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Step 1: Open the Active PM Work
drop-down from the PM menu
tab. Select a Department.

PM - Projects ~ Inspections ~ Supply Chain ~ Billings ~
Active PM Work » ” Engineering ‘
/ Recently Completed All
Schedule )

Templates

Search Ctrl+F7

Dashboard

Step 3: Click View in the upper
lefthand corner of the menu bar

Welcome Page -~ Active PM Work - Engineering

Assign/Reassign Unassign Complete Cancel

Select Location Filter Clear Location Filter

Aging + ID  Location

¢ e i Al

8 2999 [ #PG-31601 | Air Handler PM-QTR
VIRl 000 #pc-1000
|

Work Requested

Air Handler PM-QTR

Step 5: Uncheck any Incomplete tasks in the

Completed column.

M To change the status of multiple tasks, press
and hold the Shift key to select sequential tasks
or the Control key to select random tasks.

KWPMC Desktop
Completing PM's (With Incomplete Tasks)

wolaetd,

Step 2: Highlight the PM work order you would like to complete from the
Active PM list. Click the drop-down arrow in the Assigned To column and
select an assignee from the list.

Aging « ID Location Assigned To
0 0 0

Lo | 63 —
2999 | #PG-31601 Air Handler PM-QTR [None] g 3/22/2023
3000 #PG-1009A  Air Handler PM-QTR User Full Name
[None]
Freeman, Steve
Jones_Katana, Teresa
Katana_Lanier, Kayla
Perez_Katana, Gabi
Webb, Anthony

Work Requested Last Completed Days Since Last

3001 #PG-3407 Air Handler PM-QTR
3002 #PG-31605
3003 #PG-31005
3004 #PG-1011D

3005 #PG-32203

m 3006 #PG-2012D
- ——

Air Handler PM-QTR
Air Handler PM-QTR
Air Handler PM-QTR

Air Handler PM-QTR
Air Handler PM-QTR x

Step 4: The Task list is found on the bottom half of the work order details
screen. To update all the tasks at once, click Select All, next go two buttons to
the right and click Change Selected Tasks to and Select Complete

Tasks (0/18) Costs Comments (0) JoumalEntries Log  Nofifications

Edit Delete | Move Up Move Down | Select All | Deselect All | Change Selected Tasks to: -l £

# A Completed | Name Complete
[S] Incomplete\

1 a Inspect General Condition
2 [ Check Electrical Connections
3 [ Check Coil Fins Straighten If Needed
4 (] Check Fan/Clean If Needed
5 [ Check Operation Of Chilled Water and Hot Water Valve
6 [ Check Condensate Pan & Drain; Add Algaecide
18 Tasks

Edit Delete Move Up Move Down @ Select All Deselect All Change S

# A Completed Name

Check Fan/Clean If Needed

[ -] Check Operation Of Chilled Water and Hot Water Valve
] Check Condensate Pan & Drain; Add Algaecide

Check All Doors and Hardware/Emergency Lock Release
e

|

Check Fan Motor(s)
Qil Motor Per Manufacture
Check Condition Of Blades

3(9@\\]0101-&

Step 6: If applicable, add Notes to the associated Task(s). Simply click on the note field to add or edit a Note(s)

Tasks (17/18) Costs Comments (0) Journal Entries Log

Notifications

Edit Delete

# A Completed | Name

0~ @

11
12

18 Tasks

IS0 CO00000

Move Up Move Down

Check Condition Of Blades

Select All Deselect All Change Selected Tasks to: -~ Add/Edit Notes on Selected | New Standard Work Order

Category Summary MNotes Extra Request?
Check Fan/Clean If Needed

Check Operation Of Chilled Water and Hot Water Valve
Check Condensate Pan & Drain; Add Algaecide

Check All Doors and Hardware/Emergency Lock Release
Check Fan Motor(s)

Qil Motor Per Manufacture

|Needsl0 be replaced, not workingl

Check Load Amps On Fan
Clean Caoil If Needed

cogo0oooC e




Step 7: Click the Complete button on -
top of the menu bar. ~ Welcome Page | Active PM Work - Engineering - [2999] Air Handler PM-QTR*

Suspend | Complete | Cancel Create Template = Reports 'm

Request AirHandler PM-QTR

Location: #PG-31601

Reported By:  Staff v Reported By Guest Staff.
Type: Equipment PM (Engineering) v Priority: Low
Occupied Status

Step 8: The Complete Work Order dialogue box

h . Ci lete Work Ord

will open. Enter the work time. Next select a ompiete oreeer
Task Completion option and click OK. If you =
need to track and complete the incomplete Stated: @ Calculate | 4142023 | -] &t 7 .59 AM
work later Select “Create new rework work S o [

order for the incomplete tasks”. O Caluiate  Days | 0% Hours ki L Ot

(A (AL A
Completed: O Calculate 4/14/2023 O« at 7 :5 AM
Vv

. (] This work order is being backdated (set Expected Startto Actual Start)
Completed PM's can be viewed from

the Recently Completed PM Work comment -
Screen up to the last 7 days o
Task Completion:  |Mark ining tasks plete If chosen actions taken must be applied if required v

Mark remaining tasks complete If chosen actions taken must be applied if required
Leave some tasks incomplete
Create new rework work order for the incomp

Create new suspend work order for the incomplete tasks

Step 9: Click Save/Close in the upper
right-hand corner.

¥

Tabbed View | Save ISave/CIosel Print/Close Close

Status: Complete

Expected Start | 4/ 8/20231200AM [~ |

— Due By: |@ 5/ 8/2023 12.00 AM B |
e




