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A user's Shift Status provides the necessary information to efficiently manage work
orders, especially when it comes to assigning and reassigning work orders.

On Shift - Ready - means the associate is prepared to receive work orders. Their name will
automatically populate in the Create Work Order and Active Screen drop-down list.

Tasks

sign Pause Start Complete Cancel |[[] Show Future ltems () Show Suspended Items | Clear Filter Print -
Repair Dishwasher - Not Working - Repair/ Replace (Engineering) j Remove bocation Filter
Prioriy: | Crical - ExraRequest  No ~
Asset | DishwasherBldg 23 v | at |Kichen v
Location Work Requested Assigned To Depariment Reported By llame
Notes: Does nottum on 0 0 a 0 0
Assign To = Unit #2405 (2 Bdrm) | Repair Sink - Clogged Fischel, Arty Engineering
Unit #1300 (2 Bdrm) | Repair Dresser - Missing Hardware Hero, Gabi Engineering
Type here 1o add 4 Jon resa (On Shift - Break: 13 days, 23 haurs, 52 mins) ~| Unit #20402 (1 8drm)  Deliver Clock Radio / Alarm Clack Hoover, John E Housekeeping
Lenier. Keyla (Z 2. FL 1-3)
P Unit #20402 (1 Bdrm)  Deliver Coffee Maker Hoover, John E Housekeeping
arez, Gabi

Test, Sherri
Toliver, Michael
Wales, George
[Nobody]

Unit #23206 (2 Bdrm) [ Repair Dishwasher - ot Working

Create Workorder(s) Clear

On Shift - Break - behind the user’s name indicates the associate is on a break or at lunch.
Additionally, a clock indicator appears. This convenience feature shows the front desk and the system
exactly how long the user has been on break.

Aging < Paused Location Work Requested Assigned To
LN | a A A A

Department
0

Wales, George

Engineering

- Wales; George Hou
Unit #3303 (2 Bdrm)  Deliver Sheet [ Linen Sat - Queen Jimenez_Asgard, Jackie (On Shift - Break: 13 mins) | Housekesping
Unit #220% (2 B8drm)  Repair Refrigerator - Mot Working Perez, Gabi Engineering
Unit #30305 (2 8drm)  Repair Ceiling - Leaking Tolver, Michael Engineering
Unit #13300 (2 Bdrm)  Deliver Lamp Cover Haro, Gabl Housekeeping

About 15 minutes before the end of the associate’s day, they will switch to On Shift - Ending Shift status.
This alerts you and allows them to complete any remaining work assigned to them before leaving for the day.

Aging s | Paused Location Work Requested Assigned To

v |0 B 0 ‘0 ‘0 Note: If your site uses
B -t <23206 (2 8rm)  Repair Dishwesher - Nt vierking ([N Auto-Assign, you will only
v w Unit #20307 [2 ) | Assist With Stove / Oven | Wales, Gearge be assigned to work
= OVERDUE m Unit #20307 (2 Bdrm)  Clean Carpet [ Rug - Dirty [ Stain Wales, George Orders When you are in
_ Unit #3305 (2 Bdrm)  Deliver Shest / Linen Set- Queen  [limenez_Asgard, Jackie (On Shift - Ending Shift) | On-Shift - Ready status.
|

H Unit #2203 (2 Bdrm)  Repair Refngerator - Nat Warking Ferez, Gabi
Off Shift - the associate has logged out of the device and clocked out for the day.

Location Work Requested Assigned To

s | Ls 6]

Unit #23206 (2 Bdrm) Repair Dishwasher - Not Working _ Name's of those users Who are
Unit #20307 (2 Bdrm) Assist With Stove / Oven Wales, George Off Shift will not appear in any of
Unit #20307 {2 Bdrm) Clean Carpet / Rug - Dirty / Stain Wales, George the “Assign To” dropdown lists.
Unit #3305 (2 Bdrm)  Deliver Sheet [ Linen Set - Queen I Jimenez_Asgard, Jackie (Off-5Shift) I

Unit #2203 (2 Bdrm)  Repair Refrigerator - Not Working Perez, Gabi
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