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PMs can be assigned one-at-a-time or you can select multiple PMs to assign to one team member.
Remember, PMs can only be assigned to one person. The process for tracking additional team members'
work on the same PM is an internal leadership decision.
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Step 1: To assign an Individual PM, Select Location Filter Clear Location ier
Highlight the PM and use the - - b Locatin work ste . Last Com
shiig . ::: o o o o ::lw W = o

Assign To drop-down to select the user. S proveen
Jacuzzi/Spa Drain - 10PM User Full Name

Jacuzzi/Spa Drain - 10PM | Mone]

Jacuzzi/Spa Drain - 10PM ]mm crer ):;':mumms)

Air Handler PM-QTR Katana_Lanier, Kayla

A Hondler PM-QTR Faul_Katana, Pam

— Webb, Anthony
Air Handier PM-QTR | =
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Select Location Filter Clear Location Filter

Step 2: To assign Multiple PMs to
R Aging - D Location Work Requested Occupied State ... Assigned To
one person, click and drag your . o o oo 0 o

mouse to Highlight the PMs. S wmm' — —

1258 #PG-2007D Ar Handler PM-QTR
or —
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Select Location Filter Clear Location Filter
Cherry-pick the PMs by holding fore il tocaten o L

vl ok O o 0 L
down the CTRL key and clicking on = : o

" #PG-20158 Air Handler PM-QTR "Home

each PM. .

T#PG-1UPHA Air Handler PM-QTR Away

#PG-3808 Air Handler PM-QTR Away
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lear Location Filter
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Click Assign/Reassign button in the d_ SR i il s
upper left-hand corner and choose
the preferred team member.

#FG-2007D Air Handler PM-Q

DUE

ouE #PG-20158 Air Handler PH-Q
DUE #PG-3604 Aur Handler PH-Q
DUE FPG-1UPHA #ur Handler PM-Q
DuE #PG-20180 Aur Handler PM-Q
DUE #PG-3808 Aur Handler PH-QFR
DUE #PG-1UPHE Air Handler PH-Q
DUE #PG-1168C ur Handler PM-QfR
DUE #PG-1198C Aur Handler PM-QfR
DUE #PG-10PHA Air Handler PH-QFR
ovE #PG-20098 Air Handler P-QlS
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Step 3: To Unassign, follow the same steps to A, - S
select the PMs and click the Unassign button R . . e o CA—
in the upper left-hand corner. e e

spa - Hoover, John € (Air Handlers)  2/6/2023
- ocu oin - 10 toaver, Juhn € (A Hondl z

#PG-20070 [ione]

#pc-20158 « Handler o [tone] Confirm Unassign

#PG-3604 Air Handler PM-QTR [None]

#PG-1UPHA Air Handler PM-QTR [None]
#6G-2018D Air Handler PM-QTR [one] 6 Unassigned the selected work orders?
#7G-3808 Air Handler PM-QTR [one]

#PG-LUPHD Air Handier PM-QTR [None]

e Arvonder T o e

#PG-1198C Air Handler PM-QTR [one]




