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Service Desk

Starting on June 28t the Service Desk can be accessed through Office Depot’s Store Portal by selecting FacilitySource in
Quick Links; prior to June 28t it can be accessed via https://sa.officedepot.com/secureauth60
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Select the FacilitySource
hyper link to be taken to the
log in page.
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1. Request Work Order
screen defaults to the store
user who requested the
repair

Office perot OfficeMax

Work Order Number || Search |

Office peroT OfficeMax
Request New Repair -Request New Work Order

fmPilotl

SKeck | Service Desk | Logout

Workorder » Reporting

Overview

—»LE +
* Number 000037

Location Name D0ODO3T

Address 7111 KINGSTON PIKE
KMOXVILLE TEMMESSEE 37919

Phone BE5-558-6024

Contacts

* Requesting Contact |Susan Keck |

Alternate Contact | |

2. Make sure you add a
detailed description

—>" Description

We are experiencing a single roof lzak at the cash register in the front of the
store. This issue only occurs when it rains and has been going on for 2 days.

This is a non-emergency work erder. |

Return to List H

Request 4
* Department | MAINTENANCE ]
* Request Type | ROOFING |
* Request Code [MINOR ROOF LEAK REPAIR ]
* Work Type | |
* Service Location | CASHWRAP/REGISTER =
* Priority [MEDIUM =

Vendor

*Vendor ALL AMERICAN FACILITY MAINTEMANCE 954-322-9309

4. Click on save to create
your Work Order

3. Choose Department,
Request Type, Request Code,
Service Location, &Priority
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Office peroT OfficeMax

Review Existing Work Orders

You can View/Modify
Open Requests

Send
Feedback

Office pEPOT
Maintenance Portal

Request
Repair

9
View Open
Tickets

2
Create Fixture
Request Announcements

View Repair
Calendar

Request
History
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View/Modify Open Request -List of Open Work Orders

Office peror OfficeMax fm PI IOt

0DS00907 | Service Desk | Home | Logout

Work Order Number Search Workorder »  Reporting «

Filter * Export * Display Status » Submit Query Clear Filters More Options Save ? Showperpage: | 25

Click " Submit Query" to submit filters and trigger 2earch operation.

Work Order Status Location Number Baginawiin ¥ | Request Type
|l | |l q :

[1 wo# 150907008 €@—— View/Modify Open Requests ' 000307 SEATTLE, WA A
Created:  2/4/2013 S0000PM | o1y 3 list of open Work Orders Type: DOORS
=5/2015 &11-90 AN play p - . INTERIOR AUTO DOOR REPAIR

21412015 s-00-00 P A Selecting one of the hyper-links will
allow you to view additional details

[ ] wo# 150907-012 about the open request : 000907 SEATTLE, WA
Created:  2/19/2015 5:00:00 PM Prionty:  MEDTUR e Type: FIRE

Updated: 5/5/2015 8:11:20 AM Status: QAFPPR Request Code:  FIRE EXTINGISHER ISSUE
ETA: 4/23/2015 5:00:00 PM PDT  WT: WO

150307-005 VAl E=1"1V] Location: 000807 SEATTLE, WA
1182015 5:00:00 PM Priority: HIGH xqﬂﬂs: (T:ﬂ:e EQUIPMENT
5512015 8:11-20 AM Status: COMP questLode:  BAILER REFAIR

2072015 5:00:00 PM FOT  WT: Wo

V.v v a Y W
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View/Modify Open Request-Hotlist

To add an item to your Hotlist,
select the chili pepper icon. This
will add the Work Order to a special
list you can view when needed.

[1 wo# wes-500071 Vil i=1"1"] Location: 000907 SEATTLE, WA
41112015 12:10:25 PM Priority: HIGH Request Type:  ENERGY MAMAGEMENT

S/5/2015 3:36-53 AM Status: REC Request Code:  ENERGY MANAGEMENT
47272015 12:10:14 PM PDT  WT: LLSH

WEB-500070 YAk i=1 1D] Location: 000907 SEATTLE, WA
41172015 8:32:23 AM Priority: Request Type: ENERGY MANAGEMENT

412015 8:32:23 AM Status: REC
52015 8:32:23 AMPDT  WT: Wo

Request Code: EMERGY MAMAGEMENT- OMX
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View/Modify Open Request —Attachments

Select the Attachment (Paper Clip)
icon to view any attachments on the
Work Order

[] wo# weB-500027 Z~iRooEEu Location: 000907 SEATTLE, WA
Created:  3/13/2015 5:37-05 AM Priority: EMERGENGCY Request Type:  SC: BATTERY & CHARGERS
Updated: 3/20/2015 9:03:37 AM Status: REC Request Code:  SC: BATTERY & CHARGERS

: 320/2015 2:03:21 AMPDT  WT: DKST

[ wo# pm-0600011 Y ik k=1 "1V Location: 000307 SEATTLE, WA
Created:  2/12/2015 12:39:4% PM Priority: MEDIUM Request T?Pf-_ DOORS
Updated: 5/4/2015 7:27-22 AM Status: CAM Request Code:  DOCR PM
ETA: 3162015 12:39:39 PM PDT WT: PM

PN NONANOANANANANANIANANNIANANAANNINIANINIANANIANIONIANININININININIANANY
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View Modify Open Request -Request Dates

Select the Request Dates icon
‘Calendar’ to view Target
&Scheduled dates

[ wo# weB-500027 ZiRNeE20 Location: 000907 SEATTLE, WA

Created:  3/13/2015 6:37:05 &AM Priority: EMERGENGCY Request Type: SC: BATTERY & CHARGERS
: A20/2015 9:03:37 AM Status: REC Request Code: SC: BATTERY & CHARGERS

3/20/2015 2:03:21 AM PDT  WT: DKST

[ wo# pm-0800011 V& Aok =11V Location: 000907 SEATTLE, WA

Created:  3/12/2015 12:35:48 PM Priority: MEDIUM Request Type:  DOORS

Updated: 5/4/2015 7:27-22 AM Status: CAN Request Code:  DOOR PM

ETA: A/16/2015 12:39:38 PM PDT WT: PM
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View/Modify open Requests - View Information

Select the Show Information icon ‘i bubble’ to
display key information &comments related to
the Work Order

[ ] wo# wEB-500027 ZiRooE20 Location: 000907 SEATTLE, WA
Created:  3/13/2015 6:37:05 &M Priority: EMERGENCY Request Type: SC: BATTERY & CHARGERS
¢ 32002015 9:03:37 AM Status: REC Request Code: SC: BATTERY & CHARGERS
3/20/2015 2:03:21 AMPDT  WT: DKST
[J wo# pM-0500011 Z4iRooEEV Location: 000907 SEATTLE, WA
Created: /1272015 12:39:48 PM Priority: MEDIUM Request TFPe-_ DOORS
Updated: 5/4/2015 7:27:22 AM Status: CAN Request Code:  DOOR PM

ETA: INMER2015 12:39:35 PMPDT WT: P

NN ANOAONOANANIAONIANINOANINIANANIANANIANIANIANIANINIANINININIANININIANANYS
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View/Modify Open Requests -Print Work Order

Select the Print Work Order icon
‘Printer icon’ to print the details of
the Work Order

[l wo# wes-s00027 VB Nk =1 1" Location: 000907 SEATTLE, WA

Created:  3/13/2015 6:37:05 AM Priority: EMERGENCY Request Type: SC: BATTERY & CHARGERS
: 3/20/2015 9:03:37 AM Status: REC Request Code:  SC: BATTERY & CHARGERS

372012015 2:03:21 AM PDT  WT: DKST

[] wo# pm-0600011 ZiRoEa0 Location: 000907 SEATTLE, WA

Created:  3/12/2015 12-39:49 PM Priority: MEDIUM Request TFP‘E-_ DOORS

Updated: S/4/2015 7:27:22 AM Status: AN Request Code:  DOOR PM

ETA: 3162015 12:39:38 PM PDT WT: PM
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View Modify Open Request - Surveys

The ‘green check’ signifies a survey has been
WO# WEE-5U114U "', 1 @ u H y& e pye) L0 WL com gleted g y
Created: 8/26/2013 2:43:16 PM Priority: Standard ~ Request Type:  BLIND CUTTER P "
Updated: 9/18/2013 11:10:47 AM Status: PVINV Request Code  BLIND CUTTER REPAIR
ETA: 8/26/2013 3:47-:00 PM EST WT: WO
Equipment:
WO# WEB-501024 A L7000 EDPEe oo e —————— The red question mark signifies a survey is
Created: 8/23/2013 7-:43:18 AM Priority: Standard ~ Request Type: CART CORRAL required.
Updated: 8/25/2013 3:04:44 PM Status: PVINV Request Code CART CORRAL REPAIR
ETA: 8/26/2013 7-:42:36 AM EST WT: WO
Equipment:
NOTE:

+ By clicking on the green check mark you can view the survey results
+ By clicking on the red question mark you can view the survey results
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CSSurvey - Customer Survey

Submit a Survey

Office peroT OfficeMax

Enter the survey feedback &any

Did the Service Provider arrive to your store in 8 timely manner?

Did the Service Technician check in with the MOD (manager on duty) prior to starting work?
Was the Service Technician dressed in 8 ciean and professional uniform?

Was the Service Technician professional in manner?

Was the quaity of werk to your satisfaction?

Did the Service Technician ieave the work area clean and free of debris?

What was your overall satisfaction wih the repar process?

It you answered No to any of the above questions, would you ke to be contacted by Buiding
Services?

Do you have any other comments you would ke to provide about the service technician?

O Excetent
O Excetent
O Excetent
() Excetent
O Excetent
(O Excetient
O Excetent

O Excatent

O very Goos O Good
O Very Good O Good
O Very Good ) Good
O Very Good () Good
© Very Good O Good
O Very Good ) Good
O Very Good O Good

) Very Good () Good

O poor
O poor
O poor
© poor
O Poor
O Poor
© poor

O Ppoor

comments &click the save button
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View/Modify Open Requests - Request Details

’

Select the Request Details icon ‘D bubble
to see the details associated to the Work
Order

[] wo# WEB-500027 Z~iR0ELV Location: 000907 SEATTLE, WA

3/13/2015 6:37:05 AM Priority: EMERGENCY Request Type:  SC: BATTERY & GHARGERS
s 3/20/2015 9:03:37 AM Status: REC Request Code:  SC: BATTERY & CHARGERS

3/20/2015 2:03:21 AMPDT  WT: DKST

[] wo# pm-0s00011 V& Ak E=1"1" Location: 000907 SEATTLE, WA

Created:  3/12/2015 12:39:48 PM Priority: MEDIUM Request Type:  DOORS

Updated: 5/4/2015 T:27:22 AM Status: CAN RequestCode:  DOOR PM

ETA: 3162015 12:3%:39 PM PDT WT: P
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View/Modify Open Requests - Related Work Orders

Select the Related Work Orders icon
‘Three Red Dots’ icon to see a list of
other Work Orders related to this
request

[] wo# weB-502542 wrsROESV Location: 002247 PEWAUKEE, WI DNE:  USD 1000.00

2/9/2015 7-00:00 PM Priority: MEDIUM Request Type:  FIRE Quote 1: None
/52015 10:11:20 AM Status: COMP Request Code: BACK FLOW ISSUE Quote 2: None

2M15/2015 7:00:00 PM CDT  WT: WO Vendor: SMS5 Assist - Floor Care (SM360612IL) Invoice: None

WEB-502540 Y o @ 7] Q & (D) Location: 002165 PARKER. CO DNE: _ UsD 3109.17
1/19/2015 6:00:00 PM Priority: EMERGENGCY Request Type: GEMERAL REPAIRS Quote 1: None
E/5/2045 9:11:20 AM Status: COMP Request Code: VCT FLOORING REPAIR Quote 2 None
24/2015 6-00:00 PM MDOT  WT: wWo Vendor: SM5 Assist - Floor Care (SMS60612IL) Invaoice: None

ONONONONONONONONONOIONOIONOIONOIONIONOIONONIONIONIONONINIONOIONOIONOIONOIONOIONINIONINIONIN S
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View/Modify Open Requests — Adding Comments

1. Select the Work Order Number L el WEB-500071 RoS&80 :;annurT 00907 SEATTLE, WA _
i i Created:  4/1/2015 12:10:25 PM Priority: HIGH quest Type: MANA

link to open the Work Orders details Updatad: S/8/2015 35553 A Status:  REC RequestCode:  ENERGY MANAGEMENT

page ETA: 4/2(201512:10:14 PM PDT  WT: LLSH

i
Office pepor OfficeMax fm Pilot
2. From the Work Orders details ©PS00907 | Seice Deck Home | Logeu
. . ‘ Work Order Number | | Search |
page, click on the comments link S

WEB-500071 E Received

Retumio List g &_ o Q L)
=

Schedul . | ‘Comments

SQQQQQQ'A"IVI“'A‘VIVAVVAV vy . vyv . vvVv YV VYV VYV V9V WV

VoV VoV V., Y
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View/Modify Open Requests - Add Comments and Emailing Through Work Order

i @ hltp:;‘fstaging.f'rnpl'lMZ.CONHWorkOrder;‘Popup;’Cnmm.E‘E‘g‘

3 . F rO m t h e WO rk O rd e rs d eta i IS Office pEroT OfficeMax fm Pl Iot i | http://staging frmpilot2.com/WorkOrder/Popup/CommentsAddComme |
‘Add’ comments in the ‘comment opsooser| e ne e o ! work orcer  wes-so007+
bOXI the n CI ick save . |‘-;'-,‘ar|f Order Number H Search | Readable By

WEB-500071 [ Received ceuneis P &I ooe i Fs  Mvencor Portal/Manager

. . . Subject:
This actions will save your Description test |\.'l\1fcl)eCWEB-5ounw - 000907 - ENERGY MANAGEMENT -1
. erview | Schedule Comments Save | Previous

comments in the Work Order EEE— [Come [P | Comment

e

a8 http:f’!sbagl'ng.fmpHotZ.cDm.’WorkOrden‘Pﬂ;m-prammentsSen;E.‘.‘Elﬂlg | Cancel || Save || Save & Email
=

-

| http://staging.fmpilat2.com/WorkOrder/Popup/CommentsSendEmail.aspx?Commen F

4. To email your comments through a

To: |Oﬂ'|ceDepnt@Facihtysnurce com| x
Work Order: s s

Enter your comments in the comment box
. ‘ 12 Subject: |[WO: WEB-500071 - 000207 - ENERGY MANAGEMENT - P24 |
then click on the ‘Save and Email

Email: OfficeDepot@Facilitysource.com &
click ‘Send’

Body:

This action will send your comment to the
Office Depot maintenance representative
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Office peroT OfficeMax

Request
Repair

Send
Feedback

Office pEPOT

Maintenance Portal

View Repair
Calendar

]
View Open
Tickets
Request
History

2
Create Fixture
Request Announcements

/

To select the open requestin a
calendar format, click on View
Repair Calendar
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View Calendar - Initial View

Office peroT OfficeMax fm PI IOt

0DS00907 | Service Desk | Home | Logout

| Work Order Number || seareh | Workorder »  Reporting «
April - May, 2015
Sunday Monday Tuesday Wednesday Thursday Friday
April 26 27 23 29 a0 May 01 2
8:21 AM Select the Work Order number
weB-s00065 — . .
8:32 AM hyperlink to view the Work Order
WEB-500070
3 4 5 i} T 9
Note: The Work Order appears in
the calendar depending on its ‘Start
?
10 11 12 13 14 15 16 Date
5:00 PM
WEB-502600
FIXTURE SALES
17 18 19 20 | 22 23
24 25 26 27 238 20 30
12:10 PM
WEB-500071
ENERGY
MANAGEMENT

A XA ZAZIAZA LA ZIAZIAZIAZIAZLIALIALIALZIAZIAZIA LA ZAZIAZARCAZARAZAZAZIAZIAZIAZIAR Y,
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View repair Calendar - link details

fmPilotl

0DS00907 | Service Desk | Home | Logout

Office peroT OfficeMax

Clicking on a Work Order link (ork Order Narmoer | [Seareh]
from the calendar view, takes WEB-500068 —
- O In Progress !
you to the Work Order g ramois A ) O 5 &
Description fest

details. —

Schedule Comments

Overview

Request

Location
* Department

* Number 000207  History | * Request Type boc

R * Request Code
Location Name 0oDs07

5]
i)
wfm

Address 13501 AURORA AVENUE NORTH * Work Type
SEATTLE WASHINGTON 98133 « sarvice L ion
Phone 206-364-2404 t
* Priority
Contacts Vendor

* Requesting Contact _ *Vendor ALL AMERICAN FACILITY MAINTENANCE
e—

* Description

test

’QQQQQQQQQQQ““'IVA"VIVAV v . .vyv Yyv ' Vv YV YV VYV YV VTV YV VSV TV TV VTV, S
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L
- — Office pEPOT
nnouncements will display
important messages to the stores M ai ntenance Portal

Request View Open View Repair
Repair Tickets Calendar
. Reference Request
. Materials History

2
Create Fixture
Request Announcements
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Announcements

Announcements display key information
to be communicated to stores

Announcements

Announcements

Upload

Announcement Title Announcement Text / Posted Date E?{Em"

I (]| [+]
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Office pEPOT
Reference Materials will display Mai“tenance Portal

documents &videos.
View Open View Repair
Tickets Calendar

Send Request

Feedback History
. 2
Create Fixture
Request Announcements
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* List of documents for store reference

Office peroT OfficeMax

Reference Materials

* User have the ability to download files when necessary

* Files can be specific to certain users or regions

fmPilotl

Office peror OfficeMax Documents stored here will provide
tools to help stores navigate the 0DS00907 | Service Desk | Home | Logout
system .
Work Order Number Search Workorder »  Reporting »
Reference Materials
Documents Upload
Attachment Name \Date Created  Expiration Date Assigned Hierarchy —~__ File

I | |
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Office peroT OfficeMax

Request
Repair

Send
back

Request

Create Fixture

Office DEPOT

Maintenance Portal

View Repair
Calendar

]
View Open
Tickets
Request
History
2

Any time you want to look at the
stores previous Work Order
history, select, ‘Request History'
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Request History

This view displays all Work
Orders for the location
within the last the 30 days

Viewing Request History

Office peror OfficeMax

‘ Work Order Number

|| Search |

Office pEroT Office

fmPiloti

0DS00907 | Service Desk | Home | Logout

der » Reporting «

Filter » Export » Display Status »

Work Order Status

Submit Query

Clear Filters More Options Save ? Showperpage: 25

Click "Submit Query” to submit filters and trigger search operation.

Bagins with v

Location Number

Beginawith ¥ | Request Type

[ wo# 150807-008 rsRlos20 Location: 000307 SEATTLE, WA o
Created:  2/4/2015 5:00-00 PM Priority: EMERGENGCY RequestType:  DOORS

Updated: 5/5/2015 8:11:20 AM Status: COMP Request Code: INTERIOR AUTO DOOR REPAIR

ETA: 2/4/2015 5:00.00 PMPDT ~ WT: wo

[ wo# 150807012 MAROEZUY Location: 000807 SEATTLE, WA

Created:  2/18/2015 5:00:00 PM Priority: MEDIUM Request Type: FIRE

Updated:  5/5/2015 8:11:20 AM Status:  QAPFR Request Code:  FIRE EXTINGISHER ISSUE

ETA: 4/23/2015 5:00:00 PM PDT  WT: wo

[] wo# 150007-005 ZROE=20 Location: 000907 SEATTLE, WA ‘
Created:  1/18/2015 5:00:00 PM Priority: HIGH Request Type:  EQUIPMENT

Updated: 5/5/2015 :11:20 AM Status:  COMP RequestCode:  BAILER REPAIR

ETA: 2/10/2015 5:00:00 PM PDT  WT: wo

Ol wo# 150907-009 Vil E=1"1"] Location: 000807 SEATTLE, WA

Created:  2/4/2015 5:00:00 PM Priority:  MEDIUM Request Type: SOR: CONSTRUCTION

Updated: 5/5/2015 8:11:20 AM Status: GCOMP Request Code: INSPECTIONS

ETA: 2/12/2015 5:00:00 PM BDT  WT: wo

[ wo# 150807010 ik E=1"1°] Location: 000907 SEATTLE, WA

Created:  2/4/2015 5:00.00 PM Prionty:  EMERGENCY Request Type:  FIRE

Updated:  5/5/2015 5:11:20 AM Status:  COMP RequestCode:  FIRE SPRINKLER ISSUE

ETA: 2/4/2015 5:00.00 PMPDT ~ WT: wo

ax
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Office DEPOT

If at anytime you wish to Mai“te“a“ce Pﬁrtal

provide feedback, select the

‘Send Feedback’ option 5
Request View Open View Repair
Repair Tickets Calendar
Send Request
Feedback History

2

Announcements

Create Fixture
Request
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Send Feedback

Send Feedback
From
usen@DOffice Depot.com

To . .
: . An email is sent to
fmsfeedback@officedepot.com < i
fmsfeedback@officedepot.com
Subject
[ |
Use this feedback form to send general
guestions &feedback on repair services.
Does not replace the Work Order survey
feature that is associated with the vendor
performance.
=— =] Click the submit button to send your

feedback
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Move your cursor over ‘filter’ & once it
drops down select ‘User Filters’ to create
a new custom filter

Office peroT OfficeMax

Creating Filters

Office peror OfficeMax me“Oti

OOSSHHOT | Senvick Dask | Home | Logount

T [ =]

d Export » Désplay Sishs Submit Queny Claar Filern More Dplons b2 ] T | Showw (o page: | 25
e ] T T T———
Imr-

O wow ssoser.ooe ARuosgu Lacation: DOURIT SEATTLE Wil ‘ﬂ
Crasted: 20207550000 PU Prioity: L RGINCY Ragensd Trps:  DORORS
Updated: 5450150 11 20 AM Bata:  COME Regoest Code:  MTERIDR AT DOCH REFAE
ETR  ATILAOGOPMPDT WE WO

Ol wow nsesoraiz rEARGEREU me ASGAAT REATTLE, A ‘
Created: 35 S0000FM Friodly: LEDHLR Fincrmel
Updetedt  SSP015E 19 20AM St OAPPR Regesst Codec  FIRE EXTINGISHER IS51E

ETA: AZVHENSSI000PMIPDT  WT: wo

Ol wou nsoeoraes P LT 1=1"17] Logatisn: DORGT SEATTLE. Wi
CrasiBd: BRI & O0O0IEM Friomy. H0H Regowst Type:  ECLAPLENT
Updetidt 557175 11 20 Al S COAP RegeeatCode:  AWLER REPRF
ETR:  FwaniiooioemMPnT WE WO

Crasted: 2470754 0000 PAY Prioefty: LECHLAN Aegaeel Trpac  50R CONSTRUCTION
Updated 550158 11 20 A S COMP Reguesl Cotec NSPECTIONS:

ETA: FOFANESON0DFMIPDT  WT: wo

[ wo

Crosied: 345045 5 0000 Pl Frioeity, EVERGENCT Focesd Type:  FIRE

Updsted  SET0953 1920 AN s COMF Recosad Cofic  FIRE SPThMLER HS1E
ETA:  F4MESLSOIPMPDT  WE WO
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Creating Filters

Select the ‘pencil’ icon to edit your filters fm P||Ot

Office pepot OfficeMax
0DS00907 | Service Desk | Home | Logout

Work Order Number || Search | Workorder »  Reporting =

~

Group BY\ Select / Open a filter |- |

[——

| Download .xI;x\“ Submit Compound Filter || Cancel |
AN

Filtername:| \ || Save || Publish || Clear | Save as Default |
' Borting # Date Ranges ' Work Crder Attributes
' Work Orders ' Locations ' Reguest Type . Request Cods

N AN AN A A AL EBANBAAAARAA AN AN

W™ y - " y” - P - g - y -
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Office peroT OfficeMax
Creating Filters

Set your filter, select on the f P.I ‘t
‘arrow’ to move the filter to I I I I 0

Office perot OfficeMax .
selected, then click ‘back’ to 0DS00907 | Service Desk | Home | Logout
apply more filters. ) :
Work Order Number Search Workorder »  Reporting «
/ \

Date Ranges

Keyword: |
[+|Advanced Search:

Work Order List - User Filters

Back

[Anfd | [And w|

Sea

/
/
A

I

To be selecled/ Selected: Clear

B

‘Work Order Entered Date © Last 30 days

From Date: |5/1/201

To Date: |5/3/2015

Date Interval: | Last 30 days S

Date Type: |Wnr|-c Order Entered Date
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facility Office peroT OfficeMax
Creating Filters

Office peror OfficeMax fm PI IOt I

0oDs00907 | Service Desk | Home | Logout
erk e v || searen| YOUT criteria will populate in the box once added. T
I N —

~

Work Order List - User Filters

Group By

Select/ Open 3 ﬂller| |
&

| Download xlsx || Submit Compound Filter || Cancel |

To create a filter for your
Filt ’ i . .
|ername| || Save || Publish V Clear | Save as Default | HOtlISt, select the :penc”/
/ .
2+ Sorting + Date Ranges ,/W Icon on the Work Order
‘Work Order Entered Date : Last 30 days attributes
& Work Qrders

# Locations # Request Type +" Request Code
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faciiity Office pepoT OfficeMax

WORLD LEADER IN FACILITY MANAGEMENT

Creating Filters

Office perot OfficeMax fm PI IOt I

0DS00909 | Service Desk | Home | Logout

|Work Order Number || Search | Workorder ~ Reporting

Work Order List - User Filters

: : Select the back button
Select “My Hot List” & add it to Work Order Back | €— once the criteria is
the Selected column by selecting N Aftributes Keyword:| [And V] [And V] | ol
the arrow A

To glected: Selected: Clear

|s Emergency My Hot List
Is Mot Emergency

Is Zero Invoice

Iz Mot Zero Invoice

Iz Survey Meeded

Iz Mot Survey Meeded
P Work Order

ETA is missed \A
©On Site (VR in without an IVR out)
Has Attachment

DME Changed

Available For Vendor Checkin
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faciiity

WORLD LEADER IN FACILITY MANAGEMENT

Office peroT OfficeMax

Creating Filters

Office peroT OfficeMax | Enter a Filter Name & ‘Save’ the filter

| Work Order Number

H Search | /

fmPiloth

0DS00909 | Service Desk | Home | Logout

Workorder » Reporting «

Group By

]

‘ Download xlsx H Submit/Qﬁmpound Filter/H Cancel |
/ /

Work Ordezr List - User Filters

~

Select !/ Open a ﬂller|

[+

Filtername:| My hot Lis{ x| Save ‘ Publish H Clear | Save as Default |

2 Sorting + Date Ranges

7 Work OMEM

‘My Hot List’ is
now in the search

/ criteria

Work Order Entered Date : Last 30 days

Wiy Hot Listdk

7 Work Orders + Locations

" Request Type

" Request Code
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facility Office peroT OfficeMax

WORLD LEADER IN FACILITY MANAGEMENT

Creating Filters

m| http://staging.fmpilot2.com/Client/ClientMain.aspx p-c ” ClientMain x ‘ | o T 5

File Edit View Favorites Tools Help

Office peror OfficeMax fm PiIOt I

Select the Work Order ‘list’ 0DS00909 | Service Desk | Home | Logout
|WorK Order Number || Search | to see the new filter \ Workorder = = Reporting =

New

X
List
W

Work Order List - User Filters Calendar

Group By Select/ Open a ﬂlterl My Hot List |

[~

| Download .xlsx || Submit Compound Filter || Cancel |

| Filter was saved successfully

Filter name:| My Hot List || Save || Publish || Clear | Save as Default |
.~ Sorting . Date Ranges " Work Order Attributes
Work Order Entered Date : Last 30 days My Hot List
~ Work Orders - Locations " Request Type " Request Code
http://staging.fmpilot2.com/WorkOrder/WorkOrderList.aspx?ReturnFromWO=Y ]
p— [ ——3 —
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facilitysource

WORLD LEADER IN FACILITY MANAGEMENT

The new filter is displayed in the ‘Filter menu’

Office peroT OfficeMax

Creating Filters

——— —

[ L

Client/Clienth: P~c H ClientMain

oo
Ltk 3

File Edit View Favorites Tools Help

Office peroT OfficeMax

|Work Order Number || Search |

fmPiloth

0DS00907 | Service Desk | Home | Logout

Workorder »  Reporting

Export » Display Status »

No Filter

User Filters

Submit Query

Click "Submit Query" to submit filters and trigger search operation.

Begins with v

Location Number

Clear Filters

More Options

Begins with w

Save

Request Type

2 Show per page:

25

Created:
Updated:

[] wo# weB-502600

] wo# weB-500071

] wo# weB-500070

4/1/2015 8:32:23 AM
5/8/2015 7:11:27 AM

rRiogev

Created:  5/4/2015 1:29:46 PM Priority: EMERGENCY
Updated:  5/8/20157:11:27 AM Status:  INPRG
ETA: 5/11/20155:00:00 PM PDT  WT. WO

rRoE8uv
Created: 4/1/2015 12:10:25 PM Priority: HIGH
Updated: 5/8/20157:11:27 AM Status: INPRG
ETA: 5/25/201512:10:00 PM PDT WT: LLSH
MrROEEV

Priority:
Status:

IETA: 5/1/2015 8:32:00 AMPDT ~ WT: wo

INPRG

Location:
Request Type:
Request Code:

Location:
Request Type:
Request Code:

Location:
Request Type:
Request Code:

FIXTURE SALES

FIXTURE SALES VIA FIXTURE FINDERS

000907 SEATTLE, WA

000907 SEATTLE, WA

ENERGY MANAGEMENT
ENERGY MANAGEMENT

000907 SEATTLE, WA

ENERGY MANAGEMENT
ENERGY MANAGEMENT- OMX

[] wo# wes-500068 rMorsiBOEEY Location: 000907 SEATTLE, WA

Created:  4/1/2015 8:26:43 AM Priority: Request Type: DOORS

Updated: 5/8/2015 7:11:27 AM Status:  INPRG Request Code: EMERGENCY EXIT DOOR REPAIR- OMX
|ETA: 5/1/2015 8:21:58 AMPDT ~ WT: wo

fFmpilot2

OrderList. 0=V#




facilitysource

WORLD LEADER IN FACILITY MANAGEMENT

Selecting this filter displays all hotlist items

Office peroT OfficeMax

Creating Filters

. L S
w - fmpilot2.com/Client/Clientl | £+ ¢ | A cientain x‘ |
File Edit View Favorites Tools Help
Work Order Number || Search | Workorder »  Reporting »
Filter > Export > Display Status > Submit Query Clear Filters More Options Save ?  Showperpage: 25

Weils Order Status

Click "Submit Query™ to submit filters and trigger search operation.

Begins with w

Begins with v

Location Number Request Type

EV|

rRogav
Priority: EMERGENCY
Status: COMP

PM PDT WT: WO

Location:
Request Type:
Request Code:

000907 SEATTLE, WA
DOORS

INTERIOR AUTO DOOR REPAIR

Bomooe0

[ wo# 1s50907-008
Created:  2/4/2015 5:00-00 PM
Updated:  5/5/2015 8:11:20 AM Status:  COMP
ETA: 2/12/2015 5:00:00 PM PDT ~ WT: wo

sRoE80V

Priority: MEDIUM

Location:
Request Type:
Request Code:

000907 SEATTLE, WA
SOR: CONSTRUCTION
INSPECTIONS

[ wo# 150907-010 sRoBEV Location: 000907 SEATTLE, WA

Created:  2/4/2015 5:00-00 PM Priority: EMERGENCY Request Type: FIRE

Updated:  5/5/2015 8:11:20 Al Status: COMP Request Code:  FIRE SPRINKLER ISSUE
[Em&: 2/4/2015 5:00:00 PMPDT ~ WT: WO

] wo# 150907-012 Location: 000907 SEATTLE, WA
Created:  2/19/2015 5:00:00 PM Priority: MEDIUM Request Type: FIRE

Updated:  5/5/2015 8-11-20 AM Status:  QAPPR Request Code:  FIRE EXTINGISHER ISSUE
ETA: 4/23/2015 5:00.00 PM PDT ~ WT: wo

[J wo# 150007-005 Vil 1=1"1"] Location: 000907 SEATTLE, WA
Created:  1/18/2015 5:00:00 PM Priority: HIGH Request Type:_ EQUIPMENT

Updated:  5/5/2015 81120 AM Status:  COMP Request Code:  BAILER REPAIR

IETA: 2/10/20155:00:00 PM PDT ~ WT: wo

hitp://staging.fmpilot2.com/WorkOrder/WorkOrderList.ospx?WOSID=-100%
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