Desk Instruction: Canceling Work Orders and Routes @ Facilities Services

Canceling Work Orders and Routes
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1. Purpose
1.1 Work orders are often canceled, but only under specific circumstances. Usually due to

e lLack of manpower

e Superseded by extra work orders that are open in the system due to an error.

e Or work order left open so long that another work order has opened up... which is still lack of
manpower

e Building or equipment owner requested it been canceled or not performed.

e Equipment found to be undergoing repairs, renovations, idled (off-line) or retired/abandoned in
place.

It is important that we document why a work order has been canceled for root cause analysis. This
allows us to put labor estimates needed for establishing service level requirements.

Work orders can ONLY be canceled IF:
e No labor (primary or secondary labor) has been charged
e No purchase orders or material have been charged

1.2 What you need to know:

e Only the PRIMARY crew can CANCEL the work order. DO NOT cancel the work order if your crew
is a secondary crew.
e |f you are a secondary crew, cancel your secondary labor and leave the work order
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2. Procedure for Work Orders
2.1 Query work order

2.1.1 Query the work order. There are various ways to do this.
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2.2 Review the crews listed

2.2.1 If your crew is not listed, refer to the FMM Secondary Labor Close/Cancel SOP.

2.2.2 If your crew is listed, then proceed to next step.
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2.3

Verify no charges for material or labor

2.3.1 Right mouse click on the work number.

Work Order -0

WO Number |3?3I’ {EAST & WEST EXTERIOR DOORS LEAKING (PLS SEE NOTES)

Cut
Parent WO [300 - 3 TROUBLE CALLS -
Main | Attribul “25™% Crews  Parts Tools PO's  Routing Readings Closing

Asset View/Edit...

Asset Class l_ Close... JM FIh
Equipment l_ C J Library
-

1 Informamrom— Current Status / Dates |

Tracking 1 Request
Type [TROUBLE -

Status |OPEN - [
. . Related WO
Priority |4 - Material Status

2.3.2 Select Cost summary

|| FAMIS 8i (mack_damell_j@traindb]

File Edit Query Record Aftachments Window Help

HS 4R 0458 @0 [« « & &=

‘Work Order Cost 5
WO Number | [JHH: EAST & WEST EXTERIOR DOORS LEAKING (PLS SEE NOTES)
Parent WO [30000003 |ZONE 3 TROUBLE CALLS
Summary | Labor Material Invoices  Equip Rental  Misc Costs Billed
Estimate Actual Committed Balance
Reqguest...
Labor | 8.26 8.26 __ Request..._|
Material | 00| 00| 00| .00 Print |
Invaices | .00 .00 00| 00
Dates...
Equipment | .UU| 00 00
Contingency | .UU| 00 00
Total | 8.26 00| .00 8.26
2.3.3 Click on each tab to make sure they are clear

- No labor should be posted,
- No materials or PO should up.

- All should be blank.
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1
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2.3.3.1 If any tabs are not blank, then it can only be closed.

2.3.4 Close the cost summary by clicking the “X”, in the right hand corner of the dialogue
box.

WJHH: EAST & WEST EXTERIOR DOORS LEAKING (PLS SEE NOTES)
ZONE 3 TROUBLE CALLS

2.4 Cancel work order

2.4.1 From the work order closing screen, select “canceled.”
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2.4.2  System auto populates the start, due and completed dates.

2.4.3 Go to the bottom right part of the screen, “Performance LOV button or
Codes,” select the LOV button, appropriate reason code for “snake eyes”

canceling the work order.

37307157 NHB: LIGHT CONTROLS NEW INSTALL

e
I

cancete |
At

o ocr 6 70|
weboec a1, 01|
I
T sEP 3 7076 107280

.
—

The only options for canceling work orders are the following:

DUPLICATE CANCELED - ERROR, DUPLICATE OR SUPERCEDED BY OTHER WO'S

LACK MNPWR  CANCELED - LACK OF MANPOWER

OWNR REQT CANCELED - AT OWNER REQUEST

EQUIP RETR CANCELED - EQUIPMENT RETIRED, REMOVED, IDLED, REPAIRS or
RENOVATIONS

o FTTIST  |NHE: LIGHT CONTROLS NEW INSTALL

]
'WED DEC 31, 2014
THU SEP 3, 2015 10 22AN

G

EQUIP RETR CANCELED - EQ RETIRED, REMOVED, IDLED, REPAIRS OR RENO
LACK MNFWR  CANCELED - LACK OF MANPOWER
CANCELED - AT OWNER REQUEST
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Desk Instruction: Canceling Work Orders and Routes @ Facilities Services

2.4.4  Click “ok” when done. Confirm that the Canceled and Cause are populated.

f Work Order Closing .-

WO Number |3730?157 WHB: LIGHT CONTROLS NEW INSTALL
Waork Order l Attributes Task List Crews Labor Material Readings
Asset
Asset Class | | J H Close Dates |
Equipment | | J Audit
Work Data Equipment Data [
[ staws [canceen ] ] e Tobome

Type [MAINT |
Start Date |MON OCT 6, 2014 ||
Due Date |WED DEC 31,2014 |
Completed |THU SEP 3, 2015 10:22A _|

pon [

Employee Data Performance
Assigned To |13681 J Condition .|
Authorized By - | Cause |LACKMNPWR || |
Inspected By - Action | J
2.5 Click submit to save work. Proceed to the next work order.

| | FAMIS 8i {mack_damell j@traind

File Edit Query Record Attachments Window Help
S Wosing - e

WO Mumber 13?398301 |JHH: EAST & WEST EXTERIOR DOORS LEAKING (PLS SEE NOTES)

Work Order | Attributes ~ Tasklist  Crews Labor  Material
Aszot

3. Procedure for Route Work Orders
3.1 Query the Route work order
3.1.1 Query the Route work order. There are various ways to do this.
3.1.2 Canceling routes is the same as “closing” a route.
3.1.2.1 Cancel the child work orders WITH a cause.
3.1.2.2 Cancel the parent work order WITH a cause.
3.2 Complete steps 2.2 thru 2.4 above for the Route to ensure there are no material or labor costs.
3.3 Go to Route Work Order Closing screen
3.3.1 Close the Child work orders.
3.3.1.1 Right mouse click on the work order number, or go to Close Route WOs
3.3.1.2 Click on the “Close Work Orders” tab.
3.3.1.3 Click “Check All”
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[ £ Route Work Order Closing

Route ID {091 WEL EYESHWE

WO Number [37418007 091 EYEWASHISHOWER SAFETY INSPECTION {1X YEAR) View...
Condition Cause Action
Status |OPEN Hxhy
Record Readings Charge Labor Close Work Orders
WO Number Status Equipment Nomenclature
| @ [37418008 [oPEN [EQ032300 [EYEWASH 095 = Close. .
| |¥ [37418009 [oPEN [EQ032487 [SFTYSHOWER 076 r—
" |¥ [37418010 [oPEN [EQ032301 [EYEWASH 096
|| [37418011 [oPEN [EQo32302 [EYEWASH 097 e

| |¥ [37418012 [oPEN [EQ032303 [EYEWASH 098

[ 3-‘ Close Dates...
w 316013 [opeN [EQ032489 SFTYSHOWER 073 -
| izraie0ie [opEN [EQ032304 [EVEWASH 099 Check Al

¥ [37418015 [oPEN [EQ032305 [EYEWASH 100 Uncheck Al
W [s7418016  [oPEN [EQ032306 [EYEWASH 101

W [s7418017  [oPEN [EQ032307 [EYEWASH 102

W [s7a18018  [oPEN [EQo32308 [EYEWASH 103 S

| »

3.3.1.4 Click on the “Close” Button to close the child work orders.

£x
Route D {091 WEL EYESHWS
WO Number [37418007  [091 EYEWASH/SHOWER SAFETY INSPECTION (1X YEAR) View...
Condition Cause Action
Status [OPEN
Record Readings Charge Labor Close Work Orders l %&ﬁ‘k
WO Mumber Status Equipment Nomenclature
¥ [37418008 |OPEN [EQ032300 [EYEWASH 095
! (37418009 |oPEN [EQ032487 [sFTYSHOWER 076
v [37418010 |oPEN [EQ032301 [EvEWASH 096
¥ [37418011 [OPEN [EQo32302 [EYEWASH 087 iesc Routess
i 37418017 lopEN [Fanazana IFyPwasH nar = = 1
3.3.1.5 The Closing Information dialogue form comes up like | LOV button
the following. Click on the LOV Button. Also called the _.| or“snake
“snake eyes.” Select the appropriate codes L eyes”

3.3.1.6 Click ok.

f Closing Information

Work Data
Status J
Start Date |WED SEP 2, 2015
Due Date |TUE SEP 29, 2015
Arrived
Completed ’—
Employee Data
Assigned To 14322 J

Authorized By o
Inspected By J Find‘%

: 3.3.1.6
Action Codes / Description
i - { DUPLICATE CANCELED - ERROR, DUPLICATE OR SUPERCEDED BY OTHER WO'S
Cause EQUIP RETR  CANCELED - EQ RETIRED, REMOVED, IDLED, REPAIRS OR RENO

LACK MNPWR. CANCELED - LACK OF MANPOWER

Retm OWNR REGT  CANCELED - AT OWNER REQUEST

4] e

ot | = Find Cancel
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The only options for canceling work orders are the following:

DUPLICATE CANCELED - ERROR, DUPLICATE OR SUPERCEDED BY OTHER WOQO'S

LACK MNPWR  CANCELED - LACK OF MANPOWER

OWNR REQT CANCELED - AT OWNER REQUEST

EQUIP RETR CANCELED - EQUIPMENT RETIRED, REMOVED, IDLED, REPAIRS or
RENOVATIONS

3.3.1.7 Confirm all the child work orders have been cancelled with the appropriate
“cause” by moving the horizontal scroll bar until the Cause column is shown.
(See pic with area shaded in yellow.)

e Cancelled are shown below

. L
Route ID {091 WEL EYESHW6
‘WO Number |3741SUCI]' |UEH EYEWASH/SHOWER SAFETY INSPECTION (1X YEAR) View...
Condition | Cause | Action

Status |OPEN

Record Readings Charge Labor Close Wark Orders |

WO Number Status Equipment Nomenclature
. (37418008 (CANCELED  |EQ032300 [EYEWASH 095 = Close...
I 37415009 [CANCELED  [EQO32487 [sFTYSHOWER 076 o
I (37418010 [CANCELED  |FQ032301 [EYEwASH 096
' [37418011 [cANCELED  [Eqo32302 [EvEWASH 097 T M
W (37418012 [cCANCELED  [EQ032303 [EvEWASH 098 Plose baeas)
W 37418013 [cANCELED  [EQ32459 [sFTYSHOWER 078 =
W (37418014 |cANCELED  [EQO32304 [EvEWASH 099 __ ekl |
(37418015 |CANCELED  [EQ032305 [EvEWASH 100 Uncheck All |
7 [37418016 [CANCELED  |EQ032306 [EvEWASH 101
W [37418017 [CANCELED  |EQ032307 [EvEWASH 102
I 137416018 [CANCELED  |EQ032308 [EYEWASH 103 &

1| 3

e (Cause is shown below.

1 Route Work Order Closing

Route ID (091 WEL EYESHWE

WO Number |37=115007 ‘091 EYEWASH/SHOWER SAFETY INSPECTION (1X YEAR) View...
Condition | Cause ‘ Action
Status |OPEN
Record Readings Charge Labor Close Work Orders I
WO Number se Date Condition Cause Action

| ¥ [37a18008 1 SEP3, 2015 LACK MNPWR. | = Close. .

\
| [37418009 JSEP3,2015 | [LACK MNPWR. | —
| [a7a18010  JsEP3 2015 | [LACK MNPWR |
| @ [37418011 JSEP3, 2015 | [LACK MNPWR. | Gl
| ¥ [37a18012 JSEP3,2015 | [LACK MNPWR | Close Dates...
| ¥ [37418013 JSEP3,2015 | [LACK MNPWR. | -
| ¥ [37a18014 JSEP3,2015 | [LACK MNPWR | | CheckAl |
| ¥ [37a18015 JSEP3,2015 | [LACK MNPWR | Uncheck All |
| ¥ [37418016 JSEP3,2015 | [LACK MNPWR. |

| ¥ [37a18017 JsEP3,2015 SErOIRDAL [Lack MNPWR |
| ¥ [37a18018 JSEP 3,2015 S! [LACK MNPWR. | &

(@ > )
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3.4 Close the Parent work order.

34.1

Click on the “close route” button. The closing information dialogue button comes up

with the following. Proceed with the same process as before.

Route ID (091 WEL EYESHW6

*X

WO Number [37418007

|091 EYEWASH/SHOWER SAFETY INSPECTION (1X YEAR)

View...

Condition | Cause | Action

Status  |OPEN
Record Readings Charge Labor Close Work Orders { 3_{“"'

WO Number Status Equipment MNomenclature

v [37418008 |oPEN |EQo3z300 [EvEWASH 035

! (37418009 [oPEN [EQo32487 [sFTYSHOWER 076

¥ [37418010 [oPEN [EQo3z301 [EvEWASH 096

¥ [37418011 |oPEN [E@o32302 [EvEWASH 097

v [37418012 [oPEN [EQ03z303 [EYEWASH 098

¥ [37418013 [oPEN [EQo32489 [sFTYSHOWER 078

¥ [37418014 [oPEN [EQo3z304 [EvEWASH 099

¥ [37418015 |oPEN [E@o32305 [EYEWASH 100

v [37418016 |oPEN [EQ032308 [EYEWASH 101

¥ [37418017 [oPEN [EQo32307 [EvEwAsH 102

! [37418018 |oPEN [Eo32308 [EvEWASH 103 =

&Il I

3.4.2 Change the status to “Canceled.”
3.4.3 Click on the LOV Button and select the appropriate “cause.”
FEOAE SO UR e LR LS T T
M |
< X|
) ) 342
Due Date | TUE SEP 29, 2015 btion
Arrived
i Completed TY INSPECTION (1X YE
IAINTENANCE INSTRUCT
f Employee Data
: Assigned To | 14322 = Close._.
Authorized By View. TY INSPECTION (1X YE
Inspected By
Close Route....
Action Codes
Close Dates... E UNIT ROUTE
RGO E UNIT ROUTE
Ezai] E UNIT ROUTE

Find|%
OK
Description
DUPLICATE CANCELED - ERROR, DUPLICATE OR SUPERCEDED BY OTHER WO'S
EQUIF RETR CANCELED - EQ RETIRED, REMOVED, IDLED, REPAIRS OR RENO
LACK MNPWR  CANCELED - LACK OF MANPOWER |
OWNR REQT  CANCELED - AT OWNER REQUEST
Close Error... Expy

-1|

Eind Cancel
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The only options for canceling work orders are the following:

DUPLICATE
LACK MNPWR
OWNR REQT
EQUIP RETR

CANCELED - ERROR, DUPLICATE OR SUPERCEDED BY OTHER WO'S
CANCELED - LACK OF MANPOWER

CANCELED - AT OWNER REQUEST

CANCELED - EQUIPMENT RETIRED, REMOVED, IDLED, REPAIRS or
RENOVATIONS

3.4.4 Click “OK.”

3.4.5 Confirm that the Parent work order has been cancelled with the appropriate “cause”.
The following shows the header sections for the parent work order. Both the canceled
and cause should match.

[ £ Route Work Order Closing

091 WEL EYESHWG

Condition
Status

WO Number 37418007 091 EYEWASH/SHOWER SAFETY INSPECTION (1X YEAR)

[cANCELED

Cause |LACK MNPWR Action

Close Work Orders

Record Readings Charge Labor
WO Number  se Date Condition Cause Action
W (37418008  JSEP3,2015 | LACK MNPWR | = Close... |
! [37418009 JSEP3, 2015 | [LACK MNPWR | i |
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4. Related desk instructions

All work instructions are located at FAMIS Desk Instructions. (See
https://wikis.utexas.edu/display/WORQS/FAMIS+Desk+Instructions)

4.1
4.2
4.3
4.4

Closing Work Orders

Work Order Closing Form

Labor Entry & Closing Route Work Orders

Closing/Canceling Work Orders for Sec Labor Crews Associate PM and EQ Record

5. Role Authorization

Running the Equipment PM Schedule requires the role of “UT Crew Supervisor” at a minimum. Contact

worgs@austin.utexas.edu or at 512-232-5020 for more information on this role.

6. Document Control

Orders_09-02-
2015.docx

Orders and
Routes

Tech, Support

“duplicate”
- Definition remained same. Added section
for Cancelling Routes.

Filename Title Revision Document Owner | Summary of Changes Status
Date

FMM_WOClose | Canceling Work 11/17/2012 Patti Soskins Original. Retired

_Cancel.pdf Orders

CancelingWork Canceling Work 06/23/2015 FOM Engineering, | Added Canceled reason codes and Review Retired

Orders_06-23- Orders Tech, Support of Cost Summary tabs.

2015.pdf

Canceling work Canceling Work 08-18-2015 FOM Engineering, | Add additional information to the definition | Retired

Orders_08-18- Orders Tech, Support of Canceled for equipment, “EQUIP

2015.docx RETR,” section 2.4.3.

Canceling work Canceling Work 9-3-2015 FOM Engineering, | - Renamed cause code, “error” to Released
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