% Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

SUPERVISORS
MANAGE AN ESTIMATE REQUEST

Provides guidance for O&M Supervisors in reviewing and completing an Estimate Request.

v GETTING STARTED

Estimate Requests are first received by NU Facilities Customer Service. Upon receipt, Customer Service reviews the request and routes
it to the appropriate workgroup(s) for development of an estimate. This job aid begins on the Facilities Connect Desktop > Tasks screen.
For more information, please see the Supervisor: Task Screen job aid.

DIRECTIONS:

1

From the Facilities Connect > Tasks screen:

a Scroll to My Organization’s Active Tasks and click on the Maximize button.

Northwestern | FACILITIES CONNECT @ ©

Home Tasks A Add to Bookmarks | My Bookmarks

Requests [=] Reminders - Tasks [ w [#] My Active Tasks Ow [=] Job Cost Facilities... [ w

Tasks Notices [&] My Task History
0 - Action Items @ Incurred Labor Detail Repc
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344 - Over-Budget Tas 1041851  Technological Instit, 1004077 & Maintenance [E] O&M Reports Ow
General Repairs & Other
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0 - Poor Satisfaction Tz 1044613 Ryan Hall, General & Maintenance
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v IMPORTANT

Please note: If you have been added to an Estimate Request Work Task by another shop (i.e. a multi-shop estimate), you will be added
at the Resource level and will find the Estimate Request Work Task in your My Active Tasks section.

2 Upon clicking, you will see the full screen view of My Organization's Active Tasks:

e Locate the desired Estimate Request Work Task and click anywhere on the Work Task Record to open.

Tasks H Add toBookmarks | My Bookmarks
=My ion's Active Tasks e
Apply Filters ClearFilters & % &
! Task ID Task Name Request I RequeSt CIass I Requested By Building Floor
Contains Contains gins Contains Contains Containg
WT-1048752 WT-1048752 - Maint... SR-10097 ESTI MATE lance Project Druley,Brian Health Services (Ev) 01
a WT-1055775 WT-1055775 - 1801 CC-1016456 Estimate Request Maintenance Project Dennett,Deirdre Nora 1801 Maple
WT-1084701 WT-1084701 - Maint... CC-1039009 Estimate Request Maintenance Project
WIr1UGo29Y WISTUG0Z0Y - QUulE., | UL IUAUo00  CaUIEle RequesT MR IEanGe FTOjeeL GO e e v ToUT viapie ur
WT-1088756 WT-1088756 - Maint... CC-1040861 Estimate Request Maintenance Project Ramos,Francisco B 1801 Maple 01

v TIP & TRICKS

The quickest way to locate Estimate Requests is to search for the keyword ‘Estimate Request’ in the Request Class column.
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DIRECTIONS:

3 Upon clicking, the Estimate Request Work Task will open:

e Review the general information in the General and Details sections.

Work Task: WT-1028062-WT- 1028062 - Maintenance Project, 2020 Ridge, Estimate Request A s Tobosera i oo @1 e
General  JobCost  Wiork Details  Resources Procedures  Notifications  Notes & Documents  Work Task nfo  Audit Actions supervisor Complet®  Hold  Swve  Save Close  More
(Required): Use this tab o enter, review o change basic information about the task e
= General Accept | StartWork | StopWork
Task ID WT-1028062 Status Active

» Task Name 'WT-1028062 - Maintenance Project, 2020 Ridge, Estimate Request Assignment Status Unassigned
Description Leak caused damage to the carpet in the Learning Commons. | need an estimate to have the carpet removed and replaced.

Task Relssue Reason

Curreney US Dollars

[=] petails

Task Type Corrective
Request Class Estimate Request
Primary Work Location \Locati c

L & Task Priority Maintenance Project
0@ Service Class |Estimate

Geography Lookup

Building Address 2020 Ridge Ave
Customer

Lo Building Name 2020 Ridge
entral Electrician Building Primary Use Education
Preferred Access Time Anytime

v INFORMATION

You may decide you need to add additional Shops (i.e. Shop Supervisors) as Resources in order to develop the full Estimate. For more
information on adding Resources to a Work Task, please refer to the Assign Work Tasks to Resources (Desktop) job guide.

4 Outside of Facilities Connect, develop your cost estimate using your standard estimating forms and tools

(e.g. NU Facilities Estimate Form). Once completed, you will upload the document(s) to the Estimate Request
Work Task.

@ Click on the Notes & Documents tab.

Work Task: WT-1028062-WT-1028062 - Maintenance Project, 2020 Ridge, Estimate Request A AsoToBookmars % Pt @ belp
General  JobCost  Work Details  Resources Procedures. Notes & Documents TaskInfo  Audit Actions Supervisor (“'“P'!"Ek Hold Save  Save&Close  More x
(Required): Use this tab to enter, review, or change basic information about the task.
= General Accept | StartWork | StopWork
Task ID WT-1028062 Status Active
* Task Name 'WT-1028062 - Maintenance Project, 2020 Ridge, Estimate Request Assignment Status Unassigned
Description Leak caused damage to the carpet in the Learning Commons. | need an estimate to have the carpet removed and replaced.
Task Relssue Reason
Currency US Dollars
- | Details
Task Type Corrective L) & Task Priority Maintenance Project 0 €
Request Class Estimate Request L@ Service Class Estimate Lo
Primary Work Location \Locatis [ i yox] Building Address 2020 Ridge Ave
Geography Lookup L0 Building Name 2020 Ridge
Customer i i tral Electrician Building Primary Use Education
Preferred Access Time Anytime
Upon clicking, the Notes & Documents tab will open.
Work Task: WT-1046239-WT-1046239 - Maintenance Project, 2020 Ridge, Estimate Request 1 Add To Bookmarks. a Print @ Help
General L JobCost  Work Details  Resources. Procedures  Notifications  Notes & Documents ~ Work Task Info  Audit Actions Supervisor Complete  Hold Save  Save&Close  More
(Optional): Reference related documents or review comments to the record.
= Comments Add | Remove
© Exort 1 total found show: (20 v
(] ! Comment Type Created By Reference Date Comment
O  Note Ridge, Matthew 06/03/2020 @md Access Time: Anytime;_Does Requester need to be Present During Visit: No Billing Type: No Charge
- Related Documents Find | | | Remove | | | Upload
@ ototal found show: [20 v
[[] ! Document Name Document Description
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Continued. To upload completed Estimate documents:

@ Click on the Upload button.

Work Task: WT-1046239-WT-1046239 - Maintenance Project, 2020 Ridge, Estimate Request 1 Add To Bookmarks g Print @) Help
General  JobC Notes & Documents  Work Task Info Audit Actions Supervisor Complete  Hold  Save  Save@Close  More
(Optional): Reference related documents or review c
= Comments Add | Remove
© Exwert 1 total found show: (20 v
[J ! Comment Type Createc Reference Date Comment it
O  Note Ridgs hew 06/03/2020 Preferred Access Time: Anytime; Does Requester need to be Present During Visit: No;_Billing Type: No Charge
|
© 0 total found Show.
[ ! Document Name Document Description
o cata ta disptay
Supervisor Complete  Hold  Save  SaveBClose  Nore

Upon clicking, the Object Attachment Upload pop-up will appear:
@ Click on the Select Multiple Files for Upload button and add the completed Estimate document(s).

Object Attachment Upload

-4
« Document Management Upload Multiple Files Single Upload
-
Number Type File Name Size
I Open X
D « A « Finalto P... » Estimates v O S Search Estimates
QOrganize v New folder EE 4 '} o
iigha Filaa Kt pload- T T\ [ Name - Date modified Type
@ it i iEL—#/’“b" # Quick access
Estimate_Completed.pdf 3/8/202012:52 PM Adob)
& Creative Cloud Files
@ OneDrive
[ This PC
& Network
< >
File name: | Estimate_Completed.pdf V| All Files (*.%) ~

@ Click on the Submit button to complete the upload.

Object Attachment Upload

-«
« Document Management Upload Multiple Files Single Upload
Number Type File Name Size
1 POF Estimate_Completed.pdf 932.6 kb
| Select Muttipie Files for Upioad | |@
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DIRECTIONS:

The uploaded Estimate document will now appear in the Estimate Request Work Task. To complete the
document upload process:

e Click on the Save button.

Work Task: WT-1047890-WT-1047890 - Maintenance Project, Silverman Hall, Estimate Request | 20 7o pookmaric gy e @) Hetp
General  JobCost  WorkDetalls  Resources  Procedures  Notifications  Notes & Documents  Work TaskInfo  Audit Actions S“Fee' #‘, v Bclose [ Litors
(Optional): Reference related documents or review comments to the record.
- Comments Add | Remove
@ Exort 1 total found Show: [20 v
[(] ' Comment Type Created By Reference Date Comment
[m] Note Lenoir, Antheny Lamar Evans 06/03/2020 Preferred Access Time: Anytime; Does Requester need to be Present During Visit: No; Billing Type: No Charge
= Related Documents Find | | | Remove | | upload
© Export 1 tolsl found Show:
[J 1 Document Name Document Description
=] Estimate Completed.pdf
Supervisor Complete  Hold save  SaveBClose  More

Once all shops have completed and uploaded their Estimate Forms, and entered any necessary Time Entries, the
7 Work Task can be marked as complete:

e Click on the Complete button.

Work Task: WT-1047890-WT-1047890 - Maintenance Project, Silverman Hall, Estimate Request

+i Add To Bookmarks %‘ Frint @) Help
Complete Hold Save

General  JobCost  WorkDetals Resources  Procedures  Notifications  Notes & Documents  Work TaskInfo  Audit Actions

Q=

Save & Close  Mare

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

- Comments Add | Remove
© Export 1 total found Show:
[(] ' Comment Type Created By Reference Date Comment
O Note Lenoir, Anthony Lamar Evans 06/09/2020 Preferred Access Time: Anytime; Does Requester need to be Present During Visit: No; Billing Type: No Charge
= Related Documents Find | Remove | Upload
@ Export 1 total found Show:
(] ! Document Name Document Description
a Estimate Completed. pdf
Supervisor Complete  Hold save  SaveBClose  More

v IMPORTANT

DO NOT click on Complete until estimate documentation has been completed and uploaded for all shops participating in the estimate.

Upon clicking Complete, the Estimate Request Work Task will be marked complete for all resources and estimate documents will be
immediately routed to the Customer for review and approval.

v INFORMATION

Once the Estimate Request Work Task has been completed, the customer will receive a notification and will be able to access and

review the estimate. If the customer chooses to proceed with the estimated work, he/she/they will need to contact Facilities Customer
Service to give approval, and a new Perform Estimated Work Task will be created and routed to the applicable shop(s).
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