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Step 1: From the Work Orders drop-down,
open the Active/Follow-up screen.

Assets

«

[ Work Orders -I PM ~ Inspections - Supply Chain
Create Work Orders ~ Ctrl+F1

[ ActivefFollow-up  Ctrl+F2 |

/' Recently Completed  Ctrl+F3

Search Ctri+r4

Staff On-Shift

Dashboard

Auto Assign Rules

]

Step 3: When the Work Order Detail screen
opens, click Suspend.

Welcome Page Active Work Orders/Follow-Up ~ [6143] Repair Treadmill
Pause Complete Cancel | Cieate Template | Reports '“

Request Repair Treadmill

Suspend
LocaummLs Center

Step 5: If necessary, update the Suspend
Overdue Date. Add Comments for addiitonal
insight and clarification. Click OK.

Suspend Work Order?

Mark this work order suspended?
'

Suspend Reason: | Waiting for Vendor/Contractor v

ISuspend Overdue Date: 7/31/2023 (g I

Comments:
| Vendor contacted. repair scheduled for 7/31

) OK Cancel

Step 7: To see your Suspended Work Orders on
the Active/Follow-up screen, check the Show
Suspended Items box.

Welcome Page ~ Active Work Orders/ Follow-Up

View Assign/Reassign Unassign Pause Start Complete Cancel |(J Show Future Items | @ Show Suspended Items

Select Location Filter Clear Location Filtel

Aging ~ Paused D  Location Work Requested Assigned To Mobile Receive
v @ 0 0 0 0 0
nlsPEN.., m 6143 Fitness Center Repair Treadml Lanier, Kayla (Off-Shift) 0 mins
PEN." m 6140  #PG-31005 Repair Window - Won't Open
© TSN U 5238 Resiential Lounge  Clean Cobwebs Freeman, Edgar 0 mins

Step 9: Click Save/Close. Your work order will return

to an OK status on the Active Screen.

ir Treadmill* d
orts 'ENDED Tabbed View | Save |Save/CIoseI Print/Close Close ‘

Status:  Incomplete (Suspended) ‘

View %/Reassign Unassign Pause

Select Loowgjon Filter Clear Location Filter

Aging v Paused ID Location

> “ 6143 | Fitness Center Repair Treadmill
&= OVERDUE 4964 #PG-31101

Welcome Page

KWPMC Desktop
Suspend a Work Order

Step 2: Select the work order to Suspend and click View.

Welcome Page -~ Active Work Orders/Follow-Up \

(=] 0 0

Start Complete Cancel |[] Show Future |

Work Requested Assign

Clean Mold / Mildew Perez_

Step 4: When the “Suspend Work Order?” window opens,

select a Suspend Reason from the drop-down.

Suspend Work Order?

Mark this work order suspended?

Suspend Reason ‘ M
Waiting for Approval

Waiting for Manager Follow-Up /
Waiting for Materials/Parts

Waiting for Vendor/Contractor

Suspend Overdue Dz

Comments:

I 0K Cancel

These are pre-configured Suspend Reasons, chosen by

your corporate team.

Step 6: Click Save / Close in the upper right corner.

Active Work Orders/Follow-Up . [6143] Repair Treadmill* |

Request Repair Treadmill

Unsuspend Pause Complete Cancel | Create Template | Reports - [BUSPENDED Tabbed View | Save |Save/(|mse| Print/Close  Close

Stalus:  Incomplete (Suspended)

Step 8: To Un-Suspend the work order, select the
Suspended Work Order on the Active/Follow-up screen and

click View.

Welcome Page .~ Active Work Orders/Follow-Up

|gn/Reassign Unassign Pause Start Complete Cancel () Show Future Items

Selert | nfation Filter Clear Location Filter

View f

Aging v Paused ID Location Work Requested Assigned To

v a0

a ’D ‘D *D an
Nc suseen.| B [6143 |Finess Conter | Repor Treadmil Lanier, Koyl

n’SPEN“. m 6140 #PG-31005 Repair Window - Won't Open
—

Welcome Page Active Work Orders/Follow-Up [6143] Repair Treadmill
Pause Complete Cancel | Create Template | Reports ~ [BBSPENDED

Request Repair Treadmill

Unsuspend
Locaton—rnnessCenter

Welcome Page -~ Active Work Orders/Follow-Up [6143] Repair Treadmill
View Assign/Reassign Unassign Pause Start Complete Cancel |(J) Show F¢

Select Location Filter Clear Location Filter

Aging v Paused ID  Location Work Requested

v L I
m 5812 Spa Clean Drain
m 6143  Fitness Center Repair Treadmill

m 5811 #PG-3PH02

AC Repair - Noisy

When the Work Order Detail Screen opens, click Unsuspend.




