a Type: MAINTENANCE Category: PREDICITVE Work 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 changed to 100 OPEN. 

 

2. RP then schedules the work, contacts the customer if necessary as per a pre-defined process. 

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

completion info Status is changed to 400 WORK_COMPLETE. 

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

issues . 
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PREVENTIVE 

The processing flowchart for managing a Type: MAINTENANCE Category: PREVENTIVE Work Order 

within the FacilityMax Work Management module is detailed below: 

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

 

2. ²h ƛǎ ŘŜƭƛǾŜǊŜŘ ǘƻ {ƘƻǇǎ Ǿƛŀ wŜǎǇƻƴǎƛōƭŜ tŀǊǘȅΩǎ όwtύ CŀŎƛƭǘƛȅaŀȄ ²ƻǊƪ5Ŝǎƪ ǉǳŜǳŜΦ {ǘŀǘǳǎ ŎƘŀƴƎŜŘ ǘƻ 100 

OPEN. 

 

3. RP assigns WO to appropriate trades person. RP prints WO for trades person. Status is changed to 200 

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. Status is changed to 300 WORK_COMPLETE.  

 
6. Designated Supervisors and Leads will update FMAX Master Asset Profile. 
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PM coordinator 
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completion note & 

changes status to 

WORK COMPLETE 
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GENERATING PM WORK 
 

New/Edit Template
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By Template
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Needed
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Yes
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Date
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Frequency Calendar Dates

PM Standard Priority/Work Code

(Preventive)
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(Open) Shop Last Date DefaultPhase Description

Setup/Edit 

Template 

Header

Save Template

Setup/Edit 

Template 

Phases

1 2

Done

1
New/Edit PM 

Template

2
Add/Edit PM 

Template Phase

Preventive Maintenance: Creating/Editing Templates

PM Manager Process
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PM Work Order
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ROUTINE 

The processing flowchart for managing a Type: MAINTENANCE Category: ROUTINE Work 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. Status changed to 100 

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 changed to 300 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 into FaciltiyMax. StAus is changed to 400 WORK_COMPLETE.  
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Type=CONSTRUCTION 

TYPE DESCRIPTION CATEGORY DESCRIPTION 
CONSTRUCTION CONSTRUCTION, NON-

MAINTENANCE WORK 
TO RENEW, REMODEL 
FACILITIES 

ALTERATION ALTERING PHYSICAL 
SPACE 

  DESIGN ENGINEERING DESIGN 
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 Engineering is involved. 
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Phase in phase 
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REQUEST
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on ACTIVE 
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All Production 

Phases=ACTIVE

WO 

Status=ACTIVE

Find All Work with WORK 
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ChangeWO 

Status=WORK 

COMPLETE

WO 

Status=EST 

SUBMIT

Write a Fixed 

Price Contract. 
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WO Status=

APPROVED

Customer Budget 

Encumbered 

Fixed Price Phase 

Status to ACTIVE

Confirm all costs 
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Change Fixed 
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= COMPLETE

Bill Work 
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Yes

No

 

Project Managed Fixed Price  

Customer Request Submitted and Approved 

1. Customer (Requestor) submits an FS-WORKS request or calls in request. 
2. The request passes through the Approval Routing system.  
3. The approved Request comes into FMAX Customer Request approval screen. 
4. 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 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= OPEN, Problem 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 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. Project Services adds phase 002 for 52 Project Manager in phase status OPEN. 
2. In the phase area, click the link to phase 001.  
3. In the 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 52 Project Management, the 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 number 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#. 

2. Project Manager Contacts Client. 
3. Changes the Work Order Status to CUSTOMER CONTACTED 
4. Press the Save icon. 
5. Customer requests a Fixed Price Contract.  

 
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. In the phase area, click the link to phase 001.  
4. In the 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. Project Manager writes up scope of work.  

 
Add Shops to Work Order 

1. Project Manager creates phases for shop crews.  
2. Press the Edit icon.  

3. In the phase area, click the link to phase 002.  
4. In the 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. Change phase statuses to ESTIMATE REQUESTED. 

7. Select the shop for example 54 Carpentry. 
8. 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. 

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

3. Click on the link to your phase. 
4. To enter estimate, in your phase, under view select, find Cost Analysis. Enter the Labor Hours, Labor 

Cost and Material Cost. 
5. Press the green done flag. 
6. After estimate is entered change the phase status to ESTIMATE COMPLETE. 
7. Press the green done flag. 
8. Press the Save icon. 
 
PM finds completed estimates, writes Contract  

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 Contract box under the Cost 

Analysis in their 52 Project Manager phase. 
4. ***now the scope/estimate/contract is created in EXCEL fme-help 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 the client. 
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 ESTIMATE SUBMITTED. 
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. Project 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 a time-and-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 Status to CANCEL, 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. Press the edit icon. 
3. Click on the link to your shops phase. 
4. To assign people go under view select Shop Person 
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 more times. 
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11. Press the Save icon. 

Shops Complete Phase 
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 Manager 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, an adjustment report 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 WORK COMPLETE 
1. Confirms Purchase Orders and all costs are in WO Status = Final Bill 
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Project Managed  Time and Material Process  

Customer Request Submitted and Approved 

1. Customer (Requestor) submits an FS-WORKS request or calls in request. 
2. The request passes through the Approval Routing system.  
3. The approved Request comes into FMAX Customer Request approval screen. 
4. 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 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= OPEN, Problem 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 or enter 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. In the phase area, click the link to phase 001.  
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3. In the phase screen, press the Copy Phase icon. 
4. Do not select anything to copy over, press the Generate icon. 
5. Change the Shop to Project Manager Shop, the 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 number and Shop Lead or Supervisor 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#. 

2. Project Manager Contacts Client. 
3. Changes the Work Order Status to CUSTOMER CONTACTED 
4. Press the Save icon. 
5. If a request is below a certain dollar threshold or complexity, the Time & Material Contract 

is not done.  
6. Customer requests a written Time and Material contract. (also known as a ROME) 

 
Initial Scope of Work Created (if doing a ROME) 

1. Project Manager writes up scope of work.  

 
Add Shops to Work Order 

1. Project Manager creates phases for shop crews.  
2. Press the Edit icon.  

3. In the phase area, click the link to phase 002.  
4. In the 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. Change phase statuses to ESTIMATE REQUESTED. 

7. Select the shop for example 54 Carpentry. 
8. 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. 

 
Shops Finds Work  and Creates Estimate (if doing a ROME) 
1. Shop Lead finds work under search criteria: Phase Status=ESTIMATE REQUESTED and their Shop.  
2. Press the edit icon. 

3. Click on the link to your phase. 
4. To enter estimate, in your phase, under view select, find Cost Analysis. Enter the Labor Hours, Labor 

Cost and Material Cost. 
5. Press the green done flag. 
6. After estimate is entered change the phase status to ESTIMATE COMPLETE. 
7. Press the green done flag. 
8. Press the Save icon. 
 
Project Manager finds 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 Contract box under the Cost 

Analysis in their 52 Project Manager phase. 
4. ***now the scope/estimate/contract is created in EXCEL fme-help 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 Time and Material contract for the client. 
6. Changes the Work Order status to ESTIMATE PREPARED. 

 
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 out 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 Manages Work to Completion. 

1. Shop Lead finds work under search criteria: Phase Status=Active and their Shop.  
2. Press the edit icon. 
3. Click on the link to your shops phase. 
4. To assign people go under view select Shop Person 
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 more times. 
11. Press the Save icon. 

Shops Complete Phase 
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 Manager 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. 

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 Fixed Priced Process
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Shop Direct  Fixed Price  

Customer Request Submitted and Approved 

1. Customer (Requestor) submits an FS-WORKS request or calls in request. 
2. The request passes through the Approval Routing system.  
3. The approved Request comes into FMAX Customer Request approval screen. 
4. 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 Services Finds New Work & 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 select Alterations 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 New Project Manger Phase 002  
1. Project Services adds phase 002 for Alterations Shop in phase status OPEN. 
2. In the phase area, click the link to phase 001.  
3. In the 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 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 number and Project Managers email and phone number.  
 
Shop Lead or Supervisor Finds Assigned Work and Contacts Client 

1. Shop Lead or Supervisor finds work under search criteria: Work Order Status= ASSIGN and 
their Shop Person EID#. 

2. Shop Lead or Supervisor Contacts Client. 
3. Changes the Work Order Status to CUSTOMER CONTACTED 
4. Press the Save icon. 
5. Customer requests a Fixed Price Contract.  

 
Fixed Price Phase Created 

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

3. In the phase area, click the link to phase 001.  
4. In the 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 Supervisor writes up scope of work. 

 
Add Shops to Work Order 

1. Shop Lead or Supervisor creates phases for shop crews.  
2. Press the Edit icon.  

3. In the phase area, click the link to phase 002.  
4. In the 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. Change phase statuses to ESTIMATE REQUESTED. 

7. Select the shop for example 54 Carpentry. 
8. 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. 

 
Shops Finds Work  and Creates Estimate 
1. Shop Lead finds work under search criteria: Phase Status=ESTIMATE REQUESTED and their Shop.  
2. Press the edit icon. 
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3. Click on the link to your phase. 
4. To enter estimate, in your phase, under view select, find Cost Analysis. Enter the Labor Hours, Labor 

Cost and Material Cost. 
5. Press the green done flag. 
6. After estimate is entered change the phase status to ESTIMATE COMPLETE. 
7. Press the green done flag. 
8. Press the Save icon. 
 
Shop Lead or Supervisor finds completed estimates, writes Contract  

1. Shop Lead or Supervisor 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. ***now the scope/estimate/contract is created in EXCEL fme-help will see about using the Notes Log with 

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 the 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. Proj Services 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 Supervisor. 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 a time-and-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 Status to CANCEL, 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. Press the edit icon. 
3. Click on the link to your shops phase. 
4. To assign people go under view select Shop Person 
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 more times. 
11. Press the Save icon. 
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Shops Complete Phase 
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. 

 
Shop Lead or Supervisor 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, an adjustment report 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 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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Shop Direct Time and Material Process  

Customer Request Submitted and Approved 

1. Customer (Requestor) submits an FS-WORKS request or calls in request. 
2. The request passes through the Approval Routing system.  
3. The approved Request comes into FMAX Customer Request approval screen. 
4. 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 Services Finds New Work & 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 Responsible Shop Phase 002  
1. Project Services adds phase 002 for Alterations Shop in phase status OPEN. 
2. In the phase area, click the link to phase 001.  
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3. In the phase screen, press the Copy Phase icon. 
4. Do not select anything to copy over, press the Generate icon. 
5. Change the Shop to Alterations Shop, the 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 number and Shop Lead or Supervisor email and phone number.  
 
Shop Lead or Supervisor Finds Assigned Work and Contacts Client 

1. Shop Lead or Supervisor finds work under search criteria: Work Order Status= ASSIGN and 
their Shop Person EID#. 

2. Shop Lead or Supervisor Contacts Client. 
3. Changes the Work Order Status to CUSTOMER CONTACTED 
4. Press the Save icon. 
5. If a request is below a certain dollar threshold or complexity, the Time & Material Contract 

is not done.  
6. Customer requests a written Time and Material contract. (also known as a ROME) 

 
Initial Scope of Work Created (if doing a ROME) 

1. Shop Lead or Supervisor writes up scope of work.  

 
Add Shops to Work Order 

1. Shop Lead or Supervisor creates phases for shop crews.  
2. Press the Edit icon.  

3. In the phase area, click the link to phase 002.  
4. In the 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. Change phase statuses to ESTIMATE REQUESTED. 

7. Select the shop for example 54 Carpentry. 
8. 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. 

 
Shops Finds Work  and Creates Estimate (if doing a ROME) 
1. Shop Lead finds work under search criteria: Phase Status=ESTIMATE REQUESTED and their Shop.  
2. Press the edit icon. 

3. Click on the link to your phase. 
4. To enter estimate, in your phase, under view select, find Cost Analysis. Enter the Labor Hours, Labor 

Cost and Material Cost. 
5. Press the green done flag. 
6. After estimate is entered change the phase status to ESTIMATE COMPLETE. 
7. Press the green done flag. 
8. Press the Save icon. 
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Shop Lead or Supervisor finds completed estimates, writes ROME 
1. Shop Lead or Supervisor 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. ***now the scope/estimate/contract is created in EXCEL fme-help will see about using the Notes Log with 

the Note Type Scope to replace this document*** 
4. Takes the Scope information and Estimate and creates a Time and Material contract for the client. 
5. 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 ESTIMATE SUBMITTED. 
3. Client has *90days to reply back* 

Customer Accepts or Rejects the Contract 
If Accepted, 

1. Proj Services changes WO status 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. 

 
If not accepted, 

1. 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 search criteria: Phase Status=Active and their Shop.  
2. Press the edit icon. 
3. Click on the link to your shops phase. 
4. To assign people go under view select Shop Person 
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 more times. 
11. Press the Save icon. 

Shops Complete Phase 
1. Once your phase work is completed, go back to the work order. 
2. Press the Edit icon.  
3. Click on the link to your phase. 
4. Change the phase status to WORK COMPLETE 
5. Press Green Done flag 
6. Press Save. 

 
Shop Lead or Supervisor 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. 

 
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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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 go as 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 codes under 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
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DESIGN 

(Process only used by Campus Engineering) 

Type Construction : Category Design
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SUPPORT 

(Process only used by Campus Engineering 

Type Construction : Category Support
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Type=CUSTODIAL 

TYPE DESCRIPTION CATEGORY DESCRIPTION 
CUSTODIAL CUSTODIAL CALLOUT ON CALL CUSTODIAL 

WORK PERFORMED ON 
NON-WORKING HOURS 
AS AN EXCEPTION TO 
REGULAR SHIFT 
SCHEDULES 

  CORRECTIVE WORK PERFORMED IN 
RESPONSE TO A REQUEST 
FOR CUSTODIAL SERVICES 

  EVENT CUSTODIAL WORK 
ASSOCIATED WITH AN 
EVENT 

  PLANNED SCHEDULED  CUSTODIAL 
WORK 

  PREMIUM CUSTODIAL WORK 
PERFORMED IN 
RESPONSE TO A NON-
ROUTINE OR SPECIAL 
REQUEST 

  ROUTINE ROUTINE CUSTODIAL 
WORK PERFORMED ON 
A DAILY BASIS 
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CORRECTIVE 
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