Northwestern | FACILITIES CONNECT

CREATE JOB COST DETAIL ENTRY

FINANCIAL ADMINISTRATION

Provides guidance on how to create a manual Job Cost entry in Facilities Connect.

DIRECTIONS:

1

From the Facilities Connect Home Screen:

0 Click on Tasks section.

Northwestern | FACILITIES
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A My Bookmarks
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to make

B
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[=] Reminders - Request Central O
0 - Action Items
9028 - Notifications @
0 - My Pending Surveys
[5] My Active Requests O
Request Request Created Requested  Requested
D Classification Description Date/Time For By
SR- Electrical & Lighting  SWO004095 - 345-  03/15/2020  Nguyen,Ngoc  Nguyen,Ngoc
1005053 Other TRANSFORMER 20:44:22 Anh Anh
MAINTENANCE
SR- Pressurization/Air  SWOO002715 - ASSIST  03/13/2020  Nguyen,Ngoc  Nguyen,Ngoc
1004704 Flow Issue CHELECWITHVFD  10:10:05 Anh Anh
MAINTENANCE
SR- General Repairs & ~ WO720170-AHU-1  02/19/2020  Nguyen,Ngoc  Nguyen,Ngoc
1000162  Maintenance Other  VFD HEAT SINK 09:20:38 Anh Anh

[=] My Completed Requests
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Ov
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Incurred Labor Detail Report &
Job Cost Detail Report for Capi
Job Cost Detail Report for Worl
Project Costing Audit Report
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&
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2 Upon clicking, the Tasks Screen will open:

e Click on the All Tasks report.

Northwestern | FACILITIES ¢

| Add to Bookmarks |

y Bookmarks

o Tasks y
= [5] Reminders - Tasks Cw  [= MyActive Tasks O w  [F]Job Cost Facilities Reports Ow
a + Notices ! TaskID TaskMame Task Description Task Type RequestClass _Task Priority Building Name Work Loc. silled Labor Detail Report
. No data to display.
b MyTeam's Tasks 5 Employee-Crganization Report
» MyTasks Incurred Labor Detail Report &
. Create Task @ [5] My Task History O~ Project Costing Audit Report @
Create Unavailable Time ! TaskID  Task Name Request ID Request Class Priority Requested By Building __Floor Revenue Analysis for Capital Projects
= All Tasks No data to display. Revenue Analysis of Work Task Job Cc
» ‘Work Order Audit Report
Manage Tasks
2 ] Manage Tesl 8~ gwo Active Tasks Ow
Job Cost User Reports o
Request ol =
A\l Tack Task ID Task Name D Request Class ___Priority By Bulding |\ ot cummary and Detail Report -
Al Tasks wr- WT-1050295 - Scheduled Work,  SR- PMCorrective  Scheduled  ZierKathleen 345 East
1050295 345 East Superior, PM 1011181 Maintenance Work Lynn Superior
Corrective Maintenance [=] O&M Reports Ow
WT- WT-1050329 - Scheduled Work, ~ SR- PM Corrective Scheduled  ZierKathleen  Morton All Tasks by Resource @
1050329  Morton Medical Resea, PM 1011219 Maintenance Work Lynn Medical asks by Resource
Corrective Maintenance Resea Daily Work Orders Report (@
wT- WT-1050332 - Scheduled Work, ~ SR- Pl Corrective  Scheduled  ZierKathleen  Lurie EVCUST and CHCUST Open Work Orde
1050322 | yrie Resear, Pi Corrective 101122 i fork. Lynn ear hd
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Northwestern | FACILITIES CONNECT

FINANCIAL ADMINISTRATION

CREATE JOB COST DETAIL ENTRY

DIRECTIONS:
3 Upon clicking, the All Tasks screen will open. Because of the size of the report, the default view will be blank.

@ Enter criteriain any of the search fields beneath each of the column headers.

@ Initiate the search by pressing the Enter key.

= Northwestern |FACILITIES CONNECT

5] All Tasks W add to Bookmarks | My Bookmarks
4 15 Popup View =
F
o @ e type in the appropriate filter values and press the "Enter” key or click on "Apply Filters" to perform a query.
= o Task Name Task ID Task Type Service Assignment Class Respensible Organization Wo
=

Contains Contains Contains Contains Contains

No data to display

ltems per page: 50 ~  OofOitems 0 of O pages

Onceyou locate the appropriate Work Task:

4

o Click on the Task Name to open.

Northwestern | FACILITIES CONNECT

@ All Tasks | Add to Bookmarks  J| My Bookmarks
B S Popup View ~
D‘\
Work Task - spplyFiters Cesrftms £ ¥y 4
= o Task Name Task ID Task Type Service Assignment Class. Responsible Organization Work Location
o) Contains Contains Contains GENERAL PAINT Contains
= O WT-1055502 - Schedu... WT-1055502 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camp,
D WT-1082945 - Schedu... WT-1082945 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camg/
4 WT-10845%4 - Cook H..  WT-1084534 Corrective General Repairs & Maintenance Gentral Painter
O WT-1102040 - Routin... WT-1102040 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camg
D WT-1087750 - Schedu... WT-1087750 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camp
D WT-1087838 - Routin... WT-1087838 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camf
D WT-1088356 - Routin... WT-1088356 Corrective General Repairs & Maintenance Central Painter \Locations\Evanston Camf
5
Items per page: 50 1-50 of 1066 items 1 of 22 pages »
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Northwestern | FACILITIES CONNECT

CREATE JOB COST DETAIL ENTRY

FINANCIAL ADMINISTRATION

DIRECTIONS:

5 Upon clicking, the Work Task Record window will open:

e Click on the Job Cost tab.

Work 1084594-WT-1084594 - Cook Hall signage frame ordered and installed outside Cook Hall Room 2019

Gene Work Task If eteils  Resources  Procedures  Motifications  Notes & Documents  Audit Actions

(Required): Use this tab to enter, review, or change basic information about the task.

= General

Complete Hold

Accept Start Work

+i Add Ta Bookmarks \Eﬂ Frint @ Help

Save Save & Close Mare x

Stop Work

Task ID WT-1084594 Status Active

# Task Name 'WT-1084594 - Cook Hall signage frame ordered and installed outside Cook Hall R|  Assignment Status Assigned

Description | This is a request to have a signage frame ordered and installed outside Cook Hall Room 2019. | have attached an example of the frame.

Please let me know if you have any questions. Thanks!
Best,

Givens

Prooram Assistant | Materials Science and Fneineerine Nent.

Task Relssue Reason

% Currency US Dollars

= Details
Task Type Corrective W~ 8 Task Prierity Scheduled Work jey x ]
Request Class Interior Signage New/Replace yeyx) Service Class General Repairs & Maintenance yoyx} Building ID 8786
Primary Work Location \Locations\Evanston CampusiCook Hall (MIsbj\02\020194 2o Building Address 2220 Campus Dr
Geography Lockup 2o Building Name Cook Hall (Misb)

Customer Orgenization \Organizations\Northwesterm\PROVOSTWMCCWCC_ACAD_DEPTSWMCC_MSEVMCC_MSE6\4735000

Preferred Access Time  Anytime

Building Primary Use

Education

Scrolldown to the Job Cost Detail section:

o Click on the Add button.

Work Task: WT-1084594-WT-1084594 - Cook Hall signage frame ordered and installed outside Cook Hall Room 2019

+I Add To Bockmarks @ Print @) Help

General  WorkTaskInfo  JobCost ~ Work Details  Resources  Procedures  Notifications  Notes & Documents  Audit Actions Complete  Hold Save  Save & Close  More x
O ! D Name Description Chart string Revenue Account Code Base Percent
O 1071935 Mimi Givens Progra. Request for Signage... 171-4735000-10005566-01 53506 :
4 LA} »
1-10f 1items
= Job Cost Billing
* s E # Billing Status |Active E‘
Job Cost Detail Add
Apply Filters Clear Filters - L
O 1] Cost Source Original Cost Markup Markup Cost Allocation Total Charged Debit Chart String
Contains Contains Equals Equals Equals Equals Equals Contains
D 1718943 Labor $130.43 33 $43.04 100 $§173.47 171-4735000-
D 1718944 Labor $130.43 33 $43.04 100 $173.47 171-4735000-
4 LR} »
Items per page: 10 1-20f2items 1 of 1 pages
Complete  Hold Save  Save & Close  More x
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Northwestern | FACILITIES CONNECT

FINANCIAL ADMINISTRATION

CREATE JOB COST DETAIL ENTRY

DIRECTIONS:

Upon clicking, Job Cost pop out window will open.

Complete all required fields:

e Cost Source

@ Debit Chart String

@ Original Cost

Job Cost:

Credit Chart String

Allocation Percent

% Print @) Help

General Notes & Documents Create Draft Pending Billing ®

(General): Required

- General

=y

D
@

+ Cost Source

# Debit Chart String ‘L,

*
| # Original Cost S I

Modified Date/Time 03/04/2022 16:43:48
Created Date/Time 03/04/2022 16:43:48

# Allocation Percent

Onceyou have completed all fields:

e Click the Create Draft button.

Job Cost: @ S Print @) Hel
General Motes & Documents Create Draft I\Pending Billing x
% Cost Source |Labor '_"1 Billing Type MNon-Building -
% Debit Chart String |011-1366050 O € % CreditChart String |011-1366050-75610 Jolx]

# Original Cost
Markup Cost

Total Charged
Modified Date/Time
Created Date/Time

575.00

5.00

5.00
03/04/2022 16:43:48
03/04/2022 16:43:48

Markup Percent |0

# Allocation Percent  Non-Building
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Northwestern | FACILITIES CONNECT

FINANCIAL ADMINISTRATION

CREATE JOB COST DETAIL ENTRY

DIRECTIONS:

If needed, click on the Notes & Documents tab:

@ Click the Add button to enter any comments about the Job Cost report.

Job Cost: 1747388 it @ Helo

General  Notes & Documents Save & Close Save Pending Billing More X

(Optional): Reference related documents or review comments to the record. @

- Comments Add Emave

Apply Filters Clear Filters o 1

D 1 Comment Type Created By Reference Date Comment

No data to display

Items per page: 10 0 of 0 items 1 of 1 pages

- Related Documents Find Remave Upload

Apply Filters Clear Filters [ v d

O ! Document Name Document Description

No data to display

A new Comment window will open:

@ Click Create to save the Comment. This will close the comment window.

Comment; '-EH Print @) Help

@ Create *

(Required): Details for this Comment Record.

= Details

Camment Type Conversation E‘ Comment Reference yoNx]
Created By Mguyen,Mgoc Anh
# Reference Date |03/04/2022 Eo

# Comment RUNMING LABOR COSTS AT REQUEST OF SUPERVISOR

Fhoto @ [X]
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Northwestern | FACILITIES CONNECT

FINANCIAL ADMINISTRATION

CREATE JOB COST DETAIL ENTRY

DIRECTIONS:

From the Job Cost window:

o Click the Pending Billing button to complete the Draft.

Job Cost: 1747388 =

o Print @) Help
General Motes & Documents Save & Close SJ Pending Billing Eore ®

[General}: Required

= General
1D 1747388 Status Draft
% Cost Source |Labor E‘ Billing Type  Non-Building
# Debit Chart String | 011-1366050 S0 B3 Credit Chart String |011-1366050-75610 2 a
* Original Cost $75.00 Markup Percent |0
Markup Cost 5.00 # Allocation Percent | 100
Total Charged 575.00

Modified Date/Time 03/04/2022 16:55:01
Created Date/Time 03/04/2022 16:43:48

1 0 To close the Job Cost window:

Q Click the X button.

Job Cost: 1747388 ﬁm @ Helo
General Motes & Documents Reti illem

(General): Required

= General
ID 1747388 Status Pending Billing
# Cost Source |Labor E‘ Billing Type  Mon-Building
# Debit Chart String | 011-1366050 L €3 % Credit Chart String |011-1366050-75610 & ]
# Original Cost 575.00! Markup Percent |0
Markup Cost 5.00 # Allocation Percent | 100
Total Charged 575.00

Modified Date/Time 03/04/2022 17:00:37
Created Date/Time 03/04/2022 16:43:48
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Northwestern | FACILITIES CONNECT

CREATE JOB COST DETAIL ENTRY

FINANCIAL ADMINISTRATION

DIRECTIONS:

1 1 From the Work Task window:

Click the Save & Close button.

Work Task: WT-1084594-WT-1084594 - Cook Hall signage frame ordered and installed outside Cook Hall Room 2019 0 © relp
General  WorkTaskInfo  JobCost  WorkDetmils  Resources  Procedures  Motifications  Notes & Documents  Audit Actions Complets Save & Close x
(Optional): Use this tab ta enter, review, or change Job Cost information. for this Task
= Cost Summary
Total Time Log Cost 5260.85 US Dollars Total Inveice - Submitzed 5.00 UsDollars
Total Material List Cost 5.00 US Dollars Total Invaice - Paid 5.00 USDollars
Total Inventory Consumable Cost 5.00 uS Dollars Toral Material Order Cast 5.00 usCollars
Total Inventory Assignable Cost 5.00 usDollars
Totsl PCard Line ltem Cost 5.00 US Dollars
Total PO Line ltem Cost 5.00 US Dollars
Total Service Provider Cost 5.00 USDollars
Total Cost 5260.85 US Dollars
= Work Task Billing Allocations Add Remave

Apply Filters Clear Filters [ -+ 4 n
a ¢ D Name Description Chart String Revenue Account Code Base Percent Job Cost Percent
D 1071935 Mimi Givens Progra. Request for Signage. 171-4735000-10005566-01 53506 100 :
a
ar 4 3
1-1of 1items
= Job Cost Billing
# Billing Typ=  Non-Building 1“ # Billing Starus |Active 11
= Job Cost Detail Add
Apply Filters Clear Filters [T -+ 4 &+
O Cost Source Original Cost Markup Markup Cost Allocation Total Charged Debit Chart String
Contains Contains Equals Equals Equals Equals Equals Contains
a 1718943 Labor §13042 33 $43.04 100 817347 171-4735000-10005566-01-75610 -
a 1718944 Labor §13043 33 543.04 100 817347 171-4735000-10005566-01-75610
a 1747388 Labor $75.00 0 $.00 100 §7500  011-1366050 -
v 4 3
Items pe) s 10 1-3of 3items of 1 pages
Complete m x
Save & Close
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