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Overview of FAMIS

FAMIS is a web-based system used by Facilities Management (FMAS) Building Services to manage campus events
hosted by McGill University and by clients external to McGill. FAMIS is used in conjunction with Kronos, a web-
based system, used to manage custodial staff.

FAMIS is used to:
o Create a Service Request

e Create a Work Order from the Service Request for Campus Events Management — capturing details of
the event (who, where, when, what, etc)

e Coordinate resources to provide the required materials (chairs, tables, etc.)
e Enterinto the Work Order the detailed instructions determined from Kronos for:
o Equitable distribution of overtime among full-time employees
o Temporary (casual work) assignments
e Bill internal and external clients for services rendered
o Import data from Banner & verify that data entered is accurate (e.g. FOAPAL)
o Export and upload internal and billing data into the Univeristy’s financial system (Banner)
e Print Work Order sheet, that includes the tasks an employee is required to perform

e Produce required reports
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Getting Started:

Ensure that the certificate for FAMIS is installed
on your computer.

If the certificate is not installed, contact your
Administrator or IT Support.

Ensure that you are granted the access to use
FAMIS.

If you cannot log in to FAMIS, contact your
Administrator or IT Support.

Ensure that you are using the Internet Explorer
as the browser.

FAMIS only works with Internet Explorer.

If you have any other issue with FAMIS.

Refer to the Troubleshooting FAMIS section first.

If this still does not work, contact IT Support.
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Log into FAMIS

1. Navigate using Internet Explorer to
https://myfacilities.mcgill.ca/pfamis

Welcome to FAMIS

Flease enter your McGill Username (john.smith@mail.mcaill.ca or
john.smith@mcagill.ca) and McGill Password (McGill email password).

2. Log-into FAMIS using your McGill Username
and Password. McGill Username @ McGill Password

D ‘Warn me before logging me into other sites.

O,

LOGIN

3. Click LOGIN.

There is a problem with this website’s security certificate.

If you get the security warning shown
on the right, click the following warning
message until it disappears:

The security certificate presented by this website was not issued by a trusted certificate authority.

Security certificate problems may indicate an attempt to fool you or intercept any data you send to the
server.

‘Continue to this website (not recommended)’

We recommend that you close this webpage and do not continue to this website.

@‘ Click here to close this webpage.

@‘ Continue to this website (not recommended). 4—

@ More information

T McGill FAMIS XL Fortal

4. Click the Navigator tab from the top.
Reports isua Map Service Request

Warning - Security

Java has discovered application components that could 1

5. If you get the Warning — Security message, indicate a security concern. L

click ‘No’.
Mame: orade.forms.engine.Main

Block potentially unsafe components from being run? {recommended)
More Informatiorn...

‘T‘ T rmere et her e et
. ‘Contact the application vendor to ensure that it has not been tampered with.

FEE:I McGill University — FAMIS Training Using FAMIS For Event Management
* Last Updated: August 4, 2021 Page 5 of 68


https://myfacilities.mcgill.ca/pfamis

6. If you get the warning that Java is out of —

§e, FAMIS XI Portal

date, click ‘Run this time’.
T

& QFAMIS WS
Learn more

Do not click ‘Update plug-in’ — FAMIS may
then not work on your computer.

Visual Map S8 Admin - Space Survey  Service Request

Reports

Jea(TH i et of date
7. You should see the Java logo while it loads.
T McGill i b
e
o¥!
If the FAMIS Navigator does not load, : 5) @
refer to the Troubleshooting FAMIS A J?\_/a
section. @

If this does not work, contact your
Administrator or IT Support.

Log Out of FAMIS

1. Click Logout from the top-right corner of the

FAMIS screen. T McGill A CPo

Reports Snam Space Survey Space Survey Visual Map _Service Request SS Admin _Navigator_Test

You may have to sometimes log out and
then log back in if FAMIS is not working

properly.

For more information, see the
Troubleshooting FAMIS section.

Using FAMIS For Event Management
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FAMIS Navigator environment

Almost every screen in FAMIS Navigator (e.g. Service Request, Work Order) has the same set of icons on the

menu and tool bars.

FAMIS tool bar and menu

bar

When you hover over an icon on the tool bar, the icon name displays. If you prefer, you may use the menu bar.

File Edit Query Record Attachments Help €<—— Menu bar

(B3 B8 FOEQ OO BEEEI

A

Tool bar

Icon Icon Name Description
& Back Go back to previous screen.
ﬁ Home Go back to the FAMIS Home page.

If you need to open another form, click the Home icon first.

Save/Commit

Save your changes.

Screen Print

Print your screen.

Enter Query

Use to enter a query. Or you may use F7.

Execute Query

Use to execute a query. Or you may use F8.

| @ en |m| o< K m

Cancel Use to cancel (stop) a query.

Count Hits Use to see how many records will be returned by the query
you entered.

Insert Use to insert a record.

Duplicate Use to duplicate a record.

Clear Use to undo all the typing that you entered on a form.

&
&

First, Previous, Next, Last

Use to scroll through records.

FAMIS field colors

FAMIS forms use three different colors to distinguish between fields: yellow, white, blue.

Color

Means...

Mandatory fields — these fields must be filled in.

Data fields (that are not mandatory).

BLUE

Indicates that you are in query mode. See the Query
mode section below on how to perform queries.
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Query mode
A query lets you find things (e.g. Service Request, Work Order, Building, Room, Requestor).

To perform a query:

1. Onyour keyboard, press F7 or click on hil from the tool bar to enter query mode.
The fields will turn blue.

([¢3 Pa[VWEO e BEEH |

2. Enter the query in a field (e.g. SR description field).
a. Forany query you run, use the % symbol as a “wildcard” to replace any text
(e.g. %YARENA%)

3. To see how many records will be returned by the query you entered, press the “Count Hits" icon.
a. The number of results WI|| be shown at the bottom of the screen in the blue status bar.

4. On your keyboard, press F8 or click on = E from the tool bar to run the query.
(¢33 Ba Y050 e BEEEI )

5. Ifyou ran asearch that returned more than one record, use the up and down arrow keys from the

tool bar & to view each record, one at a time. You may also use the up and down arrows on
your keyboard.

Status bar

The status bar (blue bar) is located at the bottom of the screen. If you are having problems with FAMIS or you
do not see the result you are expecting to see, look at the status bar for any error messages.

FRM-40301: Query caused no recards to be retrieved. Re-enter.

Record: 111

Refresh

If you are having issues with FAMIS (e.g. buttons or icons do not work properly), click the “Refresh” link at the
top-right corner of your screen.

¥ McGill FAMIS Xi Portal

Weicomea: FAMISOWNER

Reports Space Space Survey Space Survey Visual Map Service Request 55 Admin Navigator_Test
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Set up your favorites

To add or remove favorites from your FAMIS menu.

Add favorite

1. From the left, click on the down-arrow and

select Favorites.

2. Your favorites that are already set up display

(e.g. Service Request, Work Order).

3. Click the Add Favorite buttonlﬂ|

Favorites that you may consider
adding are:

e Service Request

e  Work Order

e  Work Order Closing

e  Work Order Job Costing

4. From the Add Favorite Button screen, select

‘Form’ and click Next

5. Click on the down-arrow next to Application to

select the favorite.
(e.g. Work Order Closing)

6. Type an appropriate label in the Button Label

field.

7. Click Finish. The new favorite will now be

added to your list of favorites.

B McGill
o McGi
Reports Visual Map _Service Request

nnnnnnnnnn

FAMIS Xi Home

I v e

Invoice

h > [MeGill DM - Read Only

[ isc Gost

[ Puchase Order |
[Purchase Requisttion
 Senice Requast |
[ Work odsr |

[ Maint Project |

Type | All Menu ltems

Add Favorite Button

Which type of application would you like to add?

® Form
' Report
' Web Page

{<Eacl« ‘ [ Next > ] l Cancel |

Add Favarite Buttan

Which application would you like to add and how would

vou like the button labeled ?
- |G

Application |Wurk Order Closing

Button Label  Work OrderCIosingi : )

[< Back ]/M..Qmsh ] l Cancel |
(Y J
N
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Delete favorite

1. From the left, click on the down-arrow and select
Favorites.

2. Your favorites that are already set up display
(e.g. Service Request, Work Order).

El

3. Click the Delete Favorite button

4. From the Delete Favorite screen, click the down-

arrow to select the favorite you wish to delete.

5. Click OK. The favorite will disappear from your
list of favorites.

Favorites that you may consider
deleting are:

e Invoice

e Purchase Order

® Main Project

& McGill
- McGi
Reports Visual Map _Service Request

FAMIS Xi Portal

FAMIS Xi Home

[McGill DM - Read Only -] E| E‘
Mis: Cost
[ Purchase Order |
[Purchase Requisition|
| Senice Request |
[ woromer |
[ M Project |
Type Al Menu ltems [ e

Delete Favorite -+

Irvoice
Misc Cost

Service Reguest
Work Order
Maint Project
‘Work Order Closing

(DR [FRmiE) o e e e e e o e e e e e e e '

Select the Favorite you wish to delete

|F'urchase Order v|

@ OK |

Cancel |
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Ensure client exists

Before you create a Service Request, it is recommended that you first verify if the requestor is already set up in

the client database.

Access client database

1. Click the Navigator tab at the top

2. From the Menu tab, click on the down-arrow

and select Maintenance Management Admin.

FAMIS Xi Portal

Welcome: JDEROS

T McGill
Imhisual Map Service Request

kaal .
= McGill
Reports Visual Map Service Request

FAMIS Xi Home

My Docurments

{ Assessments |
- McGill DM - Read Onl
[ Deficiencies |

MCG FMM View

l Deficiency Projects \

l Capital Projects \

l Work Orders \

3. Double-click Configuration.

4. Double-click Personnel

P McGill

Reports LCUIGIGN Visual Map Service Request

FAMIS Xi Home

Quickpicks -

|Maimemance Management Admin

e

&

L D Equipment
&L Facilities

T Help System
& 1.Job Costing
41 Personnel

t-L A Purchasing
e Security

e System
L Equipment
= Facilities
- lnnices
& 1.Job Costing
&L Lahor
&L Materials

Tupe |A\I Menu ltems
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5. Double-click Requestor List % McGill
Reports Visual Map Service Request
FAMIS Xi Home
My Documents
|Mamtenan:e Management Admin v| E E‘
rdBulletin Board a8
}aCunﬂguratmn
Equiptment
Facilities
Help System
{1 Jah Casting
Employees M
Motification Profile
Personnel Configuration
Requestor List
DCraﬂ Code Listing
% DCrEW Master Listing
D Labor Class Caode Listing
[IPay Code Listing B
Type | All Menu tems 3 o \
6. The Requestor Information screen displays. -
q on. play T McGill FAMIS
a. PressF7orclickon [ icon from tool bar. Regorts Visusl oo _Sarvics Bavant
Eile Edl Query Recond Amachments Help
(fields will turn blue) ¢3 B@ YO0 oEoL BBEE
(<§:'§|Bl% ?E@[E@ED[@[= Quickpicj | Reqguestor Information
P
b. Enter the client’s last name, surrounded by %. TR A — 877 wercom  vepwimen Toone Coie
A h - B | ® [ =
S A
c. PressF8orclickon @ icon from tool bar. [
(€3 Ba YOlE0 peen BB
d. Ensure that the client’s name is in the list. If
it is not, you will have to contact the =
Administrator to add the client. - :
. hed A
3 T McGill P
7. C|ICk the Home |C0n =i, Reports Visual Map Service Request
ile Edit Query Record Attachments Help
2B ¥YOEO0 OGO BEEEE T
Quickpicks - Requestor Information
If you have already started creating
. I Hotify ::yw-::fder Requestor IEI;“DIME Holder Code Department Telephone mz
your service request, you may also Oooo ;:‘
. . . W 0
open a second navigator to verify if M i —
. . . M. - O 00526 5143981675
your client exists in the database. @ 0454 /5143983217 EXT P
CRE o004 Glazsesaar |
M 0 O non23 %
% O O 0a73 e
@ ossa [
@, 0.0 no03s [
M. 0. 0O e 0220 [
O3 O .
- T -
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Create an Events Firm Price Bid (EVT FIRM PRICE BID) Request

When the Events Support team receive a service request via email, they must use FAMIS to create the Service
Request and the Work Order. Before creating the service request, ensure that the client already exists in the
system. See the section Ensure client exists for details on how to do this.

For work orders that involve different crews or units (e.g. custodial, event support, rental), you will have to
create work orders with a parent-child relationship. Create the parent work order following the steps below.
Then, create one or more child work orders (described in the Create a Child Work Order section).

Create a Service Request

1. Click the Navigator tab at the top

B McGill(1)

Reports isual Map Service Request

FAMIS Xi Portal

Wekeame: JDEROS

2. From the Menu tab, click on the down-arrow and
select Maintenance Management Admin.

ol :
= McGill
Reports Visual Map Service Request

FAMIS Xi Home

My Documents

| Assessments |

Quickpicks vk

Favarites
Quickpicks

e Select Favorites

e The favorites that are already set up
display

e Select Service Requests

Refer to Set up your favorites section for

details on setting up favorites.

S— McGill DM - Read Ol B
| Deficiencies | agement Adrmin L
_— MCG FMM View
‘_ Deficiency Projects ‘
| Capital Projacts |
[ Waork Crders \
3. Folders display. Click the + next to Service
Requests (or double-click) and double-click o :
. = McGill
ser\”ce ReqUESts' Reports Visual Map Service Request
FAMIS Xi Home
If you have set up Service Requests as a iy Dasumarts
favorite: -
e  Click on the down-arrow next to [arenance orageret i 7 &)@l

&1 Configuration

&1 Equipment

e IF acilities

&4 Jinwoices

&1 Job Costing

&1 Lahar

&4 D Materials

&A1 Preventive Maintenance

&L Projects

&1 Purchasing

&40 Schedules

-3 Service Requests
Serice Requests
Semice Request Waork Bench

Procedures Library

Reports

Type [All Manu tems
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4. The Service Request form displays. Click in the B McGill FAMIS Xi
description field next to SR Number Reports Rtiliigd Visuol Map _service Request
. . . File Edit Query Record Attachments Help
field. Type the event description. ¢3 Ae YOEO oEL BDEE =
" . Service Request
The SR Number field (service request number)
. d tes Fassen SRHumber [TASSIGN™ HEALTHFAR | \4/ ) .
indica Parent o )
Capital Project b
. . _l Deficiency Project 8
5. From the Main ta b' click L next to the Attributes Other  Related Work  Routing
Requestor field. [ reme—" Y . e
equestor e S ——
Telephone ) Building D Wark Plan... |
Altsmate Req_| ) fleoy 8 | Check Dups... |
N N Alt Telephone Room [\ —
It’s a good idea to first ensure that the s | TR _— Corvta Pray. |
client exists before creating the service ‘ ‘ = [ Creatawo_|
. ) 3 Asset Class (1 e " Dates.. |
request. See Ensure client exists for details. Eauipment. | ) 10'7:
Audit.
. G e [ [ jon-Avail Time CanerieCh |
New clients will have to be created by staff — 75 e 0
with administrative privileges. Contact your e O e | J
Administrator.
6. The Requestors window displays. In the Find field: —
Tequestors ..
. N,
a. Enter client’s last name, surrounded by %. Find|% %|( 6a )
You can type the name in upper-case or lowercase EERE ~~—"T Department A
characters (e.g. %XNAME%). 00220 o
00290
00035
b. Click Find. 00023 5
00220 5
00228
c. If more than one person has the same 00022 5
name, select the client’s name. Click OK. ggigi =
| |
d. If only one person with that name exists,
the person’s name displays in Requestor
field F McGill FAMIS XI
o Client Telephone and Request Date 3 Pe Y050 GESS HEEET
d |Sp|ay. [Quickpicks -] Service Request
SRMmber [FASSIGNT [HEALTH FAR
o You may enter/update the o
Capital Project
telephone. =
Other  Related Work __ Routing
Telephane Building ‘Waork Plan.
6d ternate. Peq_ Floor Chack Dups
AR Telephane Raom
Request Date  |30-NOWV-2018 9 48iaM Zone Conv to P
Asset Class | [ : .Ll Dates
[ we [ | Monwail Time [ anedlaCh
Proney 0 crow | C
states nssgneato [
McGill University — FAMIS Training Using FAMIS For Event Management




7. Enter the Location information. Enter the fields

or click E] to search for the fields.

a. Site: enter ‘1’ for Downtown campus or
‘2’ for Macdonald campus
b. Building: enter building code or name.

Press Tab. Or click on[-], find and select

Note ©

Site is the only required field. If there are multiple buildings,

floor or rooms, leave the field(s) blank.

The Zone field is automatically entered.

the building and click OK.

c. Floor: enter the floor code or click on |-

to select the floor and click OK.

d. Room: enter the room code or click on |-/

to select the floor and click OK.

( B2 ¥gEO! iz )
— Find Criteria
Include Alias ——
Find... | Find |
Use WildCard
— Buildings — Building Details
zone [SW
Building Description Building ID
N Building Manager
ADAMS BUILDING 177 B
Phone Humber
ADRIELLE'S NEW BUILDING D014 |
[ARTS BUILDING 13 ]| Mscote  amases
AYLMER GATE B1a L FRENCH DES [PAVILLON DES ARTS =
BEATTY HALL 13 BUILDING C  [ARTS
BIRKS BUILDING 124
BISHOP MOUNTAIN HALL 134
BOOKSTORE 185 - =
< 7b 7‘ 0K | cancel

8. Enter the General Information section.

For each field (Type, Priority, Status):
Type:
a. Click &/ next to the Type field.
Select a EVENTS or
EVENTS — for one or multiple teams

value:

REN EVENTS — events that require rentals

c. Click OK

Priority: :
a. Click A next to the Priority field.
Select a value (see below for values):
‘1’ for EMERGENCY
‘4’ for REGULAR
c. Click OK

Status:
a. Click | next to the Status field.

Select ‘SCHEDULED’ (this triggers a work order)

c. Click OK

9. Click Save ™ from the Navigator tool bar.
a. SR Number for your request is now created.

10. Click Billing from the right.

REN EVENTS

ooal 1 FAMIS Xi
< McGill IS X
reports | [DTLC Lgd Visual Map _Service Request
Eile Edil Quary Becord Atfachments Help
¢2Ba YO0 @ha BBEE @
Favoriles Service Request
@ | [ SRMumber |SRO00212} dEALTH FAIR
Parentwo | [
Loics Capital Projest |
Misc Cast Deficiency Project |
Purchass Crdar Attibutes: Other __ Related Wosk __Routing
~ Requestor Information ~ Location
Service Raquest 20/ 1) B
o Crdor Raquestor || 0 site [1
— Telephone | Buiding 103 " Wark Plan...
Maint Project Faor 0001
Altemate Req || 0 [ T
Work Crdsr Closing AN Telephone | foom (100 e
Requost Date [30-NOV-2018 3:14PM zane [SW Canv to Proj.
Create WO
(O LJ Dates.
Equipment —
Audit...
Type [EVENTS [ Hon-Avail Time: IR
prory (4 ( o crew [CUST
status [SCHEDULED Assigned To
Print Work Order Ticket ¥

Find|%

|»

Maint_Type
CORRECTIVE

IDC EVENTS

MODCAPITAL

WMODIF

PREVENTIWE -

Ein Cancel

£
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11.

12.

The Billing-3 screen displays. Click the
down-arrow to select the appropriate
Billing Type. For a definition of each type,
refer to the Glossary.

a. EVT FIRM PRICE BID (firm price bid)

b. EVT NON-BILLABLE (not charged to client)

Click Account.

Service Request

Conn1

File Edit Query Record Aftachments Help

(

E B YOEO R BEBEI
Billing Type  [EVT FIRM PRICE BID -] 11
Billby Fund | | Acecounting Hold | . Reason |

— Account Details

[ Account \| 12 %  Order Last FundLimit  Amount Billed Funding Amount
[0
[ o 1
[ o

\ (Lo \ \

\ [ A \ \

1l |
H OK ] {C\earAccuum H Cancel ‘ { Tenants. | { Dates. .. ‘ { Audit. ..

13.

The Account Details screen displays. Enter the
FOAPAL(s) to be charged for internal clients.

Enter these fields or click -/ to search:

a. Chart of Accounts:
‘1’ for internal clients
‘EXT’ for external clients (e.g. student associations)

b. Index:
enter or select the fund

Account Details

Chart of Accounts |1 g @

Index  [199555] 8]

Description

Fund 8]
Organization []
Account g

Program 0
Activity [|
Location [|

|l oK ] { Cancel |

14.

15.

16.

Press Tab. Most of the FOAPAL fields will be
automatically filled. The Description field will
enter a description for the fund.

Enter the appropriate Account for the service
being requested. Contact the Administrator if

you do not know what account to enter.

Click OK. It will only be saved if FOAPAL exists.

Note: if your Fund/Organization/Program do

not display, this means that either:

a. FOAPAL is invalid

b. FOAPAL was created today and you will
need to wait until tomorrow to enter it.
Take note of the Work Order #. If it is still
not valid the next day, contact client to
inform them that FOAPAL they provided is
not in Banner and is not valid.

Account Details

Chart of Accounts ’1— [I

indes (199855 |

ROOM BOOKING/SPECIAL
Description | EVENTS FUND

Fund (199855 8
Organization ’DDB‘E‘D—D
@ Account mﬁ_@
Pogam 7200 []

Activity ’DDDDDD—EI
Location (000000 g

Cancel |

K]
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17. The Billing-3 screen displays with the FOAPAL Senvice Request Conns

you entered. If there is more than one FOAPAL Biling-3
Eile Edit Query Record Attachments Hell
(this occurs when clients are sharing costs): (=E EW@ EX- LY %ﬂ e i) )
a. Enter % for the first FOAPAL entry ot | ’
b. Click on the next empty FOAPAL record miied [ Aottt O oo |
(displays as a green indicator) et nm(" _17c)
. [ Account ) %  Order Last FundLimit  AmountBilled Funding Amount 1
c. Click Account to enter the second FOAPAL * [tssmss e R o 0 [ g ‘ ‘ =)
d. Follow steps 13 to 16 above. | I( \ \ }\\;I/ \ \ { |
0, 17b “
e. Enter % for the second FOAPAL entry. K - ?
O =
o Enter more than one FOAPAL when LS '
C|ientS are Shal’ing COStS. H OK ] {C\earAccnunl |l Cancel ‘ { Tenants. ‘ l Dates. ‘ l Audit |
o Ensure that the % add up to 100%.
o If you only have 1 FOAPAL, you do not
have to enter the % field.
18. Click OK. This generates a Work Order number. Service Request Conve
R Ewlguwy Record Aftachments Help
19. Click Save = from the tool bar if the FOAPAL(s) (~2.,Bo YPEO GEEN BEBEIF /
are correct. Qg iting Type [EVT FIRM PRICE BID -]
a. If you make a mistake entering the omeyrund © accoyngiiois T Reseon |
FOAPAL(s), click Account to make the - """[ @
. Accoul %  Order Last FundLimit  Amount Billed Funding Amount 1
corrections and follow steps 13 to 16 above. E99355.Uuaamwaﬁ.mmmm o[ |0 B
| 154046-00028-700512-1051-000000-00000C 50.00 |
| 176 ,
Use the Clear Account button G

. - | [ o | [ <]
Clear Account R .
(ol Account | to clear a FOAPAL. ~N o
18 OK ] l Clear Account |l Cancel | l Tenants... | l Dates. ‘ { Audit.... ‘

Record: 1/

20. You are back at Service Request form where the Service Request
SR Number for your request displays. ( 20 o R [FEATHFAR
Parent w0 | [ n
Capital Project [ :
21. Click Other tab. This brings you to the screen ey ok @ U
Attributes Othe) led Wok  Routing
where you can access your Work Order number. I — p——— _
Requestor | [ site |1 " |
Telephone Building 103 " m|
AlemateRea | [J Floor 0001 Check Dups... |
: —— = Choch Bupe.. )
Remember to occasionally save your i o o=
service request and work request. | | e crse 0
Asset Class Qe oo
| - y Dat :
Audit.
Take note of your Service Request s — — o]
Twe |EVENTS 8 Hon-Awall Time = B
number (SR Number) and Work o T e
Order number (WO Number). e
F¥31  McGill University — FAMIS Training Using FAMIS For Event Management
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Access Work Order from Service Request

22. From the Service Request screen, click in the B McGill FAMIS Xi |
WO Number fleld from the Other tab to Select |t' Reports | BTt d [Space Space Survay Space Survey Visual Map Service Request S5 Admin Navigator_Tast
. . . Eile Edit Query Record Afachments Help
23. nght-C“Ck on the WO Number field. 3 Bl TYOE0 e BBEDE O
24. Click View/Edit P———
SR Humber |SRO002124 HEALTH FAIR
Parent WO J
Capital Project b
@ Take note of your Work Order # (WO#). DeficencyProjet 0
Main Attributes Other Related "Wark Routing
(V] . .
45 WO # is assigned because the Status of @
. _ ContactBate | WO Humber [WIOGY576
> the Service Request = Scheduled ot [ woswus cPEN
Tracking 2 ’7
C\DSE
Cost Summary.
Print
Work Order
Work Order
WO Humber [WODBS576  [HEALTH FAIR =]
25. The Work Order screen displays with the Pareno | | Y
informatlon entered in the service requeSt. Aftributes  Tasks Crews Parts Tools PO's Routing  Readings  Closing
— Asset
. . Asset Class | T | U[E
From Main tab, in the Current Status/Dates Equiprmant | 0
section, enter: ~ GonoralInformation 1~ Gurront Status /Daos Tracking [ Loy |
a. Start Date Type |EVENTS 8 status  [OPEN [ [ _—
Priority |4 8] Material Status fracking2 | Request |
b. Due Date P 0 strinae EONOVIE () I [ Related WO |
assigned To 8 Duebate |14-DEC-2018 [ )  Createwo |
. . Outage Class [\ Completed | L_| Hon-Avallabl .
26. If the date entered is a past date, you will see a | [ siing |
— Primary Labor Location Travel Time |m|
Past Due message. eme [0 o [ | e
a. Click Yes. Craft ) Building |103 U &l
Crew Size Floor 0001 Ll Conv to Proj |
CurrEntEEZ(‘I:lrrssf Reom {100 Ll [ Print Ticket On Hext Batch Run

PASEDIUE (el rlrer e e T x|

The Date you have entered is a past date.
use this date and continue?

Qi

Do you wish to
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27. In the Primary Labor section, enter (or click /) T McGill FAMIS Xi §
tO enter the r.ight value for Crew and Craft to Reports [LENLEIGTY | Space Space Survey Space Survey Visual Map Service Request SS Admin Navigator_Test
. File Edit Query Record Aftachments Help
ensure that it goes to the proper fund recovery (2 Fe YOE0 Ea iE
fund:
|uickteks ~ -] Work Order
a. Crew
WO Humber WWOOB9576 HEALTH FAIR @
b. Craft | | -
Attributes  Tasks Crews Parts Tools PO's Routing  Readings ~ Closing
The recovery fund for each value is as follows: - ez -
sset Class e ([ Fe
CUST (custodial ops) = fund 163900 e I \l H@
EVENT SUPP (events support) = fund 163400 T e e g
GROUNDS  (groundsmen) = fund 162000 o f"ELH I sy e )
- | Trackini —
BLDSER (building services) = fund 163000 Method 8 strtvete [mHovos [ mBeelociiO
Assigned To 0] DueDate [14-DEC-2018 (J ‘W‘
Outage Class ] Completed A "m “:‘
Billing
28. Use fields Tracking 1 and Tracking 2 to enter e o A o N — H@‘
ey 1 rew A site |1 [ g
additional reference numbers. aim %H 1 aes |
Note: there is a limit of 10 characters. = ————— — o
Current Est Hrs e [ Print Ticket On Mext Batch Run
(E.g. Banner booking conference #, Work Order # from
Hospitality Services).
29. Click Save £ . If you have more than one crew, first
@ create the parent work order with the first
30. Click Estimates. () crew. Only enter the estimate for this
=
o crew.
2
You will then have to create a child work
order for the other crew(s).
31. In the Contingency field of the Estimates screen, Work Order
enter the total estimate for this crew and press *
Tab. This will update the Total Estimate field. — ST Detailed Estimate @
Estimate Markup Total
Primary Labor | 00‘ _oo| o0 DE Humber —
Supporting Labor | EIEI\ .EIE|| m Hours
. Lo Labor | o] o] Iin] Labor ke
32. Close the Estimates screen by clicking on the X. material | \ | m Materia
p— \ | o Inuice =
Equipment | ‘ | .00 Equipment :‘
Remember to occasionally save your < 31 Jcontingency 500.00 Total Estimate t:}
o Total Estimate | 500.00 | | 500.00 Ml
worquuest by clicking on the Save o (pemied Estmaen, ) o
icon e from the toolbar. | Apply Estimate ‘ _‘
See step above. es |
Crew CUST J Site 1 . ———
Craft  CUST 0 Building 103 G |$J
Crew Size Floor 0001 [| | Conv to Proj ‘
EstHrs/ Room  1-HALL1 0 o o
Current Est Hrs - EPrlnl Ticket On Hext Batch Run

FEF1  McGill University — FAMIS Training

e
L

Last Updated: August 4, 2021

Using FAMIS For Event Management
Page 19 of 68




33. Click Tasks tab.

34. Copy and paste details from the email or request
into the Task List field. This is free-form text
(e.g. information as what to do during and after
shifts; additional information)

35. To attach a related document (e.g. email) to the

work order, click Documents from the right.
Click OK if you get an error message.

36. Click New from the Work Order Attachments
screen.

37. From the New Document screen, select:
a. Type : DOCUMENT (DIFFERENT DOCUMENT TYPES)
b. Description: enter a description (e.g. EMAIL)
c. Document — click Browse to select
the document (file)

38. Click OK.

F McGill

Reports Space Space Survey Space Survey Visual Map Service Request SS Admin  Navigalor_Test

FAMIS Xi Portal
o FARSORNER

Flle Edit Guer Record ARachments Help

o M=k

YREO e BEBE 2

Work Order

WO Mumber [WODESS78

HEALTH FAIR

Crews Parts Tools PO

in asks ’ Roufing _Readings _Closing S
ENTER THE DETAILS OF THE WORK ORDER HERE - BY DOING A COPY & PASTE Qs)/v
IHFORM,

Close Comments

REPORTS

Before you select the file, access it and save it
as one of these allowed file types by using
File > Save As:

pdf

doc (Word)

docx (Word)

xIxs  (Word)

xls  (Word)

txt

msg (email)

dwf (Autocad)

dwg (Autocad)

Note I

O O OO0 O O O O O

Ensure that the file name is no longer than 30
characters, with no spaces.

N7

Mo Aftachment: i
Eile Edit Query Record Attachments Help
(¢B B TYTOEHO GEED) BEEE -
Motes Mail WERIDIAN Optiong
Document (Filename, URL, etc.) Source
‘_ Wiew ‘ | Mew. J | Edit | ‘ Dip Scan | | DIP Attach |

New Document -7

37 ) type [DOCUMENT (DIFFERENT DOCUMENT TYPES]) -

Description  [EMAIL

Document  |[S{l}

Cancel

File Edit Query Record Aftachments Help

(¢32 B8 FOEO L BEEEI

Motes Mail MERIDIAMN Options
Document (Filename, URL, etc.) Source
[EMAIL WO =

39. You will return to the Work Order
Attachments screen with the document you
attached indicated. Close the Work Order
Attachments screen by clicking on the X.

40. You will return to the Work Order screen.

Click the Save icon B from the toolbar.

Take note of the Work Order number.

Note ©
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41. To see a summary of the actions performed in
the Work Order, click on the Routing tab.

This shows the user(s) that performed the action on
the work order, and the date and time that this was
performed.

42. If you are using additional crew(s), create a child
work order for each crew. This is explained in the
Create a Child Work Order section.

43. Click the Home icon i

¥ McGill FAMIS X Portal

m Bhi Bpses barvey Saes barew Wassl i bevvis Rugmed B4 kieis Aovigsiss_led

} Bg YR RO BEEC 1-1-1 Wi,

Weorl D

T S AW o a
[— =
Mas  mae Tein Gwen Pem heh eow JEEEREN Cesivg Oy

e L Armpdls ] il DA
- d

T I
A P

The next steps are performed in KRONOS:
» Create assighments
» Do the Overtime Payroll

Note ©

Once you are done with the KRONOS steps, close
the work order by following the steps below.

Close the Work Order

After the event is completed, the Work Order(s)
have to be closed. If you have parent and child work
orders, you will need to close each work order. This
will allow the client to be billed.

If you know your Work Order number, follow the
next steps. If you do not know the number, go to the
Find the Work Order section.

If any changes are required to the estimate in the work
order, return to the work order, make the change and
save. Changes are allowed until the work order has
been billed.

Note ©

1. Click the Navigator tab at the top

2. From the Menu tab, click on the down-arrow and
select Maintenance Management Admin.

FAMIS Xi Portal

Waloame: JDEROS

o] H
= McGill
Report_f. isual Map Service Request

R H
= McGill
Reports Visual Map Service Request

FAMIS Xi Home

My Documents

| Assessments |

Ml Gill DM - Read Onl
Maintenance Management Admin
MWCG b View

\_ Deficiencies \

| Deficiency Projects |

| Capital Projects |

[ Wark Orders |
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3. Folders display. Double-click Work Orders

4. Double-click Work Order Closing. The Work
Order Closing screen displays.

FAMIS Xi Home
My Documents

|Maintenance Management Admin

) (@) &)

> fignice Requests
0vendors

- vark Orders
H=Close Route
HEExpress Waork Order
HStanding Work Orders
=Wk Orders

H=work Order Mass Chaty
(-[wwark Order Ticket
H=work Order Cost Summary
I Route Work Order Ticket
AIReports - Active WO
>(IReports - WO Invoices

> 1Reports - W Labar
>IReports - WO Materials

Type Al Menu ltems

5. To enter the Work Order number in the
WO Number field.

a. PressF7orclickon T icon from toolbar.
(fields will turn blue)

[¢e@ Pa[YREO GEe0 BBEE| 7|

b. Enter Work Order Number in the WO
Number field.

Work Order Closing

wo humbor [WODES523 |

c. Press F8 or click on & icon from toolbar.
€3 B YO]E0 e BB /)

6. The Work order displays. Change the Status from
OPEN to CLOSED. To change the Status:

a. Click 1) to select CLOSED
b. Click OK.

7. If the message displays to set the complete date
to today’s date, click ‘Yes’.

8. The Completed date displays.

9. Click the Save icon = from the toolbar.

10. Click the Home icon @from the toolbar.

T McGill

Reports visual Map Service Request

FAMIS Xi Portal

Ede Edil Guery Record Aflschments Help

BE YOEO 3O BEEE 2

[OCIReEl Attrbutes  Task List

kpmkk </ Work Order Closing
@ WO tamber  [WOOG9523 |HZWJHFNR@

Labor

i

Material  Readings

- Asset

Asset Class

(5 | [ closs Dates

Equipment

~ Viork Data ﬁ fj}m,. e
status [CLOSED C 6 . [
e SIENE

Sartbete ENOVIE [
Dusoms [IBNOVDIE

- Hours
harived @
@ completed B-DEC-2015 10 464N ussae
Assigned To [ Candition
Authorzod by Cause
Inspected by | Actia

ATTACHMENTS
Notes (0
Documents (0)
E-Mail (1)

INFORMATION
Work Orde
Current Schedule
Audit

REPORTS
WWork Order Ticket

Find|%

Status
ASSIGNED
CANCELED

f CLOSED
COMPLETE
CONY PROJ
OPEN
PENDING
SUPERSEDED

J(N

Do youwantto setthe complete_date to today's date?

@
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Once the work order is closed, the billing will
automatically be run by Accounting. Go to the

Ensure that the work order is billed section to

Note &

ensure billing took place. You can modify the
amount of the work order until it is billed.

Once the Work Order is closed, the Routing
tab of the Work Order will indicate that the
Status of the Work Order is ‘Closed’.

Note &

Work Order

WO Mumber [WODB3523  [HEALTH FAIR

Parentwo |

[

Main  Aftributes  Tasks Crews Parts Tools PO's Headings

Closing

Date

20-NOV-2018 11:31AM
20-MOV-2018 11:51AM
B-DEC-2018 10:454M
10-DEC-2018 12:16PM
10-DEC-2018 12:17PM

User Assigned To Comments
- . L =
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Create a IDC Request (EVT IDC FIRM PRICE)

IDC’s are inter-departmental charges to charge a department (internal client) for extra work that is performed.
The Records clerk will create the work order after the work is completed.

Create a Service Request

1. Click the Navigator tab at the top

2. From the Menu tab, click on the down-arrow and
select Maintenance Management Admin.

3. Folders display. Click the + next to Service
Requests (or double-click) and double-click
Service Requests.

If you have set up Service Requests as a

favorite:

e Click on the down-arrow next to
Quickpicks

Favorites
Quickpicks

e Select Favorites

e The favorites that are already set up
display

e Select Service Requests

Refer to Set up your favorites section for

details on setting up favorites.

P
=
"

McGil
@ Map Service Request

FAMIS Xi Portal

Welcome: JCEROS

" McGill
= McGt1
Reports Visual Map Service Request

FAMIS Xi Home

My Documents

‘. Assessments |

McGill DM - Read Onl
[ Deficiencies | gerent Admin

MCG Fhib View

| Deficiency Projects |

| Capital Projects |

{ Work Crders |

T McGill
= McG1
Reports Visual Map Service Request

* Quickpicks - FAMIS Xi Home

|Mamlenan:e Management Admin

) (2] &)

&L Configuration
-1 Equipment
e Facilities
oA Invoices

&4 1.Job Costing
e Labor

-1 Materials

B Preventive Maintenance
&L Projects
&L Purchasing
{1 Schedules

H A Service Reguests

Senvice Requests Wimmm—
Service Reguest Wark Bench

Procedures Library

Reports

Tvpe  [All Menu ltems

" | Ga
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4. The Service Request form displays. Click in the = McGill

FAMIS Xi
description field next to SR Number Reports

visual Map  Service Request

. . . . File Edit Query Becord Amachments Help
field. Type a description. The service request <3 Ba ¥H50 GESS BEEET
~ASSIGN™

number field indicates ! -
[Guckgicks _—-|  Service Request
SRMumber | SSEHT 'WORK IN MCCONNELL BASEMENT (;)

Parent WO —
Capital Project
Deficioncy Project

Agtributes Other IQ?slamd Work Routing

5. From the Main tab, click L) next to the
Requestor field.

: Billing
Raquestor n ste [1
Telephone 514.396.1212 Buiding 131

Altamata Raq || fioor |

At Telephone Room |
Request Date [ 22-NCY-2018 3 15PM

Wark Plan,

Chack Dups

Conv to Proj

Craate WO

Equipment

Datas..

- Audit,
~ Genersl Information

Twpe |IDC EVENTS !
Priocity (4

Status |SCHEDULED |

o Avail Tirme
crew [CUST
Assigned To

6. The Requestors window displays. In the Find field:

a. Enter client’s last name, surrounded by %.
You can type the name in upper-case or lowercase
characters.

b. Click Find.

c. If more than one person has the same
name, select the client’s name. Click OK.

d. If only one person with that name exists,
the person’s name displays in Requestor

field.

o Client telephone and Request Date
display.

o You may enter/update the
telephone.

It’s a good idea to first ensure that the
client exists before creating the service
request. See Ensure client exists for details.

New clients will have to be created by staff
with administrative privileges. Contact your
Administrator.

Print Work Order Ticket |

Requesiorg -

Find|% % @
Departrment Tex
00220
00240
0003s
onz3 5
ooxzn =
o02g
00022 5
oere
Rd

1Ll
RO ==

F MeGill
s [T i . s et

B Ed Guey Brcoid gfwhimerts tielp

I Bd ¥YOE0 ofen 508 =

Requestor

FAMIS Xi

- Servics Request

Wy [FEOG16 0 M- CONNELL BASE AT
e [
prem—
[

[ TR L)

s st Lacstion

Bamueatie e I
Fobopmanes 414290, 1212 ntng 131
Aoarmata Fan o
Tl o
= R ) 2o 5B
e
B
[ ——
e jOC EVENTS e T
Py 4 row |CUET
M SCHIDALED et o

e ok o Tk

FEE:I McGill University — FAMIS Training
* Last Updated: August 4, 2021

Using FAMIS For Event Management
Page 25 of 68




7. Enter the Location information. Enter the fields

or click |-/ to search for the fields.
a. Site: enter ‘1’ for Downtown campus or
2’ for Macdonald campus

b. Building: enter building code or name.

Press Tab. If you click on[-], find and select
the building and click OK.

c. Floor: enter the floor code or click on !
to select the floor and click OK.

d. Room: enter the room code or click on !
to select the floor and click OK.

8. Enter the General Information section.
For each field (Type, Priority, Status):

Type:
a. Click - next to the Type field.

Note ©

Site is the only required field. If there are multiple buildings,

floor or rooms, leave the field(s) blank.

The Zone field is automatically entered.

T McGill

Reports

FAMIS Xi

Visual Map _Service Request

Eile Eo1 guery Gecor

®

3 a4 Y980
[Guickpicks -] Service Request @

attaenments Help

el el =11 M

SR Mumber [SRO002115
Parent WO
Capital Progect.

WORK IN MCCONNELL BASEMENT

b. Select: IDC EVENTS I
| v T Othr Dholseg Work  Routing
c. Click OK m— .
Raquestor f see || |
Telephone Building 131 ‘Work Plan...
’:J:;:::: :’; Check Dugs...
Priority . Request Oute  [22-NOW 2018 3 15PM zome [SE Convto Proj
- - . Craats WO
Click =/ next to the Priority field. [ | o
Audit...
Select a value (see below for values): L —
b=z —=
‘1’ for EMERGENCY v [Frrm | anegmato [ ‘
‘4’ for REGULAR R —
c. Click OK
B
file Edt Quesy Hecond ARachmenis
. 2 YUSO
Status: P—
Click '/ next to the Status field. Fird .::,: : Find
. Select ‘'SCHEDULED’ (this triggers a work order) ) netune
c. Click OK S — — roes [SE
Buiding Manager
MACDOMALD ENGNEERNG BL 130
MACDOMALD HARRINGTON B8 [18 Fhe==
E MACDOMALD STEWART LIBRAF [iT0 Riss Code  Alases
9. C(Click Save™ from the Nav|gator tool bar. WARTLET HOUSE 2z FRENCH DES [PAVILLON MCCONNELL (GENE)
MCCONMELL ENGINEERING BU (131 #— || [BUILDING © [ENGMC
a. SR Number for your request is now created. MCCOMELL HaLL
MCCOMNMELL RN 108
WCCORD MUSEUM 186
10. Click Billing from the right. @ ) [ cance
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11.

12.

13.

14.

15.

16.

The Billing-3 screen displays. Click the
down-arrow to select the appropriate billing
type. Refer to the Glossary for the definition.

Billing Type = EVT IDC FIRM PRICE

Click Account.

The Account Details screen displays. Enter the
FOAPAL(s) to be charged for internal clients.
Enter these fields or click \- to search:
a. Chart of Accounts:

‘1’ for internal clients

‘EXT’ for external clients (e.g. student associations)

b. Index:
enter or select the fund

Press Tab. Most of the FOAPAL fields will be
automatically filled. The Description field will
enter a description for the fund.

Enter the Account for the service being
requested. Contact the Administrator if you do

not know what account to enter.

Click OK. It will only be saved if FOAPAL exists.

Note: if your Fund/Organization/Program

do not display, this means that either:

a. FOAPAL s invalid

b. FOAPAL was created today and you will
need to wait until tomorrow to enter it.
Take note of the Work Order #. If it is
still not valid the next day, contact the
client to inform them that the FOAPAL
provided by them is not valid.

Service Request

Eile Edit Query Becord Aftachments Help

(

EES TOHO GOEL BEEE >
Billing Type | EVT IDC FIRM PRICE | 11
BilbyFund [ AccountingHold [ . Reason |

— Account Detail
[ Account < |1ﬂ

%  Order Last Fund Limit Amount Billed  Funding Amount

O

O0Oo0no0

H OK ] { Clear Account H Cancel | { Tenants ‘ { Dates. ‘ l Audit ‘

Account Details -0

Chart of Accounts |1

¢ ®
Inden [J06E54| (J
[

Account Details

Chart of Accounts |1 [
Index [J

Description

Fund (905854 [

14 \Organization |00571 [J
Account (700001 " 15
Program (483 [J

Activity 100000 n]
Location 300131 8]

@ OK ] { Cancel ‘
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17. The Billing-3 screen displays with the FOAPAL Service Request cen
you entered. If there is more than one FOAPAL L —
Eile Edit Query Becord Attachments Help
(this occurs when clients are sharing costs): “R Bg YTOE0 oEE0 ]
. Bitling Type [ EVT IDC FIRM PRICE -]
a. Enter % for the first FOAPAL entry
Bil by Fund [ | Accounting Hold [ . Reason \
b. CI|(.:k on the next empty .FOAPAL record lmém . gt Aot s Foning Amean .
(displays as a green indicator) 905554700371JuﬁﬂﬁaaWuuuﬂuauam:]ﬁ(Fﬂﬂ?\) =
176\ Arm =
c. Click Account to enter the second FOAPAL |\ J \ &l | | |
| [ | |4‘ - }I?
d. Follow steps 13 to 16 above.
|l QK ] {C\earAEEuum H Cancel ‘ { Tenants. ‘ { Dates ‘ { Audit ‘
e. Enter % for the second FOAPAL entry.
o Enter more than one FOAPAL when clients
@ are sharing costs.
(V]
"6 o Ensure that the % add up to 100%.
2
o If you only have 1 FOAPAL, you do not
have to enter the % field.
o The screenshot is only using 1 FOAPAL.
18. Click OK. This generates a Work Order number. Senvice Request Connd
Billing-3
— Eile Edt Query Record Aftachments Help
19. Click Save & from the tool bar if the FOAPAL(s) (“3 Pe YOEO oo BBEE )
are correct. 5 pe [EVT IDC FIRM PRICE -]
a. If you make a mistake entering FOAPAL(s), sfyFund [ Accountinghold [ Reason |
click Account to make corrections and follow = G
Steps 13 tO 16 abOVe. [ Account %  Order Last FundLimit  Amount Billed Funding Amount 1
I 906854-00371-700001-483v-000000-0001=|100.00 [ [i
5
: |
Use the Clear Account button ; ﬁ
| Clear Account | INNEZPN ’
- to Clear a FOAPAL' <1 QK {ClaarAccnunt H Cancel | { Tenants ‘ { Dates. ‘ { Audit |
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20. You are back at Service Request form where the
SR Number for your request displays.

21. Click Other tab. This brings you to the screen
where you can access your Work Order number.

Remember to occasionally save your
service request and work request.

Take note of your Service Request
number (SR#) and your Work Order
number (WO#).

Access Work Order from Service Request

22. From the Service Request screen, click in the WO
Number field from the Other tab to select it.

23. Right-click on the WO Number field.

24. Click View/Edit

Take note of your Work Order #.
WO # is assigned because the Status of
Service Request = Scheduled

Note

ervice Request
20

SR MNumber | SRO002115
Parent WO
Capital Project
Deficioncy Project

[
Requestor Information
Requestor
Telephone
Alternate Req
AR Telephone
Request Date  22.NOV-2018 3.15PM

Asset Class
Equipment

Related Work

WORK IN MCCONNELL BASEMENT

Routing

Location
Site
Building 131
Floor
Room
Zone

SE

~ General

Type |IDC EVENTS
Priority 4
Status  SCHEDULED

Non-Avadl Time

Crew |CUST

Assigned To
Print Work Order Ticket

Billing
Work Plan
Chack Dups
Conv to Proj
Create WO

Dates

Audit

Ilain Attributes ‘Iﬂ Related Work

Service Request
SRHumber |SROO02115 WORK [N MCCONNELL BASEMENT
Parent WO 0
Capital Project 0
Deficiency Project U
Main Attributes elated Work Routing
21
ContactDate | WO Humber  [WODEIS7 1
wo status  |CLOSED
Tracking 1
Tracking 2
Service Request
SRHumber |SRO002115 WORK IN MCCOMNELL BASEMENT
Parent WO [l
Capital Project U
Deficiency Project D

Routing

Contact Date

Tracking 1
Tracking 2

@ WO Humber  WODEGS7 1]
WO Status  (CLOSED cut

Copy

Paste

Close

Cost Summary...

Brint.

Quick Schedule
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Work Order

25. The Work Order screen displays with the
information entered in the Service Request.

From Main tab, in the Current Status/Dates
section, enter:
a. Start Date
b. Due Date
26. If the date entered is a past date, you will see a
Past Due message.
a. Click Yes.

Take note of the Work Order number.

Note &

27. In the Primary Labor section, enter (or click /) to
enter the right value for Crew and Craft to
ensure that it goes to the proper fund
recovery fund:

a. Crew
b. Craft

The recovery fund for each value is as follows:
CUST (custodial ops) = fund 163900
EVENT SUPP (events support) = fund 163400
GROUNDS  (groundsmen) = fund 162000
BLDSER (building services) = fund 163000

28. Use fields Tracking 1 and Tracking 2 to enter
additional reference numbers.
Note: there is a limit of 10 characters.
(e.g. Banner booking conference #, Work Order #
from Hospitality Services).

29. Click the Save a icon on the toolbar.

30. Click Estimates.

R T -
F McGill FAMIS XI Portal
Reports. Visual Map _Service Request
File Edit Query Record Aftachments Help
¢3 Ba ¥OE0 a0 BEEEE Z
[Quickpicks Work Order
WONumber [WODS3571  WORK IN MCCONNELL BASEMENT =)
. y ATTACHMENTS
Motes (0}
Aftnbies  Tacks  Crews  Pats  Toos PO Routing  Reafings Closing Documents (0)
E-Mail {1
faset
AssetCinss i INFORMATION
— ( Current Schedule
Audit
- | Tracking1 Library
Type [IDC EVENTS status  OPEN
iy |1 Mt s S e
Mothod . StartDate  21-NOV-2018 — Work Orde kst
Assigred To. | DusBate 21-NOV-2015 (7] — Craats WO
oursge Clusa Compietea !
Biling
Primary Labar Location Travet Time Eatimates
oo st i
cm Builging 131 Dates
Crowsizn Floor Com 1o Proj
Ext s — r—
CurrentExt s it Ticket 0n Mext Batch fum
The Date you have entered is a past date. Do you wish to
uze this date and continue?
° fe
loeal 1 FAMIS Xi A
¥ McGill ehels
Reports | Lz dl | Visual Map  Service Request
Eile Ecit Query Record Attachments Help
(¢8 Be YPEO oS0 BEEEE Z
P —
Work Order
i WO humber [WDOG3571  [WORK IN MCCONNELL BASEMENT =]
parentwo | [ 8]
Aftributes  Tasks  Crews  Pais  Tools  POb  Routing  Readings Closing
Asset
Asset Class | [ o @
Equipment | [ 8]
General Information ~ Current Status / Dates Tracking 1 ‘ Library |
e [IDCEVENTS [ status  |OPEN @ [ pr—
P 4 0 Material Stat 8 -
riority U erial Status | nzz .
Methad o StartDate  [21-NOV-2018 8] [ Related WO |
Assigned To G DueDate  [21-NOV-2018 Q Creata WO |
el [ ~, | Hon-Awailable
Outage Class 8} Completed J—
Biling |
Primary Labor ~ Location Trave Time 30 [) estimates |
crew [CUST 8] sne 1 g |l e
2 . S Dates |
crat [CUST 0 Building 131 ] e
Crew Size Floor 8] Conv to Prgj... |
EstHrsi [ -
Current Fet Hre Room L | & print Ticket on text Bateh Run
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31. In the Contingency field of the Estimates screen, Work Order
enter the total estimate and press Tab. This will
update the Total Estimate field.

——Waork Order Estimate

)

| Detailed Estimate

m

e | o3| T o
Supporting Labor | oo | w Hours
32. Close the Estimates screen by clicking on the X. w o n "
Material oo Material
Invoice oo Invoice ——
Equipment 0o Equipment  —
. 31 ) conmgeny [ W) b
Remember to occasionally save your (D 1 a0 e [ [
Total Estimate 1,6683.00 oo 158300 =
(s}

work request by clicking on the Save Froceo Estimote?

icon @ from the tool bar.

Crew CUST [J Ste 1 IJ o
See ste above. crart CUST 8] Building 131 o L Dares
p Crew Size Floor "] Convto Praj... |
EstHrs/ Room [I

Current Est Hrs [ Print Ticket On Next Batch Run

i

33. Click Tasks tab. Work Order Glmisiod o [ @ nmas
34. Copy and paste details from the email or request W wmbor [WO05557_—BAQEH I MOSONNELL BAGENERT =
. . . Parent WO " ATTACHMENTS
into the Task List field. | § 33 ) . Notes (03
Main  Attributes Crews Parts Tools PO's Routing  Readings  Closing 35 \—PPOocuments (0)
35. To attach a related document to the work order: Task it \ E-Mail (1)
a. CIle Documents from the r|ght CE;L‘?OVUSSEEEALEEE\DC WORK THAT HAS BEEN COMPLETED IN MCCOMNELL BASEMENT LABS 002 & 010 WITH INFORMATION
CORRIDOR [N FRONT NORTH SIDE ONLY |, HIGH DUSTING | STRIP AND WAX. Curent Schadule
ALEXANDER HUTTON ASS., PROJECT MANAGER Audit

FOAPAL # S06854-00371-483WW-000000-000131 ACCOUNT 700322
2 EMPLOYEES /TOTAL 33 HRS. / § 1683

o i REPORTS
THANK YOU, Work Order Ticket

36. Click New from Work Order Attachments screen.

37. From the New Document screen, select: MIREK
a. Type : DOCUMENT (DIFFERENT DOCUMENT TYPES) G

b. Description : enter a description 2
c. Document : click Browse to select the file 4

38. Click OK to return to the Work Order

File Edit Query Record Aftachments Help

Attachments screen. (€3 Ba YOEO CESE BO0H )
Motes ftail MERIDIAN Options
39. Close the Work Order Attachments screen by [ .

clicking on the X.

Before you select the file, access it and save @ _ :
it as one of these allowed file types by using v ) Ao, ] [ et ) (oipSen, ) (P Avech
File > Save As:
o pdf
e | -]
O doc (Word) — ‘ESEEMENT(D\FFERENTDOCUMENTTVPES) e
o docx (Word) = o)
o xIxs (Word) <3 — )
o xIs (Word)
o txt (text)
o msg (email) Work Ordar
O de (Autocad) Work Order Attachment:
d A t d) Eile Edit Query Record Altachments Help
o dwg (Autoca (¢ F@ YO0 oEen BOEE )
. . Motes Documents hail MERIDIAN Options
Ensure that the file name is no longer than
30 characters, with no spaces. ""' (o, B el SWO =
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40. You will return to the Work Order screen.
Click the Save icon B

Close the Work Order

41. Go back to the Main tab and close the work
order:
a. Right-click on the WO Number field
b. Click Close.
42. Change the Status from OPEN to CLOSED. To
change the Status:

Click [-) to select CLOSED

= McGill

Reports

flle Edit Quary Record

’.--'1 Ha *o=50
Guickpig
WO armber  [WIDESST 1

FAMIS Xi Portal
Visual Map_ Service Reauest
ARachments Hala
et 888 @
Work Order 4la a5
ffff ONNELL BASEMENT =
pasnvio | ATTACHMENTS
Notes (0)
I ccrioutes  Tasks Pate ool PO Routing  Readings  Closing Documents {0)
ViewiEdiL E-Mail 1)
-~ Asset o
Assetclss d 41b \\ (&) INFORMATION
Equipment Cost Summan: ‘\ / Current Schedul
Brint

Audit
~ General information ———————————
Type [IDC EVENTS [ ]
prioriy (4

Mothod

1 Current Status / Dates.
CLOSED

Status
Material Status. REPORTS

StartDate 21-NOV-2018 Related W0 ork Order Tick
[21-NOV-2018

[22-NOv-2018

Assigned To Due Date

Outage Class Completed

- y ~ Laeation
cusT

site |1
131

Crew.
Craft |CUST
Crew Size

Est Hrs!
Current Est Hirs.

 Print Ticket On Hext Bateh Run

a.
b. Click OK.
. . B
43. Click the Save icon .
44. Click the Home icong.
Once the work order is closed, the billing will
@ automatically be run by Accounting.
_8 Go to the Ensure that the work order is billed
2 section to ensure billing took place. You can

modify the amount of the work order until it is
billed.

To see a summary of the actions performed in the
Work Order, click on the Routing tab.

This shows the user(s) that performed the action on the
work order, and the date and time that this was
performed. When the Work order is closed, It will
also show that the Status is now ‘Closed’.
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EVENT BILLABLE (EVT BILLABLE)

When the Event Support Team receives a service request for a progressive standing order via email, they use
FAMIS to create the service request and the work order. Use the billing type EVT BILLABLE to process the
progressive standing orders. These are work orders that remain open, but every month the charges are

entered and then billed to the client.

Before you start creating the service request, ensure that the client already exists in the system. See the

section Ensure client exists for details on how to do this.

For work orders that involve different crews or units (e.g. custodial event support, rental), you will have to
create work orders with a parent-child relationship. Create the parent work order following steps below. Then,
create one or more child work orders. This is explained in the Create a Child Work Order section.

Create a Service Request

1. Click the Navigator tab at the top

FAMIS Xi Portal

Walcome: JSEROS

T McGill (1)
Imhisual Map Service Request

2. From the Menu tab, click on the down-arrow and
select Maintenance Management Admin.

R H
= McGill
Visual Map Service Request

FAMIS Xi Home

My Documents

| Assessments |
McGill DM - Read Onl

[ Deficiencies | agerme
MCG FMM VIEW

| Deficiency Projects |

| Capital Projects \

| Work Orders |

3. Folders display. Click the + next to Service
Requests (or double-click) and double-click
Service Requests.

If you have set up Service Requests as a
favorite:
e Click on the down-arrow next to

Quickpicks vk

e Select Favorites Q“'Ckp'CkS

e The favorites that are already set up
display
e Select Service Request

Refer to Set up your favorites section for

details on setting up favorites.

ama] :
= McGill
Reporis Visual Map _ Service Request

FAMIS Xi Home

7 (&) ()

> Gonfiguratian =
> Equipment

> Facilities

lnvoices

1ok Costing

o Labor

o Materials

o0 Preventive Maintenance
(1 Projects

L1 Purchasing

oL Schedules

- Service Requests

Senice Requests

Service Request Work Bench B
Procedures Library

Reports S

Type  [All Menu tems <] [ Ga

[ Adrmin
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4. The Service Request form displays. Click in the

description field next to SR Number
field. Type the event description.

5. From the Main tab, click - next to the

Requestor field.

It’s a good idea to first ensure that the
client exists before creating the service
request. See Ensure client exists for details.
New clients will have to be created by staff
with administrative privileges. Contact your

administrator.

T McGill

Reports | LEWIEINY Space Space Survey Space Survey Visual Map  Service Request SS Admin Navigator_Test

FAMIS Xi

weama: FAMIS

File Edit Query Record Attashments Help

(¢8 B2 YOE0 EGL BEEEE

Quickpicks ~| Service Request

SRHumber |“ASSIGN™ FREE skaTiuG oPENTO PUBLIC  \ % ]
Parent WO U
Capital Project [|
Deficiency Project [|
Attriliutes Othier Related York Rauting
— Requestor i ocation ti
_ R Billing
[__Requestor | L site |1 g e —
Telephone Building G Work Plan ‘
Altemate Req | 8 ooy U [ check Dups... |
Alt Telephone Room [\ _
Request Date |14-DEC-2018 9:2BAM Zone Conv ta Proj \
| Createwo |
st ciess. | [ O omes
Equipment | | [\ -
{ Audit.. ‘
~ General :
Type 0] Hon-Avail Time Convert 1o CP...|
Priority o] crew @
Status 8] Assigned To 8
Print Work Order Ticket [

6. The Requestors window displays. In the Find field:

a. Enterclient’s last name, surrounded by %.
You can type the name in upper-case or lowercase
characters.

b. Click Find.

c. If more than one person has the same
name, select the client’s name. Click OK.

d. If only one person with that name exists,
the person’s name displays in Requestor
field.

a. Client Telephone and Request Date
display.

b. You may enter/update the
telephone.

Find|% %( 6a )
i

Requestor Department Tes
00220
0020
00035
00023 57
00220 a
00228
0oo022 57
00278
NN3R4 =

[Qancel

Bl

=+ McGill FAMIS Xi
Reports. Space Space Survey Space Survey Visual Map Service Request SS Admin Navigator_Test

file Edil Guery Recor Atachments Help

¢R Be YOEHO ERO EEEE 7
[ Quickpicks -| Service Request
SRMumber [“ASSIGN™ FREE SKATING OPEN TO PUBLIC
Parentwo |
Capiatproject |
Deficiency Projoct |
e (G (R wer) Iy
Requestor Information Locaton
i | Biling
Requestor | " sie |1 —
Telephene Building [ | work Plan..
[ Altamats Req_|[ n Fioor | “ L Chesk Dupe
AnTelephone | Room | [ y
Request Ote [14-DEC-2018 92640 Zane | Comta Proj
[ Create W
Asset Class (% Dates..
Equipment
L Audit.
General Information
Type " Non-Avail Time \Samertto CP
Privity ( Crew
Status [ Assigned To
Print Work Order Ticket
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7. Enter the Location information. Enter the fields

or click [| to search for the fields Site is the only required field. If there are multiple buildings,

: (a1 fl " he fiel lank.
a. Site: enter ‘1’ for Downtown campus or LIRS [ R

(V]
fPard
‘2" for Macdonald campus 2 The Zone field is automatically entered.

b. Building: enter building code or name.

Buildings ft

Eile Edit Query Record Aftachments Heln

Press Tab. If you click on J, find and select B e TOEO ; |
the building and click OK. [ i ke

Include Alias v

Find ‘ Use WildCard v l&‘
. ™y — Buildings — Building Details
c. Floor: enter the floor code or click on |- o Do o WE
= Building Manager
to select the floor and click OK. AT T Pron tmber
MACDONALD STEVWART LIBRAF 170 Alias Code Aliases
MARTLET HOUSE 242 BUILDING C  |RINK =
. '_'| MCCOMMELL ENGINEERING BU 131 FRENCH DES |STADE D'HIVER MCCONNELL
d. Room: enter the room code or click on L/ MOCONNELL HALL o =
. MCCONNELL RINK| 105 Q—0_|
to select the floor and click OK. MCCORD MUSEUM 186 - o
( 7'1 ) OK | cancel
8. Enter the General Information section. i
¥ McGill FAMIS Xi

For each field (Type, Priority, Status):

Reports PEELEITY Space Space Survey Space Survey Visual Map Service Request S5 Admin  Navigator_Test

Type: Eile EN Query Becord AMachments Help
(& 3 s TPEO GEE0O BEEE #F

a. Click W next to the Type field.

[Guickpicks, -|  Service Request
Select a value: EVENTS or REN EVENTS . ;
SR Number ."ASS\GN"' .FREE SKATING OPEN TO PUBLIC
EVENTS — for one or multiple teams G
Capital Project
REN EVENTS — events that require rentals Derickency Project
C Click OK TR e Other  Related Work  Routing P
: ~ Requestor i ~ Location 10
Billing. r&
Reaquestar [ site |1 L
Telephone Building |105 | | Waork Plan...
Priority: : Altamats Req [ @ Feor (0001 i
y ] nn’qum: room  [102 = | Check Dups
a. Click ) next to the Priority field. Fowstive [IDECTBSEAM | | e [[E | oo
| Create W
b. Select a value (see below for values): hosctcies | Q%) | [ ates
Equipmen -

‘1’ for EMERGENCY

‘4’ for REGULAR e B r—
g pewy [t ( e |

C. Click OK Stotus [SCHEDULED [ Assigned To |

Print Work Order Ticket v

Audit,,.

[ Maintenance Typ

Status:

a. Click 8 next to the Status field.
b. Select ‘SCHEDULED’ (this triggers a work order)
c. Click OK

Find|%

Maint_Type =
CORRECTIVE

IDC EVENTS

MODCAPITAL
. B . MODIF ]
9. Click Save= from the Navigator tool bar. PREVENTIVE @ 5
a. SR Number for your request is now created. (Eind ) ok | [cancel

10. Click Billing from the right.
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11. The Billing-3 screen displays. Click the

Service Request Conn

down-arrow to select the appropriate Biling-3
- . . Eile Edit Query Record Attachments Help
Billing Type. For a definition of this type, (3B Pl YTOEQ G0 BEEE )
refer to the Glossary. Billing Type [EVT BILLABLE - @
Billby Fund [ | Accounting Hold [ . Reason |
a. EVT BILLABLE (use for progressive standing orders) — Account Details
[ Account 12 %  Order Last FundLimit  AmountBilled Funding Amount 1
. ! N = s
12. Click Account. _ I ?
]
L - [
| [ [ = \ \ [~
4] | 3
H QK ] { Clear Account H Cancel ‘ I Tenants ‘ { Dates. ‘ I Audit |

13. The Account Details screen displays. Enter the Service Request
FOAPAL(s) to be charged for internal clients.
Enter these fields or click L/ to search: noormeouns 1T (]
meex i5tE] () @

c. Chart of Accounts: Description

‘1’ for internal clients

‘EXT’ for external clients (e.g. student associations) N aniz::i:: . L::
d. Index: P:::; ] H

enter or select the fund toation [ [

I 0K | cancel

14. Press Tab. Most of the FOAPAL fields will be
automatically filled. The Description field will
enter a description for the fund.

Service Request
15. Enter the appropriate Account for the service Leconiueas
being requested. Contact the Administrator if cratoraeenme [ ()
you do not know what account to enter. maex stz [J
COMMUNICATIONS &
Description |PRODUCTION
16. Click OK. It will only be saved if FOAPAL exists.
Fund [151802 B
Organization 00263 @
Note: if your Fund/Organization/Program Account 70003 —
- . . } pogram [000 [
do not display, this means that either: e —W
a. FOAPAL s invalid Location (100000 0
b. FOAPAL was created today and you will "
need to wait until tomorrow to enter it. @ o) cancal )
Take note of the Work Order #. If it is

still not valid the next day, contact the
client to inform them that the FOAPAL
provided by them is not valid.
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17. The Billing-3 screen displays with the FOAPAL
you entered. If there is more than one FOAPAL
(this occurs when clients are sharing costs):

a. Enter % for the first FOAPAL entry

b. Click on the next empty FOAPAL record
(displays as a green indicator)

c. Click Account to enter the second FOAPAL

d. Follow steps 13 to 16 above.

e. Enter % for the second FOAPAL entry.

o Enter more than one FOAPAL when clients
are sharing costs.

o Ensure that the % add up to 100%.

o Ifyou only have 1 FOAPAL, you do not
have to enter the % field.

o In this screenshot there is only one
FOAPAL.

Service Request

f Billing-3

Eile Edit Query Record Aftachments Help

(¢33 Bg TOEO &R0 BEEE &

Billing Type [EVT BILLABLE

Bill by Fund [ Accounting Hold [,

Reason |

— Account Details
17c
| Account %

omm Limit  AmountBilled Funding Amount

[151802.00263 7000B5-to0.0ooo00-cooonc [1o0.00f( - 7R )

17b \ g
/ O
o
| [T \ \
4 o | 3
“ OK ] ‘ Clear Account H Cancel ‘ | Tenants. | ‘ Dates | ‘ Audit ‘

18. Click OK. This generates a Work Order number.

19. Click Save & from the tool bar if the FOAPAL(s)
are correct.
a. If you make a mistake entering the
FOAPAL(s), click Account to make the

Service Reguest

f Billing-3

Eile Edit Query Record Aftachments Help

(¢33 B8 FOEHO @ BEEEE =

Ly,

Billing T: BILLABLE

19
Biljby Fund [ Accounting Hold [

Reason |

— Account Details
| Account ( ) lgh %  Order Last Fund Limit

Amount Billed Funding Amount

Take note of your Service Request
number (SR#) and your Work Order
number (WO#).

Asset Class
Equipment
Gener s Information
Twe EVENTS
Priory 4
Stetus  SCHEDULED

Request Dte  14-DEC-2018 9 3540

Mon Avad Time
Crew

Assigned To

Prind Work Order Ticket

zene NE Conm to Proy

1
corrections and follow steps 13 to 16 above. 1518200283 rodsetmmaeffooon coonnc oo 0| | [
-
O ’[
Use the Clear Account button O [
S—— mi (=
Clear Account AL |
aSlazidozuy to clear a FOAPAL. Ta
“M } QK ] ‘ Clear Account H Cancel | ‘ Tenants. ‘ | Dates. ‘ ‘ Audit ‘
20. You are back at Service Request form. The SR ? McGill FAMIS Xi
H Reports Space Space Survey Space Survey Visual Map Service Request  SS Admin  Navigator_Test
Number for your request displays. ——em
P Ba YOSO O/ BBEER 2
21. Click Other tab. This brings you to the screen uckpcks -] _ Service Request
where you can access your Work Order number. e GG O DU
Capital Progoct
Deficioncy Project
m@aw Related Work  Routing
Remember to occasionally save your m— e
service request and work request. Wi - O
AR Tetephone Room (102 Shack Ovp
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Access Work Order from Service Request

22. From the Service Request screen, click in the
WO Number field from the Other tab.

23. Right-click on the WO Number field.

24. Click View/Edit

WO # is assigned because the Status of
the Service Request = Scheduled

Note

o : .
= McGill FAMIS Xi
Reports Space Space Survey Space Survey Visual Map Service Request 55 Admin Navigator_Test
File Edit Query Record Aftachrrents Help
8 B8 YOEO GERO BEEBE 2
Quickpicks ~|  Service Request
SRHumber |SRO002130 FREE SKATING OPEN TO PUBLIC
Parent WO [‘
Capital Project U
Deficiency Project U

Main Attributes Related Work ~ Routing

Contact Date wonumber  \WIDRSSEY
u
WO Status | DPEN -
Tracking 1 e Copy
Tracking 2 Easte

GQuick Sehedule
Close

Cost Summary.
Brint

Work Order

25. The Work Order screen displays with the
information entered in the service request.

From Main tab, in the Current Status/Dates
section, enter:

a. Start Date

b. Due Date

26. If the date entered is a past date, you will see a
Past Due message.
a. Click Yes.

Work Order
wo wumber [W0G9532  |FREE SKATING OPEN TO PUBLIC =
Parentwo [ [ E|
Attributes Tasks Crews Parts Tools PO's Routing  Readings  Closing
— Bsset
Asset Class ‘ | o @
Equipment | \ @
— General i — Current Status /Dates ——————— Tracking 1 [ Lbray |
Type [EVENTS - satus  [OPEN - —_—
Lil U | ‘ Request |
Priority |4 U Material Status B —
— ] | Tracking 2 —_—
Method 0 25 \strtoate [14-0EC2010 Q — | Related WO |
Assigned To Al Due Date  [25-DEC-2018 ]
E N E Hon-Available { Create WO _ |
Qutage Class U Completed U
] ) | [ Billing |
i~ PrimaryLabor ———————————————  — Locaion ———————————  Travel Time ‘ Estimates |
Crew 0 site |1 ) [ —
Craft E| Building  |105 [\ &l
Crew Size Floor 0001 U Canv to Praj... |
Est Hrs/ B
Current Est Hrs Room 102 L) ¥ Print Ticket On Hext Batch Run

PastDue [---momes

&

The Date you have entered is a pastdate. Do youwish to
use this date and continue?

@5
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27. In the Primary Labor section, enter (or click |:|)
to enter the right value for Crew and Craft to
ensure that it goes to the proper fund recovery

fund:
a. Crew
b. Craft

The recovery fund for each value is as follows:
CUST (custodial ops) = fund 163900
EVENT SUPP (events support) = fund 163400
GROUNDS  (groundsmen) -> fund 162000
BLDSER (building services) = fund 163000

28. Use fields Tracking 1 and Tracking 2 to enter
additional reference numbers.
Note: there is a limit of 10 characters.

Hospitality Services).

29. Click Save = . Note that no estimates are
required for this type of work order.

Travel Time

<ol M .
= McGill FAMIS XI |
Reports [LET Ll d  Space Space Survey Space Survey Visual Map Service Request S5 Admin Navigator_Test
File Edit Query Record Aftachments Help
2 Bl YEEOC RS0 BEEE 2
(Gugpez~, -] Work Ordef;
WO Number (WODBSSE2  |FREE SKATING QPEN TO PUBLIC =]
Parentwo [ [ ()
Aftributes Tasks Crews Pars Tools PO's Routing  Readings  Closing
— hsset
Asset Class | [ o [E
Equipment | [ 0
~ General Information ~ Current Status / Dates Tracking 1 | Lbrary |
Type [EWENTS [ Status | OPEN [ [ r .
) — 3 = aques
Priority |4 \:_\ Material Status | tracking 2 8
Method o] StartDate  |14-DEC-2018 8] [ Relatsawo |
Assigned To 8 DueDate |26-DEC-2018 8] . |7CreateWO ‘
e & = | Hon-Available
Outage Class () Completed () ’7 | ‘
- - Billing

|  Primary Labor — Location
site

Crew [CUST @ it

27 s e
crart [CUST ® il

g Crew Size Floor (0001 (

Building |105
EstHrs! [ ’— Ro
Current Est Hrs o 102 L

Estimates |

Dates

| convto Praj... |

[« Print Ticket On Hext Batch Run

(e.g. Banner booking conference #, Work Order # from

If you have more than one crew, first
create the parent work order with the first
crew. You will then have to create a child
work order for the other crew(s).

Note &

Remember to occasionally save your
work request by clicking on the Save

icon 1= from the toolbar.

This work order remains open. You
will periodically bill the client.
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Click Tasks tab.

Copy and paste details from the email or request

into the Task List field.

To attach a related document (e.g. email) to the

work order:

a. Click Documents from the right

b. Click New from the Work Order
Attachments screen.

30.
31.

32.

33. From the New Document screen, select:
a. Type : DOCUMENT (DIFFERENT DOCUMENT TYPES)
b. Description: enter a description
c. Document — click Browse to select
the document (file)

34. Click OK.

Before you select the file, access it and save it
as one of these allowed file types by using
File > Save As:

pdf

doc (Word)

docx (Word)

xIxs (Word)

xls  (Word)

txt

msg (email)

dwf (Autocad)

dwg (Autocad)

Note &

O O 0O 0O 0 o0 O O O

Ensure that the file name is no longer than 30
characters, with no spaces.

R . i
T McGill FANIS Xl.hgral
reports I d Space Space Survey Space Survey Visual Map _Service Request 55 Admin_Navigator_Test
Elle EQN Quary Fecord Amacnments Help
¢R B YOIO FEEL BEEEF
/ ickpicks Work Order
37 w0 Humber  [WDOBSS0Z  |FREE SKATING OPEN T FUBLIC ]|
\ - ATTACHMENTS
Main A(I%-gs Crws  Pats  Tosls FO's

Task L
[ENTER THE DETAILS OF THE WORK ORDER HERE - YOU MAY COPY & PASTE.

Gy

lates (0)
Routing _ Readings cmim* Scuments (0)

SZa
INFORMATION

Current Schedule

REPORTS
Work Order Ticket

Cluse Comments

File Edit Query Record Attachments Help

(¢8 B YOEQ S0 BEEE = )

Mail MERIDIAMN

hotes Options

Document (Filename, URL, etc.) Source

32b
NEM

Edit.

| ‘ Dip Scan... | | DIP Attach...

33

Type |DOCUMENT (DIFFERENT DOCUMENT TYPES) v|

Description |EMA|L

N
S

35. You will return to the Work Order
Attachments screen. Close the Work Order
Attachments screen by clicking on the X.

return to the Work Order screen.

B

Click the Save icon .

36. You will

37. Click the Home icong.

Take note of the Work Order number.

Note &
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38. To see a summary of the actions performed in the
Work Order, click on the Routing tab.

This shows the user(s) that performed the action on the
work order, and the date and time that this was
performed.

39. If you are using additional crew(s), create a child
work order for each crew. This is explained in the
Create a Child Work Order section.

Is

40. Click the Home icon 3

Work Order

wo Humber [\WDOE9552

|FREE SKATING DPEN TO PUBLIC

)

Parentwo |

Ttain Attributes

Tasks

Crews

Parts

Toals

38 Q
PO's Readings ~ Closing

Date

User

Assigned To

Status

Comments

[14-DEC-2018 5:43AM E

[aPEN

The next steps are performed in KRONOS:
» Create assighments
» Do the Overtime Payroll

The next section (Add miscellaneous costs) describes how
to bill the client periodically for a portion of the standing
order.

A Standing Work Order remains open. You do not need to
close it unless it is no longer required. To close this Work
Order, go to the section called ‘Close the standing Work
Order’.
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Add miscellaneous costs T McGill FAMIS Xi Portal

Waicome: JDEROS
. . . Reports -_Navigamr isual Map Service Request
When you are ready to bill the client for a portion of

the standing order (e.g. for labor, material), you will

have to follow these steps: B McGill

. . Space Space Survey Space Survey Visual Map Service Request SS Admin Navigator_
1. Click the Navigator tab at the top.

FAMIS Xi Home

2. Double-click the Job Costing folder. . My Decuments

‘Malmenam:e Management Admin v| == ‘

3. Click Miscellaneous Costs. 5

> Configuration =
=L Equipment
> Facilities

= Imvoices
S-=3.Job Costing
Capital Project Col (if FCP not installed)

Capital Projects

[E:
[
[E:
[=:

Joumal Entries

General Ledger
Iiscellaneous Costs
Reports B

& Labor

e Materials

-0 Preventive Maintenance

e Projects

e Purchasing -

Type Al Menu ems - [ G

4. The Cost No. field displays **ASSIGN**. B MGl FAMIS X T

WWescom: FAMISOH]

Reports | [LEWIEIGH [Space  Space Survey  Space Survey Visual Map  Service Request S5 Admin  Navigator_Test

5. Inthe Cost Type field, type ‘EVT MISC’ and Ele EL By Benod Waments tep

(¢+B B ¥FUE0 gL BEEEH

press Tab. _
Miscellaneous Costs

Recurting Aftributes | Dates
6. The Trans Date and Description fields GE*E Fassion @ "o

J
. . . . GostType |[EVT MISC
are automatically filled in. If you wish, you may 6)‘ 'Lm..“.::u . ~
. . . . Trans Date  |17-DEC-2018
update the text in the Description field. Beseription [EVENTS IS cosmb
. Rate Markup Percent o
7. Enter the work order number in the - B0 R

. aty SendtoGL W

WO Number field. S oo

Recurring Cost No.

a. If you do not know the number, go to the
Find the Work Order section. =
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8.

In the Cost Information section, enter the
following fields and press Tab:
a. Rate field — this is the cost (e.g. labor)

b. UM field — enter EA for the unit of measure
(EA refers to ‘each’)

c. Qty field — this is the quantity.

B McGill

Reports Snac.e Space Survey Space Survey Visual Map _ Service Request SS Admin _Navigator_Test

FAMIS Xi

‘vizeams: FAMISG]

File Edit Query Record Attachments Help

(¢2B B2 YOEQ EEO BEEEE =

Miscellaneous Costs

Quickpicks v

Attributes. | Dates

CostHo. |["ASSIGN™
Cost Type |[EYT MISC

[ wo number |[Wooes582
Trans Date  |17-DEC-2016

Accounts... |

Description

EVENTS MISC COSTS

Cost
Markup Percent a

‘ Rate
w [EA (] Marked up Amt

oty SendtoGL ¥

Amount Generated from ’7
Recurring Cost Ho.

Comments

9.

The total amount to be billed displays in the
Amount field and in the Marked Up Amt field
(rate * quantity).

10. The Comments field is not required.

11. Click the Save icon

E .

12. The Cost No. is assigned.

T McGill

Reports | [[BWAEIWNY Space  Space Survey Space Survey Visual Map Service Request SS Admin Navigator_Test

FAMIS Xi B

[me—

File Edit Query Record Aftachments Help

(8 Fe YO0 oo IBDE @

Miscellaneous Costs

Cost Type  ||EVT MISC

[ wo Humber |[WOOE5EE2

Recuring Allfluice | Dates
Costhlo. |[MCO31127¢ [ Accounts.. |

Trans Date  |17-DEC-2018
Deseription [EVENTS MISC COSTS
Cost
Rate £2.00 Markup Percent o
. w [EA [ Marked up Amt 104.00
oty 200 SendtoGL
amoure | DS Generaedrom

Recurring Cost Ho.

Comments /\

\_/

13. Right-click on the WO Number field and select

Cost Summary.

= McGill

Reports Space Space Survey Space Survey Visual Map Service Request SS Admin Navigator_Test

FAMIS Xi F

——

File Edit Query Record Aftachments Help

(¢B B2 YPEQO GEE0 BEEEIZ

Miscellaneous Costs

Quickpicks -

Atiributes.  Dates

" CostType ||[EVT MISC
[ wo tumber cut
Trans ate [17.DEC-2018 oy

Accounts... |

Description  |EVENTS MIS( Faste

Cost Information ViewsEdit

Quick Schedule.

Rate arkup Percent 0
M [EA [ brked up Amt 104.00
aty sendtoGL ¥
Amount 104.00 Generated from ,7
Recurring Cost Ho.
Comments
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14. The Work Order Cost Summary screen displays = McGill FAMIS X]
W|th the Actual Cha I’ge to be b'”ed Reports Space Space Survey Space Survey Visual Map Service Request SS Admin Navigator_Test

File Edit Query Record Aftachments Help

(¢ 2 Be YOEO GEaEC EEEE

15. To verify the costs that will be billed, click on the
Misc Costs tab.

Work Order Cost Summary

wonumver [WODBSEE?  |FREE SKATING OPEN TO PUBLIC e\ =
Parcntwo | [ )

Summary Labor Material Invoices  Equip Rental _ Misc Costs Billed

Estimate Actual Committed Balance

Labor o0 00 &‘
Material o0 o o 00 [ Print J
Invoices: o0 oo 0 o0 P—

Equipment o0 i) o | Dats. |
Contingency Tno 104.00 -104.00

L 14\
Total w 104,00 | 0 -104.00

16. The costs to be billed by the accounting area = McGill FAMIS X

wiesom: Fau

dISp|ay here. Reports [PEWAETNI (Space Space Survey Space Survey Visual Map  Service Request SS Admin Navigator_Test

Eile Edit Query Record Aftachments Help

(¢3 Be YOEO e BEEE I

17. Once the general ledger is run, you will see this

uickpic ~|  Work Order Cost Summary
in the Billed tab. The sum of all the billed costs

i . . WO Wumber [WODES5E2  |FREE SKATING OPEN TO FUBLIC =]

for this period displays. S— \

Summary Labor Material Invoices Equip Rental Billed
g Cost Ho. Cost Type Description Rate Quantity Amount
. . \ | [MCo311274 [EVTMISC  [EVENTS MISC COSTS 52.00 2.00 10400 =

18. Click the Home icon ==. MCOG11276  [EVTMISC  [EVENTS MISC COSTS 52.00 200 104.00

Total Invoice Amount 208.00

Close the Standing Work Order

If the standing progressive order has to be closed
because there is no longer a need for it:
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1. Click the Navigator tab at the top

2. From the Menu tab, click on the down-arrow and
select Maintenance Management Admin.

FAMIS Xi Portal

Wslome: JDEROS

13l .
T McGill +)
Reports isual Map Service Request

R H
% McGill
Reports Visual Map Service Request

FAMIS Xi Homa

Iy Documents

hssssomerts | o

l ‘Work Orders \

&

3. Folders display. Double-click Work Orders

4. Double-click Work Order Closing. The Work
Order Closing screen displays.

FAMIS Xi Home

My Bocuments

7 (&)@

*D%Nu:e Requests =

~_JVendars
S~ Awork Orders
H=clnse Route

HExpress Waork Order
M Standing Wark Orders
Hwark Orders

[ Adrin

H=lwiork Order Mass Change
[ ]vark Order Ticket
H=3work Order Cost Summary
[ Route Work Qrder Ticket
I Reports - Active WO

o1 Reports - WO Imvoices
{1 Reports - WO Labor

5. Enter the Work Order number in the
WO Number field. If you do not know the
number, go to the Find the Work Order section.
a. PressF7 orclickon " icon from toolbar.
(fields will turn blue)
(¢a BalTwEO oEen BEBE ]

b. Enter Work Order Number in the WO
Number field.

c. Press F8 or click on & icon from toolbar.
(¢ B3 Ba YOE0 oo BEEAI

6. The Work order displays with a status of ‘OPEN’.

1 Reports - WO Materials =
Type [ All Menu ltems -] Go
TR { FAMIS Xi
= McGill IS Xi
Reports LEWLEILY Space Space Survey Space Survey Visual Map Service Request SS Admin Navigator_Test
File Edit Guery Record Aftachments Help
(¢2 B8 YOHO GEan BEEE =
Quickpicks ~|  Work Order Closing
@ w0 Humber ] |FREE SKaTING OPEN TO PUBLIC &
WUOIReIeEd  Attributes  Task List  Crews Labor Material  Readings
— Asset
Asset Class | [ ([Te) | [ close Dates
Equipment | [ D
— Work Data — Data
status  [OPEN X 6 — Down Time
Type  [EVENTS @] Down
startpate [14-DEC-2018 o] up
DueDate  [28-DEC-2018 2] Hours
Arrived n]
Completed U Usage
~ Employee Data ~ Codes
Assigned To 0] Condition 7['\
Authorized By 8] Ccause 8]
Inspected By 8] Action 8]
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10.

11.

Change the Status of the work order from OPEN
to CLOSED. To change the Status:
a. Click - to select CLOSED

b. Click OK.

If the message displays to set the complete date
to today’s date, click ‘Yes’.

The Completed date displays.

E .

Click the Home icon g

Click the Save icon

Once the Work Order is closed, the
Routing tab of the Work Order will
indicate that the Status of the Work
Order is ‘Closed’.

Note &

Reports

= McGill

LLVLEIO) Space Space Survey Space Survey Visual Map Service Request SS Admin Navigator_Test

FAMIS Xi

recoms: FAMISY

(¥

File Edit

Query Record Aftachments Help

(&

Gyt -

B Ba YTOE0 IS0 BEEEBEIF

VWork Order Closing
WO Humber WODBSE82  |FREE SKATING OPEN TO PUBLIC E]
Atributes  Task List_ Crews Labor Material  Readings
— Asset
assetClass | [ [J[Te) | [ Close Dates
Equipment | [ 8]
— Work Data — i Data
sets [CLOSED [ — Down Time
wee [EVENTS [ Down
StartDate [14-DEC-2018 8] up 1
Duc Date  [26-DEC-2018 8] Hours |
Arrived
Completed (18-DEC-2018 10:09AM 9 usage
— Employee Data - Codes
Assigned To o Condition 8
Authorized By U Cause U
Inspected By [ Action U

Find|%

Status

C
CONY
QPEN
PEND
SUPE

ASEIGNED
CANCELED

)
ETE
PROJ

ING
RSEDED

4

Cancel
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Create a Child Work Order

For billable, non-billable and standing progressive work orders that involve more than one crew (e.g. custodial,
event support, rental), you will have to create work orders with a parent-child relationship. After you create
the parent work order for one of the crew, follow these steps to create one or more child work orders for the

other crew(s).

1. Go to the Main tab of the parent work order. B McGill FAMIS Xi f

Reports WEWIEIGY Space Space Survey Space Survey Visual Map Service Request S5 Admin Navigator_Test

2. Click Create WO from the right. Ele Zar guery Becod gmmonmens Lo
(¢33 B YTOEQ GO0 BEEEF

Work Orcer

WO Humber [WDDBSS76  |HEALTH FAIR =]
Parentwo | [ 8]
% Atibutes  Tasks | Crews  Pans | Tools PO Routing  Readings Closing
— hsset
AssetClass | [ 8 E
Equipment | [ 8]
~ General Information ———————————  — Current Status /Dates ——— Tracking1 [ lbary |
Type |EVENTS ) Status [OPEN ] —
iEvents Il (TNt | [ Fomes |
Priority |4 LI Material Status Tracking 2 —
Method Q StartDate [30-NOV-2018 ] [ Related W0 _|
Assigned To 0 Due bate  [14-DEC-2015 0
—_— L 7L Hon-Available Creata WO | 2

Outage Class: 8] Completed 8] — (
Billing

— Primary Labor ——————————— — Location 77 Travel Time ‘ Estimates ‘
crew [CUST 8] site |1 [ P—
cratt [CUST A Building |103 Q Dates |

Crew Size Fioor 0001 [ Convto Proj... |
EstHrs: [ f
Current Estfies Roem [100 | @ prnt ket on ext Baten mun

3. This automatically creates a child work order
that has its own work order number. = McGill FANIS X

Veascoms: FAMISO!

Reports WEILEIGY Space Space Survey Space Survey Visual Map Service Request SS Admin Navigator_Test

4. The parent work order number is viewable Fle ot Guey Becors Mcments Lok
. IR EREEEEEEEEDE
from the Parent WO field.

Quickpicks -] Work Order

(3
5. The child work order inherits some of the ""’"“”‘”" fraseeer\ T_J :
‘ i Parontwo [\WODE9576 THEALTH FAIR L
information from the parent work order: <

Aftibutes  Tasks  Crews  Pas  Tools PO's  Rouing  Readings Closing
e Requestor o
. Asset Class | [ o @
e Location qupmont. | \ 0
e General Information — Type & Priority |~ comoratimormmtin ———— — cumontstaun ibuss ————— oot [ Loy
wee [EVENTS () Status 8] :
* Sta rt Date < 5 Priority |4 [\ Material Status ) ﬂl
q o — | Tracking 2 —_———
Method ] q  \swrose [13DECH013 0 — [ Related wo |
Assigned To @ N Due Date 8 . o |
— e = | non-Available s
Outage Class [ ™~ Completed [ E—
: | siling |
(— PrimaryLabor ——————————————  ~ Location ————————————— Travel Time [ Estimates |
Crew o site |1 8] E—
crant 0 1 Building  [103 0 [ oass |
Crew size 5 Floor 0001 0] Conv te Praj... |
Est Hrs/ oo [
Current Est Hrs ‘ N Room [100 U [ Print Ticket On Hext Batch Run
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Information that should be
added/updated to each child order is:
o Crew

e Craft

e Estimate for the crew

Note &

e Tasks
e Attached documents or emails

6. Inthe Primary Labor section, enter (or click 'L_-])
to enter the right value for the additional

Crew and Craft to ensure that it goes to the
proper fund recovery fund:

o Crew
e Craft

The recovery fund for each value is as follows:
CUST (custodial ops) = fund 163900
EVENT SUPP (events support) = fund 163400
GROUNDS  (groundsmen) —> fund 162000
BLDSER (building services) = fund 163000

7. Enter the Status field:

e Click \J next to the Status field
e Select ‘OPEN’
e Click OK

8. Use fields Tracking 1 and Tracking 2 to enter
additional reference numbers.
Note: there is a limit of 10 characters.
(E.g. Banner booking conference #, Work Order #
from Hospitality Services).

9. Click Save @.

10. The Due Date will now display. This may be

changed.

11. Click Estimates.

an . -
B McGill FARIS X\ Portal
Reporls Space Space Survey Space Survey Visual Map _Service Requesl S5 Admin_Navigator_Test
Ele ot Query Gecord AMchments telp
¢R Ba YISO e BBEEE
Quickpicks Work Order
WO Number  WOOESS81
ParentWo \WOESS76  |HEALTH FAIR A
Notes (0)
Amibutes  Tasks  Crews  Pans  Tools PO Rouing  Readings  Closing Documents (0)
E-Mail (0)
s
Asset Class 7 L5 INFORMATION
Eaquipment . Curent Schadula
Audit
Generalinformation Current Status /Dates | Tracking 1 Library
Twpe EVENTS Status. [
Priorty 4 Matorial Status. o Roquest SRR
Method Start Date [13.DEC-2018 0Qlr Ralated WO Wiork Order Ti
Assioned To Due Dste .
Outage Class Completed r =
Billing
~ Prinmary Labor ~ Location Travel Time Estimatss
Crew EVENT SUPP | sme |1
- Cram [ATTEN Budding (105 s
ow Sz Floor 0001 Cary to Proj.
£t Hra) Room | 100
Cumrant Est Hre Print Ticket On Next Bateh Run
32 H i
T McGill FAMIS Xi Portal
Reports Space Space Survey Space Survey Visual Map Service Request S5 Admin  Navigator_Test
Eile Edt Query Becord Mtachments Help
¢2Ba *YOEO0 Gfa0 BBEBE >
Work Order
Vi0 Wumber  WIDEBS1 2
Parert W0 [WIDBSETE  |HEALTH FAR ( ATTACHMENTS
Nt
MW -ivites  Tasks  Crews  Pats  Tools  POS  Routing  Readings  Closing ()
E-Mail (2
asset )
Asset Class (5] INFORMATION
Equipment J Current Schedule
Audit
General Information Dates Tracking 4 Library
Type [EVENTS Status [OPEN F—
Priarity |4 Material Status e REPORTS
Tracking 2 Nork Ord
Method Start Date  13-DEC-2018 | Related WO T der 11
Assigned T oue [27.0EC2018 Creats WO
I Create WO
‘Oudage Class. mpleted
Billing
PrmaryLabar ~ Losaion Travei Tne Eamaes (| 11
Crew [EVENT SUPP ste 1
can [ATIEN Busdng 103 Dates
Crew Size Foar 0001 Cani 10 Proj
5t Hrs/ Room 100
Current st lies  Brint Ticket On Hest Batch Run
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12.

In the Contingency field of the Estimates

Work Order

16.

17.

18.

paste details from the email or request, such
as information as what to do during and after
shifts; additional information).

To attach a related document (e.g. email) to
the work order, click Documents from the
right. Click OK if you get an error message.

Click New from the Work Order Attachments.

From the New Document screen, select:
a. Type : DOCUMENT (DIFFERENT DOCUMENT TYPES)
b. Description: enter a description

c. Document — click Browse to select

Main Aty Tatke
Task List
ECL

ENTER OR COPTE

Ciose Comments

TRETE DETAILS FOR THE CHILD WORK ORDER HERE.

screen, enter the total estimate for this crew _ o : D
+ ——Work Order Estimate —— Detailed Estimate: ‘
and press Tab. This will update the Total extrmate i rerm
H . Primary Labor | 00| 00| o DE Humber
Estimate field. swrortogtaber | % | % owe [
o Labor oo oo 0o Labor =
. Material o Material
13. Click Save & = —
Equipment oo Equipment —
oLty 500 (12) Total Estimate ’7 I:‘
Total Estimate | 525.00 | 0| 525.00 ) é\
14. Close the Estimates screen by clicking on the X. CrEm s [ Detsed Estinzte.. ) Mo
Apply Estimate. ‘ ‘
ES ‘
Crow | EVENT SUPP [ ] Site 1 LJ —
craft  ATTEN 8] Building 103 [ &‘
Crew Size Floor (0001 0 Comto Proj . |
Est Hrs/ Room 100 [| 3
Current Est Hrs EPHM Ticket On Next Batch Run
15. Click Tasks tab. “3 He YUHO NESS HEEET
e  Tasks from parent work order display g Work Order
. . — -
e Add details for this crew (you may copy and o [ =

[REALTHFAR ATTACHMENTS
Motes (01
Crews  Pane  Tous POk Routng Readings Clo @ ents (0)

WORK OROER HERE - BY DOING A COPY & PASTE

INFORMATION

ALt

REPORTS

Work Order

rder Attachimel

Eile Edit Query Record Attachments

Help

(¢3 B8 YOEO 0L BEEE

Ensure that the file name is no longer than 30
characters, with no spaces.

19

OK Can

) (

cel

. Motes Documents Mail MERICIAN Options
the document (file)
. Document (Filename, URL, etc.) Source
19. Click OK. | | B
| |
Before you select the file, access it and save it T
@ as one of these allowed file types by using 7
File > Save As: =)
Q N
B g zgz (Word) { View( 1|7l )New.. ‘ l Edit... | { Dip Scan. ‘ { DIF Attach... |
2 o docx (Word)
o xIxs (Word)
o xls (wWord)
@ Type |DOCUMENT (DIFFERENT DOCUMENT TYPES) /~, o\ -
O msg (email) )
o dwf (Autocad) Description |EMAIL
o dwg (Autocad) Document |C:\Users\jderos\Desktop\test.msg Browse... |
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20. You will return to the Work Order
Attachments screen with the document you

Work Order

Work Order Attachments -

ParentWo  \WDDESSTE | HEALTH FAIR

wain _ Aribuss IR Crews  Pats  Toas  PO's  Routing  Readigs Closing

ENTER THE DETAILS OF THE WORK ORDER HERE - 8Y DOING A COPY & PASTE
ENTER OR COPY & PASTE DETALS FOR THE CHILD WORK ORDER HERE

I

Close Comments

. . File Edit Query Record Attachmenis Help
attached indicated. Close the Work Order T3 Bl TOEQ ool 0
Attachments screen by clicking on the X. Nates Ml MERIDISN  Options
Document (Filename, URL, etc.) Source
[EMAIL wo B8
\ \
\ . \
If any changes are required to the estimate ; ;
in the work order, return to the work i i —
order, make the change and save.
{ View | { New... | { Edit... ‘ { Dip Scan... | l DIP Attach. |
Changes are allowed until the work order
has been billed.
21. You will return to the Work Order screen. F McGill FAMIS XI Portal
. . E ;:D:: Q :::::me;:azeel:uruv Space survey Visual Map Service Request 55 Admin  Navigator lest
Click the Save icon from the toolbar. = e e ——
Qi Work Order

ATTACHMENTS
lotes (0
uments (1)

E-Mail {2

INFORMATION

irent Schedule

Audit

REPORTS
Wiork Order Ti

After the event is completed, both the
parent work orders and the child work
orders have to be closed. This will allow
the client to be billed.

Close the child work order by following
the same steps as closing the parent
work order.
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View related Work Orders

If you are on a parent work order, you may view the child work orders that are related to the parent work

order.

1. When you are on the parent work order,
click Related WO from the right

FAMIS Xi

Wisicams: FAMISC

T McGill

Reports LLWTEIGTY Space Space Survey Space Survey Visual Map Service Request S5 Admin Navigator_Test

Eile Edit Query Record Attachments Help

CRE B2 YYEO RGO BEEBEF

Quickpicks ~|  Work Order

[HEALTH FAR E]

wo number  [WODB9575

Parent wWo | [ Q
Attributes Tagks Crews Parts Tools PO's Routing  Readings  Closing
— Asset
Asset Class | [ [
Equipment ‘ ‘ [l

— General Information —————————————————
Type |EVENTS [ status  [OFEN 9] [

1 ——— Request
Priority |4 U Material Status o . 1
Method i Start Date  [30-NOY-2016 W I Related WO\ |
Assigned To Qg Due Date [14-DEC-2018 o] Creata WO |

= = | Hon-Availabl
Outage Class U Completed U |n" uatlable S |
illing

[~ Current Status /Dates ———— Tracking 1 [ Ly |

(— PrimarylLabor ————————————, — Location Travel Time Estimates |
crew [CUST o ste |1 L | (" Bae
crat [CUST 0 Buiding (103 0 Dates |
Crew Size Floor (0001 o] Conv to Proj... |
EstHrs/ [ M
Rox
Current Est Hrs om |00 Ll [+ Print Ticket On Hext Batch Run

2. The list of ‘Children of Current Work
Order’ display. Here, the related work
order(s) display.

FAMIS Xi |

Vigcome: FAMISO)|

ol .
= McGill
Reports LETEI d Space Space Survey Space Survey Visual Map Service Request S5 Admin Navigator_Test

File Edit Query Record Af Help

+B8 B2 TYTEEO GBED E

Quickpicks - Work Order
Related ]
Eile Edit Query Record Attachments Help
(¢2B BeTOEHO @ BEEEI /0

Parent of Current Work Qrder

WO Humber WO Status Description . Crew Start Date Due Date
\ | .

1
| Children of Current Wark Order

I 2 )
WO0069581 OPEN

EVENT SUPP |13-DEC-2018 27-DEC-2018 =

3. Close this window by clicking on the X.
You are back on the parent work order.
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Find the Work Order

1. Click the Navigator tab at the top B McGill : FAMIS Xi Portal
2. From the Menu tab, click on the down-arrow (R [Navigator Jvisual Map  Service Request
and select Maintenance Management Admin.
T McGill
Reports LLWTEIGHY Visual Map Service Reguest
FAMIS Xi Home
My Documents
l Assessments \
| Dsficiencies |
| Deficiency Projscts |
[ Capital Projects |
| Work Orders |
3. Folders display. Double-click Work Orders
4. Double-click Work Orders.
5. The Work Order screen displays. T McGill
6. To enter the Work Order number in the Reports Space Space Survey Space Survey Visual Map Service Request S5 Admin Navigator_Ted
WO Number field. . TG
a. PressF7orclickon T icon from toolbar. iy DA
(fields will turn blue) -
(@ E [ E % @I@ % @ [ Ej gﬁ] Eﬂ E:‘ | @ | B ‘Mamlenamce hanagement Admin " u| u‘
ﬁSamce Requests =
b. Enter the description surrounded by % in [
the WO description field (e.g. %CONVOCATION%) Eg‘pmk -
Work Order H=1Standing W Ordle'rs
=)
WO Humber | [seconvocaTIoNs: =
Parent WO | | FWvork Order Mass Change
*D\Nnrk Crder Ticket
Fwvork Crder Cost Summary
[ TRoute Wark Order Ticket
c. PressF8orclickon & icon from toolbar. EREPWAWMO
Reports - WO lnwoices
(¢3 Ba ¥Ol]50 s 0 BEEDHE - | repore - o Laor i
{1 Reports - WO Materials 5
7. The first work order that has the description Tywe Al Monu femo 3 co
displays. If this is the work order, take note of
the work order number.
8. Ifitis not thﬂght work order, use the Next File Edit Query Record Attachments Help
Record icon & to scroll thorough the work (B2 B TEEQ @0 BB
orders until you find the one you are looking for. b
Take note of the work order number.
F¥¥1  McGill University — FAMIS Trainin Using FAMIS For Event Management
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Cancel a Work Order

To cancel your work order:

1. Access the Work Order. B McGill FAMIS X1
i:::m:za::nney Space Survey Visual Map__ Service Request S Admin _Navigator_Test
3/ He YOS05E60 BE0EF
2. Enter the Work Order number in the WO —
Number field. If you do not know the WO o P —— =
number, go to the Find the Work Order section.
a. PressF7orclickon " icon from toolbar. ( pvinl “
(fields will turn blue) - iz
(¢33 Ba[F¥les0 a&en BBEE 7| e | S e
:l::;gn:ﬂn 8 Cnl:.l.‘::: 28-DEC-2016
b. Enter the WO Number field. — : oo
Work Order ( oo [ 0 ( -
o — N CC—(o R PR
womHumver WODB3EEZ |
Parent WO ‘ ‘
c. PressF8orclickon & icon from toolbar.
[¢e@ Ba vOlEC e BEEE |
3. The Work Order displays.
4. From the Main tab of the Service Request, click
on the ... next to the Status field.
5. Select CANCELED from the Status list.
6. Click OK.
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Print Work Order

To print your work order:

1. When you are on a work order, click on Work Order
Ticket from the right.

Work Order

womamber Eoen ST

Pacern WO

BEE Avooctes  Taske

Asset
Asset Class.
Eauipment

Gonod el Information
Twe EVENTS
Priocity &
Mathod
Assigned To |
Outage Class

Curvent Stetus | Daten
Status  OPEN
Matonial Status.
StwtOste  22.NOV-2018
Ouebate 5-DEC-2018

2
Routng Resdngs  Closing
u
Tracking 1 Library

Request
".@

. Croate WO
Biling
Trovel Tinme Estimates

Dates

ATTACHMENTS

INFORMATION

REPORTS

2. The Print screen displays.

3. Click the down-arrow next to Type field to select the
print destination (e.g. Screen)

4. Click Print.

— Report Criteria

T

" All Marked To Print For Crew ALL

" All Marked To Print For Craft ALL
" All Marked To Print For Assigned To ALL

" Complete Route

[ Include Secondary Labor

Type |Screen

Printer |

u4 )Erim ] l

3 R
- Set As Default..
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Ensure that the work order is billed

After the General Ledger is run, you can verify that the billing worked for your Work Order(s).

1. Click the Navigator tab at the top @ MCGIH@ FAMLﬁmﬂfﬁional
2. From the Menu tab, click on the down-arrow i [Novigator Jvisual Map _Service Request
and select Maintenance Management Admin.
3. Folders display. Double-click Work Orders.
FAMIS Xi Home
4. Double-click Work Order Cost Summary il DERUEiTE
/\ o
‘MEIH‘EHEHEE Management Admin \ Z } 'l E‘ E|
&0 Purchaging =
e 1Schedules
-0 Sanice Reguests
e Ivendors
S-dWork Orders
HZ1Clase Route Wiis
HExpress Work Order
H=Standing Work Orders
v H=work Orders
HZwork Order Closing
H=work Order Mass Change
*D\Nork Order Ticket
—DRuute Wyork Order Ticket |
&1 Reports - Active WO
{0 Reports - WO Invoices =
Type ‘AH Menu tems '| | Go
5. The Work Order Cost Summary displays. Enter Work Order Cost Summary
the work order number in the WO Number field. 5
If you do not know the number, go to the Find wo Humber [T |
the Work Order section. Parentwo | |
a. PressF7orclickon T icon from tool bar.
(fields will turn blue) Work Order Cost Summary
¢ Ba[YloE0 GEen BEEEI |
wonumber [WODESSZ7  [EMBA REVIEW SESSION 3]
Parent WO ‘ ‘
b' Enter the Work Order number In the Lahaor Iaterial Invoices Equip Rental  Misc Costs Billed
WO Number field.
Estimate Actual Committed Balance ‘ ‘
i H abor L Request. |
c. PressF8 or click on @ icon from tool bar. o |, 00| 2 - :
material | o0 | o0 | 00| 00 [ print ]
¢33 Pa YOlEO mEon BEDE | imoices | | | 0| o :
Equipment | gg| o B | Dates |
Contingency | 31200 oo 312.00
6. The Work Order Cost Summary screen will be Totar | 31200 o 0] 51200
filled in. The Summary tab displays the estimate.
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7. Click the Billed tab to see the billed amount.

Work Order Cost Summary
WO Humber [WO0B3527  |EMBA REVIEW SESSION =]
Parent Wo | |
Surmmary Labor Iaterial Invoices Equip Rental  Misc Costs
Billing Date Account 7 Amount
I el el E ()| (154060 00028 -700069-1000 000000-0D00000 312.00 =

View. |

Total Amount Billed 312.00
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Cancel a Service Request

To cancel a service request:

1. Access the Service Request.
2. Enter the Service Request number in the SR

Number field.
a.  PressF7 orclickon " icon from toolbar.
(fields will turn blue)

[¢3 Ba[YoE0 GEan BEEE |

b. Enter the Service Request number

Service Request

shiumber [SROOC2124
Parent W0 - Service Request
Capital Project
Deficiency Project SRMumber |SROD02124 HEALTH FAIR
Parent WO |
Capital Project |
. . Deficiency Pr [
c.Press F8 or click on & icon from toolbar. | i
m Attributes Other Related Work Routing
[¢3 Pa T[OEO 610 BEEE || [ ot
Requastor | | site |1 —
Telophane Buiiding 103 0 Wark Plan,
AtamaeReq ) [ Poor oM [, Chack Dups,
3. The Service Requests displays. B {m_mmmm I };",'; ! —
) Create WO
Asset Class. [ LI n Dateas
:_B:lpmu:'ﬂ T
4. From the Main tab of the Service Request, click > BEEE ____,.-.r..., i ' o
Priority 4 Crew (CUST |
on the ... next to the Status field to change it s SHIENER (. ] —
from SCHEDULED to CANCELED.

5. Select CANCELED from the Statuses list.

6. Click OK.
Find %
Status
REQUESTED
CONY PROJ
SCHEDULED
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Find a service request related to a work order

If you know the work order number and want to know the service request number associated with it, follow
these steps.

1. Click the Navigator tab at the top.

R . -
2. From the Menu tab, click on the down-arrow = McGi FAMIS Xi Portal

and select Maintenance Management Admin. i (Noviastor Fisial Map _Service Reauest

R H
= McGill
Reports Visual Map Service Request

FAMIS Xi Home

Iy Documents

Assessments |

: McGill D - Read Onl ) | iﬂ_\

Deficiencies ‘ Maintenance Management Admin

P E——— MCG FMM View
Deficiency Projacts |
Capital Projects |

| Work Orders |

3. Folders display. Double-click Work Orders B McGill

Reports Spar.e Space Survey Space Survey Visual Map Service Request SS Admin Navigator_Tes|

4. Double-click Work Orders. :
FAMIS Xi Home

&
&4 Serice Requests =
&0 Vendars

H3AWark Orders

FHACIose Route

HExpress Work Order

HStanding Work Orders

=

=
H=work Order Mass Change
[Jwark Qrder Ticket
HZIwork Order Cost Summary
) Route Work Order Ticket
&1 Reports - Active WO

&1 Reports - WO Invoices
{1 Reports - WO Labor
&

‘Mamtenance Managament Adrin v| =)

asing

o[ Reparts - WO Materials =
Type | All Manu ltems -] Go
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Enter the work order number in the

WO Number field and press F8. If you do not
know the number, go to the Find the Work
Order section.

a. Press F7 orclick on £ icon from toolbar.
(fields will turn blue)
[¢aBa(Tes0 GEen BEEEI T

b. Enter Work Order Number in the WO
Number field.

c. Press F8 or click on & icon from toolbar.
[@&l@&l%l@l@[agﬂsﬂmguw

Click Request from the right.

(5] : i
= McGill FAMIS XI |
Reports | [NEV{ sind | Space Space Survey Space Survey Visual Map  Service Request SS Admin Navigator_Test
File Edii Query Rerord Aftachments Helo
¢CR Ba ¥FOPEO TSRO BEEE @
Work Order P
P =y R - R EE SI<ATING OPEN TO PUBLIC ( > ) @
Parenco | \ _ 0
I cviotss Tasks  Crews  Pats  Tools PO's  Rouing Readings Closing
(— Asset
AssetClass | [ O
Equipment | [ n]
— General Information ————————————  — Current Status /Dates ——— Tracking 1 Library /r‘
e [EVENTS 0 Status | OPEN o [ |6
Priority |4 E\ Material Status: ) e
Tracking 2
Method 8 StartDate  |14-DEC-2018 8 I Related WO
Assigned To 0 Due Date |28-DEC-2018 8] R [ Create WO |
Outage Class: o Gompletsd @
Biling |
i~ Primary Labor ———————————————— — Location —————————————— Travel Time Estimates |
Grow [CUST 0 site |1 g |l
craft |CUST 0 Building 105 8 @l
Crew size Floor 0001 o Conv to Proj... |
EstHrs: [
Curent e e (| 2 prit Tkt on et 8o rum

The Request Information for the work order
displays. The service request number displays in
the Request Number field.

Close this screen to return to the work order.

I Request Information - W0069582

e Type 17 Req -

Type of Request |SERVICE e 1

O = —
Phase

Department 00526

Mail Code
Fax Number
Cellular | i
Deficiency Project | Pager o
SR Emt .
Budget Code | i shint |

v Need to notify ?
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Troubleshooting FAMIS

There are several things that can affect FAMIS Navigator from running properly. These are described below.

Browser

browser.

1. Ensure that you are using Internet Explorer as the

FAMIS only works with Internet Explorer.

Enable Compatibility View

1. From Internet Explorer, go to the Tools menu.

2. Select “Compatibility View settings”.

3. The website “mcgill.ca” should be listed in the
box labelled “Websites you’ve added to
Compatibility View’.

4. Ifit's not, enter “mcgill.ca” in the box labelled
“Add this website” then click the Add button.

5. Make sure there is a check in the box labelled

6. Click Close.

7. Close FAMIS and access it again.

@ https://qfamisl.ncs.megill.ca:8181/cas/login?se

Qo

File Edit View Favorites | Tools |Help (1)

bQ .5)‘ @ nttps://qfamisl.ncs.megill.ca:8181 /cas/lagin?services https %3A%21

File Edit View Favorites Help
ok £]D2(36) &)02(28) &) Delete browsing histary... Ctrl+Shift+Del
InPrivate Browsing Ctrl+Shift+P

FoL2Fqmyf|

Enterprise Mode
Tum on Tracking Protection
ActiveX Filtering

Fix connection problems...
Reopen last browsing session
Add site to Start menu

View downloads Ctrl+)
Pop-up Blocker 3
SmartScreen Filter »

Manage add-ons

e, (2)

Subscribe to this feed...

“Display intranet sites in Compatibility View”.

Compatibility View Settings ==

ﬁ Change Compatibility View Settings

Add this website:

f——- T
. N B (o)

Websites you've added to Compatibility View:

Display intranet sites in Compatibility View @
[ Use Microsoft compatibility lists

Learn more by reading the Internet Explorer privacy statement

Close e

@ McGill University — FAMIS Training
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Add FAMIS as a trusted site

1. From Internet Explorer, go to the Tools menu.

2. Select “Internet Options”

3. Click on the “Security” tab.

4. Click on the green checkmark named “Trusted
Sites”.

5. Click on the “Sites” button.

@ | @ https://gfamisl.ncs.megill.ca:8181/cas/loginTse

€D

File Edit View Favorites | Tools | Help

Delete browsing history...

Ctrl+Shift+Del
InPrivate Browsing Ctrl+5Shift+P
Enterprise Mode

Turn on Tracking Protection

ActiveX Filtering

Fix connection problems...

Reopen last browsing session

Add site te Start menu

View downloads Ctrl+)
Pop-up Blocker 3
SmartScreen Filter 3

Manage add-ons
Compatibility View settings
Subscribe to this feed...

Feed discovery 3
Windows Update

Performance dashboard Ctrl+Shift+U

F12 Developer Tools

OneMote Linked Motes
Send to OneNote

Report website problems
Internet options HD

(-

' Internet Optio

|Privacy I Content I Connections ] Programs | Advmaedl

F‘ -
[Genegj Security

Passsssnnns®

Select a zone to view or change security settings.

@ &

Internet

Local intranet : [Tl Restricted

o

OIONO,

You have websites in this zone.
Security level for this zone
Allowed levels for this zone: All
Medium

() content

............. sites

Trusted sites _gesesssessseesseen
5 2 , L Sites .

This zone contains websites that you m:

trust not to damage your computer or

your files.

- Prompts before downloading potentially unsafe

- Unsigned ActiveX controls will not be downloaded
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6. Inthe ‘Add this website to the zone’ box, enter
these three websites, one at time:
e https://myfacilities.mcgill.ca
e https://pfamisl.ncs.mcgill.ca
e https://myfacilities.mcgill.ca

7. Click the Add button for each website.

8. Click Close.

Trusted sites

=l

‘You can add and remove websites from this zone. All websites in

L thiz zone will use the zone's security settings.

Add this website to the zone:

@—Vhttps:_f'_e'myfacilities.mcgill.cal

Websites:

http: /fwww.mcgill.ca

https: /fcms.megill.ca

https: /fhorizon.megill.ca

https: /mcgill-myfiles.sharepeint.com

(RTINS} SRR R

lam | »

-

Require server verification (https:) for all sites in this zone

Close

If FAMIS is frozen (not working properly)

1. The status bar (blue bar) is located at the bottom
of the screen. If you are having problems with
FAMIS, look at the status bar for any error
messages.

2. If FAMIS is still not working properly:

a. Click the Clear icon [[] to undo all the typing
you entered on a form

b. Click the Back icon <=
c. Click the Home icon £

d. If you are in Query mode, click the Stop icon
() to exit Query mode

3. If FAMIS is still not working properly, you will
need to reload FAMIS:

a. Click the “Refresh” link located at the top
right corner of the screen. You may also
press the F5 key to refresh.

b. If Refresh doesn’t work, click the “Logout”
link located at the top right corner of
the screen. Then log in again.

4. If nothing else seems to work, exit all your
internet browser windows (Browser, Minerva,
etc.) and log in to FAMIS again.

Icons from FAMIS menu bar @

File Edit Query Record Afttachments Help

(CcR3 Be8 YOEO B BEBEEI

& McGill
< Mc!
Reports LEWIEINTY Space Space Survey Space Survey Visual Map Service Request SS Admin Navigator_Test

FAMIS Xi Portal
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Term Source Description ‘
Billing Type Service Request * EVT BILLABLE — progressive standing order
Work Order

EVT FIRM PRICE BID — one-time event (firm price)

EVT IDC FIRM PRICE — one-time interdepartmental
charge, billable to an internal client.

EVT NON-BILLABLE — not being charged to client
(XMAS essential services for Building Services)

Building Service Request From the Location section - building code where
Work Order event is held.
Contingency Work Order The amount of the total estimate. For firm price bids,

enter the total amount. Refer to the quote for the
breakdown of costs.

Craft Work Order From the Primary Labor section. Selecting the right
value ensures that it goes to the proper fund
recovery fund:

CUST (custodial ops) -> recovery fund 163900
EVENT SUPP(events support) = recovery fund 163400

GROUNDS (groundsmen)  -> recovery fund 162000
BLDSERYV (building services) -> recovery fund 163000

Crew Work Order From the Primary Labor section. Selecting the right
value ensures that it goes to the proper fund
recovery fund.

CUST (custodial ops) - recovery fund 163900
EVENT SUPP(events support) = recovery fund 163400
GROUNDS (groundsmen) - recovery fund 162000
BLDSERYV (building services) = recovery fund 163000

Dates Service Request Start Date — start date of event

Work Order
Due Date — end date off event

Floor Service Request From the Location section - Floor code where event
Work Order is held.
F¥¥1  McGill University — FAMIS Training Using FAMIS For Event Management

W Last Updated: August 4, 2021 Page 63 of 68



FOAPAL Service Request Chart of Accounts — use ‘1’ for McGill,
Work Order ‘EXT’ for externals

Index — the fund

Fund - indicates the source of money (6 digits)

Organization - departmental entities or budgetary
units within the University (5 digits)

Account — describes the nature of revenues and
expenditures in the Operating Ledger (6 digits).

Program - the functional area in which funds are
being spent (4 digits).

Activity — may be used to further describe the
purpose or nature of a transaction for their own
reporting needs (6 digits).

Location - may be used to further describe the
physical location of a transaction for their own
reporting needs (6 digits).

Parent WO Work Order This is the parent work order. A parent work order
may have one or more child work orders associated
with it. For billable, non-billable and standing
progressive work orders that involve more than one
crew (e.g. custodial, event support, rental), you will
have to create work orders with a parent-child

relationship.
Priority 1 =Emergency
4 = Regular
Request Date Service Request Date that the Service request and work order request
is created.
Requestor Service Request Requestor name.
Work Order
Room Service Request From the Location section - Room code where event
Work Order is held.
Site Service Request 1 = Downtown campus
Work Order 2 = Macdonald campus
SR Number Service Request Service Request number.
F¥31  McGill University — FAMIS Training Using FAMIS For Event Management
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Status Service Request For the Service Request, use the ‘Scheduled’ status.
The Work Order statuses follow. Statuses 1 to 4 are
Work Order Active Work Order. Statuses 5 and 6 are Inactive
Work Orders:
1. Assigned
Open
Pending
Complete
Closed

Cancelled

o vk wnwN

The only statuses you should use for a Work Order
are Open, Closed, Complete.

Tracking 1 Service Request Use to enter additional reference numbers
(e.g. Banner booking conference #, Work Order #
from Hospitality Services).

Note: there is a limit of 10 characters.

Tracking 2 Service Request Use to enter additional reference numbers
(e.g. Banner booking conference #, Work Order #
from Hospitality Services).

Note: there is a limit of 10 characters.

Type Service Request Select the correct type that corresponds to the
Work Order event. This will facilitate the breakdown and
reporting:

EVENTS - use for events that involve one or multiple
teams (e.g. Convocation)

IDC EVENTS - this is usually extra work required for 1
day (e.g. James Admin cleanup) and the service
request is processed after the work is done.

REN EVENTS — use for events that require rentals.
WO Number Work Order Work Order number.

WO Status Work Order Work Order status
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Additional Resources

FAMIS Service Request

SR #

Service Request Title

Favorites

- Serice Requesll

!

a3 | [ iSF HEALTH FAIR
Parent WO

Inveice Capital Project [

1 Click to

access Work

Misc Cost Deficiency Project |

Purchase Ordat Related Work Routing

Order #

Serace Raquast

Requestor Work Order g =TT — |

Telephone
Altzmate Req [ |
Al Telephone [ |
|

Maint Project |

Request Date F0-NOV-2018 3.14PM

Work Order Closing I
|

Click for
Billing

Billing.

Wark Plan

Chaeck Dups

Location

A

Conv 10 Proj

I
I
oot 0 |
|
[

Create WO
5o | Dates

Audil

Type
Priority
Status

[cusT

omvert to CP.

FAMIS Service Request - Billing

To select the billing type and the FOAPAL, click ‘Billing’ from the Service Request.

Service Request

File Edit Query Record Attachments Help

(B B8 YOEO e BEEEBE &

Select Billing

Billing Type | OPS FIRM PRICE BID

Type

Bill by Fund [ Accounting Hold [, Reason |
— A it Details
Add S vew—— % ord - ! i
— _P Account | rder Last Fund Limit Amount Billed Funding Amount
FOAPAL(s) | [154046-00028-70061 2-1051-000000-00000 50 00 O]

" [199855-00380-700069-7200-000000-00000C [50.00 O

| [ [ ol

a [ [ o

a [T ol

1

Cancel

H 0K ] [CIearAccount H | [ Tenants...

J{

Dates...

Audit... |

J{
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FAMIS Work Order

WO # Work Order Title

Work Order
WO Humber : N | @
Parent W0 U
e | ; s ; : .
Descrlptlon w Tasks | Crews Parts Taoals PO's Routing  Readings  Closing
— o -
— Asset
Asset Class | | |_| m| ‘ status
Equipment | | [| ‘
~— General Infformation —— — Current Status / Dategs ——f——— Tracking 1 l Library |
Type Type [EVENTS ) status [OPEN ¥ [] ———————
Priori ﬁ‘P fority |4 U HETHIE oPEN T U | l Request | Start &
riority riority L Jaterial Status | - | Tracking 2 T Srrr— Due Dates
Method 0 | Startbate [E0-NOV-2018 <4—f | A
Assigned To _ Due Date  |14-DEC-2013 _I ( |
U L == 'Lz'l Hon-Available MJ
Outage Class U Completed U ) )
| | Bilng | Click to add
) D] —]— CoRCCRC RCRC IR E G ] ) i
Crew [ Primery Labor - b - Location ——] Trave! Time | Estimates4—— total estimate
Craft » crew |CUST U 11 site |1 ) | ————
ra = - = | Dates |
craft |CUST () 11 Building 103 ) I . )
—_—— -|-———————— - = I Floor 0001 [| < | |L Conyto Proj .. | L .
Est Hrs/ | | | Room 100 [| o ocation
Current Est Hrs ] - |W Print Ticket On Hext Batch Run
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Need help?

If you need more help with FAMIS, contact your Administrator or IT Support.

Administrator Contact Gabriela Pinto if you cannot access FAMIS or
you do not have the FAMIS certificate installed.

Contact IT Support — by email, telephone For any other issues:

Email: itsupport@mcgill.ca

Call: 514-398-3398
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