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

Welcome Page ~ Active PM Work - Engineering B

View Assign/Reassign Unassign Com Cancel Mass Actions - | (B Show Future ltems  Clear Filter rint - | Refresh Reports - Close
Select Location Filter Clear Location Filter /
Aging o Location Work Requested « | Assigned To Days Since Last Completed Last Completed | Start At Facilities Department  Department. Type
* |0 0 *0- 0 0 = — = 0 0 0 -
122568 Unit #22304 (2 Bdrm) A/C Filter Replacement FM-QTR  [Hone] 82 4/10/2024 Maon 7/1 0:00 Sunset West Engineering Room F
E 122570 Unit £16106 (1 Bdrm) A/C Filter Replacement FM-QTR  [Hone] 87 4/5/2024 Man 7/1 03 Sunset West Engineering Room F
_ 122573 Unit £15203 {2 Bdrm) AJC Filter Replacemant FM-( TR [Hons] 26 6/5/2024 Sunset West Enginzering Room F
m 122592 Unit #14208 (2 Bdrm) A/C Filtar Replacement FM-QTR  [None] 25 6/6/2024 Sunset West Engineering Foom F

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.

PM Matrix - A/ C Filter Replacement PM-QTR \ 'i

I Welcome Page Active PM Work - Engineering
B Show Last Completion Date ] Show Inactive (Double-click red and yellow items to view the v Filter by Occupied Status - Print Refresh Close

Office 1, AHU 001 Unit#10101 (1 Bdrm) Unit #10308 (1 Bdrm) Unit #1030 (1 Bdrm) Unit #10311 (2 Bdrm Model)
— Waiting s Not Occupi Not Occupied Not it
N This item has never been completed Last d on 2/1/2024 Last completed on 212024 Last on 4122024 Last completed on 34/2024
Unit #12300 (2 Bdrm) Unr( »132&3(1 Bdrm) Unit #13204 (1 Bdrm) Unit #13205 (1 Bdm) Unit #13207 (2 Bdrm)
| Not Occupied Nat Occupied Not Occupied Mot Occupied
Laast compieted on 422024 on 3222024 Last on 6212024 Last on 6/19/2024 L 4812024

Unit £13306 (1 Bdrm) unumlmz Bdrm) Unit #14101-Hatel Units (2 /2 | Murphy Bed) Unit #14102 (2 Bdrm) Unit #14104 (2 Bdrm ADA)
i Not Occupied Not Occupied Not Qocupied Occupi
Last comy on 4162024 an 3152024 Last completed on 5232024 Last completed an 6/7/2024 Last completed on 7/1/2024
| Unit #14201 (1 Bdrm) Unll #14202 12 Barm) Unit #14203 (2 Bdrm) Unit #14204 (2 Bdrm) Unit #14206 (2 Bdrm)
Not 0 Not Occuph Not Occupied Not i
i Last on 3512024 0!1 2024 Last on 362024 Last ted an 5212024 Last on /142024
Unit #14207 (2 Bdrm) Umm qzua (2 Bdrm) Unit #14209 (1 Bdrm) Unit #14210 (2 Bdm) Unit #14302 (2 Bdrm)
| Not Occupied Naot Occupied Not Occupied Mot Occupied
Last 6252024 on 682024 Last 4292024 Last on 3292024 Last on 6182024
Unit £14308 (1 Bdrm) Unit #14310 (2 Bdrm) Unll#lSlDl {1 Bdrm) Unit #15102 (2 Bdnm) Unit #15104 (2 Bdrm)
{ Not Occupied Not i Not i Nat e
Last completed on 4132024 on 12024 Las«‘ mp}e&d’ on 212024 Last on J262024 Last 22024

| Unit #15105 (2 Bdrm) Unit #15106 (2 Bdrm) Unit #15107 (2 Bdrm) Unit #15108 (2 Bdrm) Unt #15110 (2 Bdrm)

Not Occupied: Not Cccupied Nat Occupied Not Occupied- Not Occupied
i Las! completed on 382024 Las! completed on 6212024 Last completed on 3182024 Last completed on 712024 Last completed on 5/8/2024
| 94 hems. 8 (8.51%) Complete (Green) 0 (0.00%) Superseded (Blue) 86 (91.49%) Incomplete (Yellow and Red) 0 (0.00%) Unsuccessful and Not Planned (Orange)

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

are at the bottom of the page.

" PM Matrix - A/ C Filter Replacement PM-QTR

Welcome Page

Active PM Work - Engineering

B show Last Completion Date [_] Show Inactive (Double-click red and yellow items to view the W Filter by Occupied Status

v | Print Refresh Close

Office 1. AHU 001 Unit #10101 (1 Bdrm) Unit #10308 (1 Bdmn) Unit #10309 {1 Bdrm)
— Waiting - ss— Not Occupi Not Occupied

| | This item has never been completed [ ast completed on 712024 Last fon 712024 Lastc on 4/12/2024

Unit #12300 (2 Bdrm) Unit #13203 (1 Bdrm) Unit #13204 (1 Bdrm) Unit #13205 {1 Bdrm)
| Not Occupied Naot i Mot Occupied Not Cecupied

Laste on 422024 Last completed on 3222024 Last 7 on 62712024 Last e on §/782024
| - ™ . T

Unit #\420] (1 Bdrm) Unit #14202 (2 Bdrm) Unit #14203 (2 Bdrmn) Unit #14204 (2 Bdrm)

Nat O Mot 1 Mot Occupied Not Occupied
1 Last completed on 352024 Last completed on 712024 L ast completed on 362024 Last completed on 5212024

Unit #14308 (1 Bdrm) Unit #14310 (2 Bdrm) Unit #15101 (1 Bdm) Unit #15102 (2 Bdm)
| Mot Occupied Mot Occupied Occupied Not Occupied

Laste on 4192024 Last comploted on 3/7/2024 Last completed an /12024 Last compioted on 3262024
| Unit #15105 (2 Bdm) Unit #15106 (2 Bdrm) Unit #15107 (2 Bdrm) Unit #15108 (2 Bdm)

Mot Not Occupied Mat l Not i
| Last on 352024 Last d on 6212024 Last ted on 3182024 Last comploted an 712024
1!H|mms 8 (8.51%) Complete (Green) 0 {0.00%) Superseded (Blue) 86 (91.49%) Incomplete (Yellow and Red) 0 (0.00%) Unsuccessful and Mot Planned (Omngn‘jl

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. Click Submit.

© Welcome Fage | Active PM Work - Engineering " PM Matrix - A/C Filter Replacement PM-QTR |
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Step 5: You can view and assign incomplete PMs from the Matrix. Double click on a yellow
or red location to open the PM.

Welcome Page |  Active PM Work - PM Matrix - A/C Filter Replacement PM-QTR |

| @ Show Last Completion Date [ ) Show Inactive (Double-click red and yellow items to view the u Filter by Occupied Status

Print Refresh Close

Office 1, AHU 001 Unl§10101 1 Bdrm) Unit #10308 (1 Bdrm) Uml #10309 U Bdrm) Unit x12300§2 Bdrm)
Nut_ Nat Occupla
?hsmhas never beern an m&’ﬂ?‘# Last on 12024 on 4122024
ot Occupied

Uni #14109 ['I Bdrm) Llnlt #4110 t? Bdm) Unit #14201 (1 Bdem) Unlt #14202 (2 Bdrm) Urm #14205 [2 Bdlm]
ot Occupi Not l&

Lasf an 552024 Lastcmmtedm SE02024 Last an 352024 I_a\s! isted o 2024 Las! an 52
Unit #14303 (2 Bdrm) Llnlt#'HZM 2 Bdrm} Unit #14305 (2 Bdrm) Unit #14306 (2 Bdrm) Unn#143ﬂ9[1 Bdrm)
NotDcc pned 00* Not Occupied ot Cecupi

[ a5t completed on 6282024 feted on 6/132024 Lasz‘ an 4192024
L|n|t#15'|U? Unl #15108 Bdlm] Unit #15103 (1 Bdrm]) Unit #15110 (2 Bdrm) Unit #15203 (2 Bdrm)

Mntﬂmb Not Occupied Occupled

ms«'!sm an ZHM ast on 3210024 Last an 2024

Use the Assignee field on the right-hand side of the screen

to assign the PM.

| —————————
Welcome Page Active PM Work - I PM Matrix - A/C Filter PM-QTR ~ [122587] A/C Filter PM-QTR

Suspend Complete Cancel Create Template | Reports ~
Request A/C Filler Replacement PM-QTR

Location: Unit #14305 (2 Bdrm)

Tabbed View  Save Save/Close Nm‘cmse Close

# Stalus:  Incomplete !
=] Expected Start | 7/ 1/2024 1200 AM

Reported By: Guest ~ GuestName:

Type: Room PM (Engineering) - Priority:  Medium ~
Occupied Status

Occupied State: Mot Occupied G
Description:

DueBy: [ 8/30/2024 1200 A

Overdue By: [ 9197202412

Expires: B0 9/30/2024 [k

Assignee:
Wade_Asgard, Jose
Wales, George
Waters, Sarah
Webb, Anthony
Wilson, Saundra
Wright, Daniel
Wynspector, Marie
Zwickel, Austin

LastAssigned

Stanted:

- Work Time:

Entered by Alatorre. Julie on 7/1/2024 351 AM
Event  [NoEveni] v

Tasks(0/5) Costs Comments (D) Joumal Enties Log  Mofifications

2 « Completed Hame Category Summary
[ = O] s
|

Clean filter cover

Mobile-Rece

Edlt Delete Move Up Move Down Select All Deselect All Change Selected Tasks Iu ~ Add/Edit Notes on Selected = New Standard Work Order

o o L .
Remou it cover ___--I
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