% Northwestern | FACILITIES CONNECT

SUPERVISOR
SEARCH ON HOLD TASKS

OPERATIONS & MAINTENANCE

Provides guidance for locating and searching Work Tasks which are in the On-Hold status in Facilities Connect.

v GETTING STARTED

Work Tasks which have been placed on-hold are located on the Tasks screen. For more information on navigating to the Tasks screen,
please refer to the Customer Service: Task Screen job aid.

1 From the Tasks screen:

@ Locate the Manage Tasks section on the left-hand side of the screen.

@ Click on the All Tasks option at the bottom of the list.
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@ Initiate the search by pressing the Enter key.
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@ Enter criteriain any of the search fields beneath each of the column headers.

| @ riease type in the appropriate filter values and press the "Enter” key or click on "Apply Filters” to perform a query. @
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Upon tapping, the All Tasks screen will open. Because of the size of the report, the default view will be blank.
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DIRECTIONS:
3 In the Status column search bar:

@ Type the word ‘Hold’ and press Enter to view all Work Tasks with a Hold status.

@ Click on the Work Task you wish to view.
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v INFORMATION

While Facilities Connect offers four (4) types of Holds that can be applied to a Work Task, only the Hold for Parts and
Hold per Requester options are viewable on both of FC desktop and FC Mobile (OTG). Please use Hold for Parts for
parts related holds and Hold per Requester as a catchall for all other hold types.

X3

o

Hold for Information — on hold pending further information.

Hold for Parts — on hold pending parts on order.

Hold for Resource — on hold until more resources or a specific resource is available to assist.
Hold per Requestor — on hold per the Requestor.
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4 Upon clicking, the Work Task pop-up will appear.

@ Click on the Notes & Documents tab.

Work Task: WT-1072434-WT-1072434 - Routine, Technological Instit, Water Pressure Al Add To Bookmarks (=) print @ Help

General  WorkTaskInfo ~ JobCost ~ Work Details ~ Resources  Procedures i Motes & Documents EActions Resume  Save  Save &Close  x

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

- General Accept  Start Work  Stop Work
Task ID WT-1072434 status Hold for Information
# Task Name WT-1072434 - Routine, Technological Instit, Water Pressure Assignment Status Assigned

Description | Tech Near Room J114 Bottle Filling Station is not working.
DISP 708 PN 5/12/21 10:16 Contact Center : mpt4910

Per 708 Assign to 310 PN 1:08 PN
Task Relssue Reason

* Currency US Dollars

= Details
Task Type Corrective youx) Task Priority  Routine Jolx]
Request Class Water Pressure L8 Service Class Plumbing & Leaks o x] Building ID_8735
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DIRECTIONS:

Cont.

From the Notes & Documents tab, in the Comments section:

Locate the Comment Type labeled Hold Action and view the Comment explanation for why the Work Task was

placed On Hold.

Work Task: WT-1089741-CDDC - Simpson - Check FC chilled water valve

General  WorkTaskInfo  JobCost  WorkDetails  Resourses  Procsdures  Notes &Documents  Audit Actions

(Optional): Reference related documents or nts to the record.

= Comments
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Resume Save Save@Close x

Apply Filters Clear Filters S W R

a Comment Type Created By Reference Date Comment
Q Hold Action Bochenek Michael Jason 09/23/2021 Hold for temp sensor
! ﬁ Mﬂ,McHaa !awn M m ﬂss me: ﬁs ﬁquae( neeaﬁ Ee !resa Uunng Hﬁ ;H ing Type:
b
Items per page: 10~ 1-20of 2 items of 1 pages
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