\Xork Request Billing Console

(Work Request Billing Console is located under your Building Operations Console)

To perform the billing of each work request, you must go to the “Work Request Billing
Console”.

Click on “Work Request Billing Console”

Once in the work request billing console, you will need to process all work orders/work
requests that have been completed and have no “OPEN" work requests, part, PDs or steps
waiting (see BLACK arrow).

If any of these have a color associated with them telling you how many “open” items you
have per each column, then you are unable to process the billing for the WO/\W/R until all
of these columns show “zero”. See BLUE arrow.

Once all columns show zero, you can either “bill” or “close” the WO/\X/R.

NOTE: You will always have a number in the “# of Work Requests” column. This lets you
know how may work requests are associated with the work order.

V..
Update Work Orders and Work Requests T
Select | Work Order Details | Work Request Labor Hours | Work Request Resources | Work Request Details

Show | Clear

Building Code Work Order Code From Work Order Code To
Primary Work Type v Date to Perform From E Date to Perform To B

Change Selected to Chargeable | Change Selected to Non-Chargeable | Bill Selected | Close Selected |

Wark Orders assigned to you as substitute
Work Order #: 2071 3121 AL,

+ of Open Work Work Order is Work Order Ready
Work Order # +#of Work Requestses  Requests +# of Open Parts #af Open PDs Step Waiting Chargeable? for Bill? Total Cost Building Code Fund ID College D Primary Work Description
v v

Select | Edit 301515327 1 1 0 0 No $0.00 50115400 E018182 70183 ATTN: VERONICA HUFF Legacy System WR #44
Select| | Edit 301515319 1 1 0 0 M~ gnnn sniiaann E017212 70172 ATTN: VERONICA HUFF Legacy System WR #42
Select| | Edit 299999974 1 1 0 0 0 Yes r ANY STEPS WAITI NG = E018141 70180 replace door. door is split on end rail on the ...
Select [Edt 299999890 1 1 0 1 0 Yes » CANNOT COMPLETE E018150 70180 Need wall to be abated. Wall will be marked of
Select| | Edit 299999888 1 1 0 1 0 Yes J BI LLI NG PROCESS E018150 70180 wall abated en Monday 12/15/14 after 10am. ¥
Select| | Edit 299999736 1 1 0 0 0 Yes No $10871 50119900 E018140 70180 have pipe abated for repairs. ATTN. Randy Ham
Select | Edit 199999542 1 1 0 0 0 Yes No $0.00 50122800 E018148 70180 Have main circulating line abated so leak can t
Select | Edit 299999444 1 1 0 0 0 Yes Mo $111.06 50113500 E018127 70180 abate insulation on piece of equipment in mac
Select | Edit 299999251 1 1 Q Q 0 Yes Ne $0.00 50122500 E018150 70180 Abate wall in 1322 ARH after 10:00am tomorrc
Select| | Edit 299998870 1 1 0 0 0 Yes No $0.00 50126500 E018171 70181 Overtime for job being done in apartment 963
Select| | Edit 299998857 1 1 0 0 0 Yes No $218.77 50117300 E018122 70180 Please abate floor tile found under cabinets in.
Select| |Edit 299998757 1 0 0 0 0 Yes No $272.70 50120000 E018141 70180 please make preparations to mow the grass, tri
Select | |Edit 299998735 1 0 0 0 0 Yes _ $272.70 50123000 E018147 70180 please make preparations to mow the grass, tri
Select| | Edit 299335113 1 1 0 0 0 Yes No $0.00 50133300 E015710 70101 WEB Workorder Please wax/buff floors before |
Select| | Edit 299335084 4 2 0 0 0 No ALL ZE RO = ABI—E $34637 50113300 E010269 70102 WEB Workorder We would like to have the floo
Select | Edit 299334934 1 1 0 0 0 Yes TO COMPLETE $0.00 50139400 E880102001 78801 EVENT: Development and Alumni Affairs Staffi
Select | Edit 299334930 1 1 Q Q 0 Yes BI LLI NG $0.00 50139400 E173000 71709 EVENT. Open Forum for VP Candidates DATE O
Select | Edit 299334929 1 1 0 0 0 Yes e $0.00 50139400 E173000 71709 EVENT: Open Forum for VP Candidates DATE O
Select | Edit 199334928 1 1 0 0 0 Yes No $0.00 50139400 E173000 71709 EVENT: Open Forum for VP Candidates DATE O

Please note: You are now working with the “Work Order” #, not the Work Request #.

To view the work request, you need to click “select”. See ORANGE arrow.



Clicking “select” will bring up the work request at the bottom of the screen. See GREEN
arrow.

You will need to click “select” again to view the details of the work request.

Update Work Orders and Work Requests =11
Select | Work Order Details | Work Request Labor Hours | Work Request Resources | Work Request Details

Lt Show || Clear

Building Code Work Order Code From Work Order Cade To

Primary Work Type v Date to Perform From B Date to Perform To EE

(Change Selected to Chargeable | Change Selected to Non-Chargeable | Bill Selected | Close Selected |

Work Orders assigned to you as substitute
Work Order #: 21571 321 Aul%]

# of Open Work Waork Order is Work Order Ready

Work Order # # of Work Requests = Requests # of Open Ports # of Open PDs Step Waiting Chargeable? Jfor 8ill? Totat Cost Building Code Fond ID College 1D Primary Work Description
[ ] [ I [ J [ I [ I [ ] v LA I [ ] [ ] [ [ ]
Select| |Edit 301515527 1 1 [ [ 0 Yes Mo $0.00 50115400 £018182 70185 ATTN: VERONICA HUFF Legacy System WR #/
Select| | Edit 301515319 1 1 [ [ 0 No No $0.00 50119600 £017212 70172 ATTN: VERONICA HUFF Legacy System WR #/
Select| [Edit 299999574 1 1 o o 0 Yes No $0.00 50120000 E018141 70180 replace door. door is split on end rail on the
Select| |Edit 299999890 1 1 o 1 0 Yes No $2000 50122500 E018150 70180 Need wall to be abated. Wall will be marked
Select| |Edit 299999888 1 1 o 1 Q Yes No 520.00 50122500 E018150 70180 wall abated on Monday 12/15/14 after 10am
Select | | Edit 299999736 1 1 [ [ 0 Yes Mo $108.71 50119900 £018140 70180 have pipe abated for repairs. ATTN. Randy He
Select| |Edit 299999542 1 1 [ [ 0 Yes Mo $0.00 50122800 £018148 70180 Have main circulsting line absted so leak car
Select| | Edit 299999444 1 1 [ [ 0 Yes No $111.06 50113500 £018127 70180 abate insulation on piece of equipment in me
Select| [Edit 299999251 1 1 o o 0 Yes No $0.00 50122500 E018150 70180 Abate wall in 1322 ARH after 10:00am tomer
Select| |Edit 299998870 1 1 o o 0 Yes No $0.00 50126500 E018171 70181 Overtime for job being done in apartment 96
Select | | Edit 299998857 1 1 o o Q Yes No $228.77 50117300 £018122 70180 Please abate floor tile found under cabinets i
Select [l Edit
Select| |Edit 299998735 1 [ [ [ 0 Yes Mo $272.70 50123000 £018147 70180 please make preparations to mow the grass,
select| |Edit 299335113 1 1 [ [ 0 Yes No $0.00 50133300 E015710 70101 WEB Workorder Please wax/buff floars befor
Select| [Edit 299335084 4 2 o o 0 No No §346.37 50113300 E010269 70102 WEB Workorder We would like to have the fi
Select| |Edit 299334934 1 1 o o 0 Yes No $0.00 50139400 EB80102001 78801 EVENT: Development and Alumni Affairs Staf
Select| |Edit 299334930 1 1 o o 0 Yes No $0.00 50139400 E173000 71709 EVENT: Open Forum for VP Candidates DATE
E— E— = = prp— - - e T B o — et e T
Wark Request #: 2[4 Al
Work Request Work Order ¥ Problem Type Work Team Code Requested by Waork Request Status Date Wark Completed Date Work Requested Site Code
[ ] [ ] [ ] [ ] [ ] v 1 o
Select 200001431 299998737 LANDSCAPE & GROUNDS MAINTENANCE *ADMIN (VERONICA) CAUDILL, ROBERT LEE - 133302 Completed 6/4/2015 7/16/2014 KNOX

Once in the details screen, you will have access to the following information:
“Work Request Labor Hours” tab:

Craftsperson Assignments: Shows craftsperson(s) assigned to work request and how
many hours they worked.

Clicking NEXT (top right hand corner) will take you to the “Work Request Resources” tab:

Information shown here lets you know what parts, tools, PDs or shop stock was heeded to
complete the work request.

Clicking NEXT (top right hand corner) will take you to the “Work Request Details” tab:

This is a general overview of the work request which includes the work description and
will give you the total cost of the work request.

If everything is correct on the work request/work order, click on the “Select” tab (top left
hand corner). This will take you back to the main screen for you to process the billing.




To process the billing:

Select the work order number you want to process by clicking on the box to the left of
select. This will put a check mark in the box. See PINK arrow.

Once the check mark is in the box, you are ready to perform the billing process.

ALL CHARGEABLE work requests get BILLED using the “Bill Selected” button.

ALL NON-CHARGEABLE work requests get CLOSED using the “Close Selected” button.
To tell if a work request is “chargeable” or “non-chargeable” look in the “\X/ork Order is

Chargeable?” field. See PURPLE arrow. A “yes” indicates the work order/work request is
chargeable and a “no” indicates the work order/work request non-chargeable.

NOTE: \Xork orders/work requests should NEVER have a ZERO amount in the total cost
field. All work orders/work requests should at least have labor charges.

EXCEPTION: The only work orders/work requests that may have a zero amount are those
associated with a “Project”. If you have any of these, you may close with zero amount, but
only if WO/\X/R is associated with a “Project”.

"‘ It — Shiw | Clear
Haiding Code Wrk Ordsr [oce From =l Work Order (ode Tn
Primary Work Type A Date to Perform From £ Dt to Perform To

Change Sedertan i Caneanle | [hange Selarmed 1 Non-Chargeanle l Rlll Setarred l Cinge Selpcrad ]

Wk Ol emsigoed! Lo yowl as subslitule

Work Oeder #, 21971 3111 A5

& of Open Work Work Order is Wk Order Ready
Work Orter # £ Work Requestse Reguests EaflpenPors  w #ofCpenPls = Step Wisting Charpeable? JorBil? Tetol Cost Suting Code Fund 1D College 1 Primary Work Description
v v
Sclect) | Edit 01515327 ¥ 0 0 0 Yes Ho $0.00 50115400 E012182 0183 ATTH: VERONICA HUFF Legacy Gystem WR 144
Select, | Edit 301515349 1 [ 0 0 o Ho $0.00 S0119600 emn2Work Orders/Work Requestsystm i s
Sclect) Edit 109999974 1 0 0 0 ¥es Mo $0.00 50120000 should NEVER have a ZERQ 'ailetr-
Select, | Edit 1999890 1 o =] 0'¥es Ho $2000 50122500 E0181 . {be macked or
! amount in the Total Cost
Sclect) Edit 199909888 1 [} 1 0 ves Ho $2000 50122500 ED181 % o g taferifam)
column. *See exception
Select, | Edit 1599073 1 [ 0 0 ¥es Ho $10874 50119900 E0181 N Randy Ham
Sclect) Edit 109999542 1 0 0 0 ¥es Ho $0.00 50122800 E018140 0160 Have main circulating line abated 32 leak can ¢
Select, | Edit 19444 1 [ 0 0 ¥es Ho £41106 50113500 E018127 70180 abate ingulation on picce of equipment in mac
Sclect) Edit 199900254 1 0 0 0 Yes Ho $0.00 50122500 E012150 0160 Abate wall in 1322 ARH after 10:002en temorre
Select! | Edit 265998870 1 0 0 0 Yes Mo 2000 50426500 E018171 70184 Owvertimee for job being dene in apartment 963
Sclect) Edit 199908857 ¥ 0 0 0 ¥es Ho 22877 50147300 E018122 0180 Please abate flgoe tile feund under cabinets in

Scleat! Edit 299990735 o L} L 0 Yes Mo §27170 50423000 Elig147 To160 please make preparations to maw the grass, tri
Select. | Edit 209235443 i L} 0 0 Yes Mo $0.00 50133200 EG1ST10 Tol0d WEB Workorder Pease veaw/buff floors before |
Select! (Edit 209335084 4 o L] Q 0 Mo Mo §34637 50113300 EC4026% To102 WEB Warkarder We would Lise to have the floo
Select. | Edit 109334034 i L} 0 0Yes Mo $0.00 50130400 E820102001 TaB0d EVENT; Develepment and Alumai Afairs Staff
Sclect! (Edit 209334030 1 L} L 0 Yes Mo $000 50139400 E4T3000 109 EVENT: Open Forum for V¥ Candidates DATE O
Select. | Edit 209234029 i L} 0 0 Yes Mo $0.00 50130400 E472000 71709 EVENT: Open Forum for W Candidates DATE O
Sclect)  Edit 2199334008 1 L} L 0 Yes Mo $000 50139400 E473000 T109 EVENT: Open Forum for Vi Candidates DATE O

If you have a chargeable work order/work request that needs to be non-chargeable, click
on the box to the left and click the “Change Selected to Non-Chargeable”.

If you have a non-chargeable work order/work request that needs to be chargeable, click
the on the box to the left and click the “Change Selected to Chargeable”.

If you have any questions at all about what is chargeable or non-chargeable, please ask
before completing any of the billing process for the work order/work request in question.

NOTE: Once you have completed this process, Administrative Services office is notified to
generate transfer vouchers.



