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Completing an ENG PM - iPhone

Step 1: Tap My Work Orders

PM Task List
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KW Training Site
Kayla Katana_Lanier

My Work Orders &8

MY WORK ORDERS

— = Spa
Then the PM Banner Away

< Back MyWworkorders 8 = Y \
PM (5) >

Step 2: Tap to open and view the

Details and Pending/Recent provide
more information

< My Work Orders
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Ungrouped Tasks

Step 3: Press Play button to Quick Collapse: compresses
start the PM sublocation banners;

Expand using the banner arrow
< My Work Orders
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Ungrouped Tasks

Tasks can be grouped by:
e Ungrouped List
e Grouped by Sublocation

Step 5: Add Comments/Photos

Tap New Comments Take a Photo or Select A Comment s required
from Gallery when adding a Photo

< My Work Orders | @& Photo

Add Comment

® Comments + New Comment Take I B Select W Remove

Emergency door latch fixed|
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Step 6: Tap Checkmark A warning will appear if any tasks are
to Review left Incomplete
< My Work Orders < Back Review to Complete on Optio
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B 183: Air Handler PM-QTR ey Spe Mark remaining tasks complete
Ungrouped Tasks i
/822 12:21PM Leave some tasks incomplete and complete the
1. Inspect General Condition Completed: work order anyway
1/8/22 12:23 PM
Duration: Create new rework PM for the incomplete tasks
m
Create new incomplete PM for the
it

Tap the pencilicon Select Action from list
to resolve

Step 4: When the work is done, mark
each task Complete

< My Work Orders
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Ungrouped Tasks

1. Inspect General Condition

< My Work Orders
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Ungrouped Tasks

3. Check Coil Fins Straighten If Needed

Straightened coil fin

Step 7: Tap Checkmark to
complete

< Back Review to Complete
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Success! Tap OK

Success
Way to go! Your PM is complete
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