KWPMC Desktop
Assigning PM Work Orders

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.

Step 1: To assign an Individual PM,
Highlight the PM and use the
Assign To drop-down to select the user.

Step 2: To assign Multiple PMs to
one person, click and drag your
mouse to Highlight the PMs.

or

Cherry-pick the PMs by holding

down the CTRL key and clicking on
each PM.

Click Assign/Reassign button in the
upper left-hand corner and choose
the preferred team member.

Step 3: To Unassign, follow the same steps to
select the PMs and click the Unassign button
in the upper left-hand corner.



KWPMC Desktop
Adding a Photo to a PM

Step 1: Save your photo or document on your computer
for easy retrieval

Step 2: Open the Active PM work drop down from the PM
menu tab. Select a Department.

Step 3: Highlight the PM you want to add a photo to and click View

Step 4: When the Details screen opens, click the

Comments tab above the task list Step 5: Click New Comment

Step 6: Click Browse to select the photo from your desktop.
A comment must be added. Click OK. You can add as many
photos as needed.

Only jpg files can be uploaded.

Step 7: Success! You have
entered a photo to your PM

Photos and comments are date and time stamped for recording and tracking purposes



KWPMC Desktop
Completing PM Work Orders (All Tasks Complete)

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

Step 2: Highlight the PM work
order that 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.

Step 3: Click the
Complete button
on top of the menu
bar.

Step 4: The Complete Work Order
dialogue box will open. Click the radial
button for Duration, enter the start
and stop time, and click OK. All Tasks
will automatically complete.

Completed PMs can be viewed
from the Recently Completed PM
Work Screen up to the last 7 days.



KWPMC Desktop
Completing PM's (With Incomplete Tasks)

Step 1: Open the Active PM Work Step 2: Highlight the PM work order you would like to complete from the
drop-down from the PM menu Active PM list. Click the drop-down arrow in the Assigned To column and
tab. Select a Department. select an assignee from the list.
Step 3: Click View in the upper Step 4: The Task list is found on the bottom half of the work order details
lefthand corner of the menu bar 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

Step 5: Uncheck any Incomplete tasks in the
Completed column.

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.

Step 6: If applicable, add Notes to the associated Task(s). Simply click on the note field to add or edit a Note(s)
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Step 7: Click the Complete button on
top of the menu bar.

Step 8: The Complete Work Order dialogue box
will open. Enter the work time. Next select a
Task Completion option and click OK. If you
need to track and complete the incomplete
work later Select “Create new rework work

order for the incomplete tasks”.

Completed PM's can be viewed from
the Recently Completed PM Work
Screen up to the last 7 days

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



KWPMC Desktop
Mass-Completing PM's

Step 1: Open the Active PM Work Step 2: Select the group of work orders that you want to Mass-Complete.
drop-down from the PM menu

tab. Select a Department.

Press and hold the Shift key to select sequential work
orders, or the Control key to select random work orders.

Step 3: To Assign a team member to the highlighted PMs for Step 4: Click Complete on the main
completion, click Assign/Reassign. Select an assignee and toolbar.
click OK

When mass completing PMs all PMs must be assigned
to the same person and completed on the same day.

Step 5: Tracking work time:

(1) Select Calculation Start radial button

(2) Click the Duration to radial button

(3) Enter the duration time or estimate

(4) Click Go and

(5 - 6) All times will be updated in the yellow
fields

(7) Select OK.

Completed PMs can be viewed from
the Recently Completed PM Work
Screen up to the last 7 days



KWPMC Desktop

Prioritizing PMs
Step 1: Open the Active PM Work Step 2: The Active PM screen contains all of the active PMs that have been
drop-down from the PM menu generated for your site by the system at the beginning of the period in
which they should be completed.
tab. Select a Department.
¢ The bottom left-hand corner gives you the total PMs.
[ ]

The different columns provide information at a glance that will help you
manage your PM work.

Use the green filter bar to narrow the data for a column (for example
filter for all Air Handler PM work that needs to be completed).

Step 3: The two most important columns provide you with critical information that enables you to decide the best
course of action when prioritizing and assigning your PM work.

e Last Completed column gives you the date that the PM work order was last completed at that location.
¢ Days Since Last Completed column is the actual number of days since the work was completed at that location.

Step 4: Clicking on Days Since Last Completed sorts Step 5: Clicking on the Location column groups the
the PMs up and down numerically, listing the location

. / r C locations together allowing you to consolidate the work
with the longest time since it was last completed. and assign several PMs to be completed by the same
technician.



KWPMC - Asgard Desktop
Using the PM Matrix

Step 1: Highlight the PM you are interested in and click View Matrix in the upper
right-hand corner of the screen.

View Assign/Reassign Unassign Complete Cancel Mass Actions ~ |[[J Show Future ltems  Clear Filter — Print ~ | Refresh
Select Location Filter Clear Location Filter

Aging 4 | Location Work Requested Assigned To Occupied State ...  Last Completed  Days Since Last Completed = Start At Department Type
LAl | A0 - Al Al - - - A Al
m Men's Spa JacuzzifSpa Drain - 10FM Webb, Anthony  Away 2/7/2023 0 Tue 2/7 0:00 Engineering Equipment PM
#PG-31701 AIr Handler PM-QTR [Nnne Away Sun 1/8 0:00 Engineering Equipment P
#PG-2020C Air Handler PM-QTR [None] Away Sun 1/8 0:00 Engmeermg Equipment PM
#PG-3508 Air Handler PM-QTR [None] Away Sun 1/8 0:00 Engineering Equipment PM
#PG-3607 Air Handler PM-QTR [None] Away Sun 1/8 0:00 Engineering Equipment PN

Step 2: The Matrix shows a complete status view of the highlighted PM for all locations.
Check the Show Last Completion Date box to see the last date the PM was completed at each location.

Step 3: The colors give you additional information. The Color Key and percentage of the completion rate
are at the bottom of the page.

GREEN - PM completed this period (QTR/ANN/MTH etc.).

- PM completed last period but has not yet been completed this period
RED - PM not completed for at least the last two periods

- Indicates a location is out of service or unavailable



Step 4: To print the Matrix, click the Print button in the right-hand corner.

Step 5: You can view and assign incomplete PMs from the Matrix. Double click on a yellow or
red location to open the PM.

Use the Assignee
field on the right-
hand side of the
screen to assign the
PM.
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