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PROCEDURE 

1. Open one of the FAMIS workbench forms.  Make sure that it says ‘All Active Service Requests’ or 
‘All Active Work Orders’ or ‘All Active Capital Projects’. 

Service Request Workbench Form – Header Section 

 
2. Click on the Edit… button next to the Folder/View window.  
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 Edit Folder Form – Display Tab 

 
3. Click on the Duplicate button to create a custom view.  

 

Edit Folder Form – Folder Name 

 
4. Name the Custom view/folder you are creating and click OK.  
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Edit Folder Form – Display Tab – Sort Section 

 
5. Display tab 

a. The Private checkbox will now be checked. This checkbox indicates when the view is 
private (checked). Only the person currently logged in can see it, or public (unchecked), 
every FAMIS user can see it.  

i. Do not uncheck this checkbox. 

b. The Save Changes checkbox will now be checked. This checkbox indicates that 
changes will be saved if the user clicks the OK button.  

i. If you start with a private view this checkbox will be editable by default.  

1. Ex. When you click on the Edit button on your workbench and the view 
selected is ‘Work Orders for Fred Flintstone in MAI’. This is one of Fred’s 
custom views, no one else can see it, so by default he can save or not 
save the changes he makes.  

ii. Unchecking this checkbox will keep your workbench view changes from being 
saved.  

c. Primary Sort – Select the sort options from the dropdown list. 

d. Secondary Sort – Select the sort options from the dropdown list. 

e. Sort Order – Select Ascending or Descending 
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Edit Folder Form – Display Tab – Checkboxes and Buttons 

 
6. Duplicate – Click on this button to make a copy of your current view to modify into a custom 

view. 

7. Delete – Click on this button to delete the selected custom view.   
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Edit Folder Form – Display Tab – Display Order of Columns Section 

 
8. Display Order of Columns Section 

a. Move Field Up – Allows you to change the display order of the listed columns by 
choosing a column name and moving it up the list.  

i. The column at the top of the list is the column farthest to the left on the 
Workbench form.  

b. Move Field Down – Allows you to change the display order of the listed columns by 
choosing a column name and moving it down the list.  

i. The column at the bottom of the list is the column farthest to the right on the 
Workbench form. 
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Edit Folder Form – Filter Tab  

 
9. Filter Tab 

a. Crew – Allows you to choose a crew to filter on. 

b. Craft – Allows you to choose a craft to filter on.  

c. Labor – Allows you to choose Primary, Secondary or both to filter on.   

d. Maintenance Type – Allows you to choose a maintenance type or ALL to filter on.   

e. Request Type – Allows you to choose a request type or ALL to filter on.   

f. Maximum Priority – Allows you to choose a maximum priority or ALL to filter on.   

g. Status – Allows you to choose a status, All Active Statuses, All Inactive Statuses, or ALL 
to filter on.   

h. Assigned To – Allows you to choose an Assigned To user number or ALL to filter on.   

i. Site - Allows you to choose a Site or ALL to filter on.   

j. Building - Allows you to choose a Building or ALL to filter on.   

k. Include Child Route WOs? – Allows you to include child work orders or not.  

l. Advanced Filter button - Allows you to create custom views with more detail than 
available in the dropdown lists.   

m. Advanced Filter In Use – Indicates whether (checked) or not (unchecked) an Advanced 
Filter currently exists in this view.   

n. Click on the Advanced Filter button. 
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Workbench View Advanced Filter Form 

 
i. Text box – This text box is where the advanced filter is entered. 

1. If you need an advanced filter, call 232-5020 or email 
worqs@austin.utexas.edu with the details of the workbench information 
you need. Once you receive a reply, you will paste the appropriate filter 
sent you into this field.  

ii. Click on OK. 

10. Click on the Options Tab. 

 

mailto:worqs@austin.utexas.edu
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Edit Folder Form – Options Tab  

 
a. Default View – This allows you to choose your Default Workbench View. This view will 

open every time you open your associated workbench. 

b. Click OK to close the Folder form and return to the Workbench form. Your new custom 
view will be selected. 

 

 


