% Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

SUPERVISOR
PERFORM ESTIMATED WORK

Provides guidance for reviewing and completing a “Perform Estimated Work” Work Task.

v GETTING STARTED

Customer Service is responsible for receiving and routing NU Facilities Estimate Requests. Once an Estimate Request is received,
Customer Service will review the request and route it to the appropriate workgroup(s) along with the Estimate Form. Once the new
Work Task has been created under the Perform Estimated Work Request Class, Customer Service will again assign the Work Task to
the appropriate shop.

This job aid begins on the Facilities Connect Task screen. For more information on navigating to the Tasks screen, please refer to the
Supervisor: Tasks Screen job aid.

DIRECTIONS:
1 To locate the new Work Task, from the My Organization’s Active Tasks section:

@ Click on the Maximize button.
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Upon clicking, the full screen view of My Organization’s Active Tasks will open. To locate the Estimate Request
Work Task:

G Enter Estimate into the Request Class column and press enter. Layer search filters if necessary.

@ Once you have located the desired Work Task, click on the Work Task Record link to open.

Northwestern | FACILITIES CONNECT

@ Tasks R Add to Bookmarks | My Bookmarks
%4 [E] My Organization's Active Tasks B
F @ Request Class Apply Filters  Clear Filters 9 ¢ &
.
! Task ID Task Name Request ID us P Priority Requested By
) ESTIMATE
. Contains Contains Contains Contains Contains
= WT-1084906 WT-1084906 - Maintenanc. CC-1039218 Estimate Request Active Maintenance Project Simons,Lacy =
1c WT-1098475 - Lurie ... WT-1098475 Caorrective Estimate ZBCARP
WT-1088756 WT-1088756 - Maintenanc... CC-1040861 Estimate Request Active Maintenance Project Ramos,Franci
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DIRECTIONS:

2 Upon clicking, the selected Work Task (Perform Estimated Work) will open:

Review the general details and description of the request to confirm there have been no changes to the work
requested.

Work Task: WT-1028062-WT- 1028062 - Maintenance Project, 2020 Ridge, Estimate Request B 74 Toseckarts {2 Prne_ @ v
General  JobCost  Wiork Details  Resources Procedures  Notifications  Notes & Documents  Work Task nfo  Audit Actions supervisor Complet®  Hold  save  save® Clse  More
(Required): Use this tab to enter review, or change basic information 2bout the taskc
= 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 O € Task Priority |Maintenance Project Lo
Request Class Estimate Request 0 & Service Class [Estimate Lo
Primary Work Location \Locati 2 Lo Building Address 2020 Ridge Ave
Geography Lookup Lo Building Name 2020 Ridge
Customer i i entral Electrician Building Primary Use Education
Preferred Access Time Anytime

3 Next, confirm the details of the work in the Estimate Form. To open the Estimate Form:

@ Click on the Notes & Documents tab.

Work Task: WT-1028062-WT- 1028062 - Maintenance Project, 2020 Ridge, Estimate Request B saarosenmaris 2 it @ g

o nfo Audit Actions Supervisor Complete}  Hold Save  SavedClose  More
" "a‘ Motes & Documents [° A ” 2

(Required): Use this tab to enter, review, or change basic informatio

General  JobCost  Work Details

= General Accept | StartWork | StopWork

Task ID WT-1028062
* Task Name 'WT-1028062 - Maintenance Project, 2020 Ridge, Estimate Request

Status Active
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

F\ Details

Task Type Corrective O Task Priority Maintenance Project
Request Class |Estimate Request 4@ Service Class Estimate
Primary Work Location [\Locatit [ Lo Building Address 2020 Ridge Ave
Geography Lookup Lo 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. In the Related Documents section, locate the Estimate
Form:

Click on the link to open the Estimate Form.

Work Task: WT-1028062-WT-1028062 - Maintenance Project, 2020 Ridge, Estimate Request R aca To Bookmarks = print @ Help

General  lobCost  Work Details  Resources Procedures Notifications  Notes & Documents  Work TaskInfo  Audit Actions Supervisor Complete  Hold  Sawve  SaveBClose  More
(Optional): Reference related documents or review comments to the record.
= Comments Ad | Remove
© Epot 1 totaifound show: (20
1 Comment Type Created By Reference Date Comment
Note Campos, &I 01/13/2020

Preferred Access Time: Anytime; Does Requester need to be Present During Visit: No

= Related Documents

©  Ototal found

Show: 20 %
! Document Name Document
Eximate Fomts 1

—
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DIRECTIONS:

. Continued.
Upon clicking, the Document pop-up window will appear.

@ Review the completed Estimate Form and verify the details are correct.

Document: Final Estimate_6.1.20.pdf = Frint @) Help

Print Preview Description Comments Discussions Files Referenced Perrm‘ Download Save Check Out Save & Close Iore i

(Optional): Display the formatted document.

Final Estimate_6.1.20.xls

Northwestern University
Facilities Management Operations

PROJECT COST ESTIMATE Date: 2-Jun-20
Estimate No.: WT-1046225
PROJECT:
Contact: NW Wildcat Building: 2020 Ridge
Dept.: Bidg. no.: 8844
Phone: Fax: Room: 3-710 Type of Estimate: Carpentry

Description of Work: Purchase, fabricate and install new shelving units in lab. Materials approximate cost
$380.00. labor cost approximately $459.00. Cost to paint shelves before install
approximatley $172.00

Estimate

Contractor NU Shops
80 Carpentry $839
80 Painting $172
80 Signage 80
80 Locks/Hardware $0
80 Electrical
80 HVAC
80 Plumbing 80
80 Refrigeration 80
80 Tech Shop 80
80 Custodial 80
0 Landscaping $0 -

v INFORMATION

Once you have validated the information in the Work Task and the attached completed Estimate
Form, complete the work through your shops standard process.

If other shops are involved, you will need to add additional Resources and/or shops to the Work
Task. For more information on adding Resources to a Work Task, refer to Job Aid #XX Assign Work
Tasks to Resources (Desktop).
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