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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:
e 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:
0 Equitable distribution of overtime among full-time employees
0 Temporary (casual work) assignments
¢ Bill internal and external clients for services rendered
0 Import data from Banner & verify that data entered is accurate (e.g. FOAPAL)
0 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

& McGill

Welcome to FAMIS

Please enter your McGill Username (john.smith@mail.mcgill.ca or
john.smith@mcgill.ca) and McGill Password (McGill email password).
2. Log-into FAMIS using your McGill Username
2 McGill Password
Il

&)

LOGIN

and Password McGill Username
' i

D Wam me before logging me into other sites.

3. Click LOGIN.

Lt

If you get the Security Warning shown ‘@ There is a problem with this website's security certificate.
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

E:":‘ McGill FAMIS Xi Portal

Wecome JOEROS

4. Click the Navigator tab from the top.

TN O INavigator Misual Map Service Request

Warning - Security &|

Java has discovered application components that could Lﬁ[

5. If you get the Warning — Security message, e mcy s =

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

Block potentially unsafe components from being run? (recommended)
More Information... mamman

I‘i" The application contains both sgned and unsigned code.
. Contact the application vendor to ensure that & has not been tampered with.
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6. If you get the warning that Java is out of
date, click ‘Run this time’.

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

7. You should see the Java logo while it loads.

If the FAMIS Navigator does not load,
refer to the Troubleshooting FAMIS
section.

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

ntips//mytaciliies.megill.ca’p!

l *- Java(TM) was blocked bacause it it out of date. Update Dilli'l-i'l.__: Run this time E Learn more

— =

FAMIS Xi Portal

T McGill

Vinsal Map 55 Admin  Space Survey  Servioe Regeest

*

eaTUl) i ot of daie.

T McGill

FAMIS Xi Portal

Reports m Space  Visual Map S5 Admin  Space Survey  Service Request

%!
LA RO
| |

Log Out of FAMIS

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

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.

T McGill

Roports [IRUEE] space Space Survey Spece Survey Visusl Map Sucvice Hequest 55 Admin Navigator_fast

FAMIS Xi Portal
ot

FF? McGill University — FAMIS Training
v Last Updated: January 14, 2019

Using FAMIS For Event Management
Page 6 of 68




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 GQuery Record Aftachments Help €<— Menu bar

(¢B B8 TOEQO B BBEBEEI 7 < Tool bar

Icon Icon Name Description

& Back Go back to previous screen.

A 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.

éj Screen Print Print your screen.

5 Enter Query Use to enter a query. Or you may use F7.

‘Q‘ Execute Query Use to execute a query. Or you may use F8.

O Cancel Use to cancel (stop) a query.

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

Eﬂ Insert Use to insert a record.

(e Duplicate Use to duplicate a record.

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

=) B & 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 " from the tool bar to enter query mode.
The fields will turn blue.

(¢33 Ra[TYOE0 GEen BBEE 7|

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. %ARENA%)

3. To see how many records will be returned by the query you entered, press the “Count Hits” icon.

a. The number of results will be shown at the bottom of the screen in the blue status bar.
FRM-40355: QIJEN will retrieve 64 records.

Record: 1/1 | | Enter-Qu... |

4. On your keyboard, press F8 or click on ] from the tool bar to run the query.
([¢a Ba YO0 cfen BBEE 7|

5. Ifyou ran a search 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 records to be retrieved. Re-enter.

Record: 111 | Enter-Qu... |

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.

2 McGill FAMIS Xi Portal

WM EAMISOVNER

Reports LERLEILIE Space Space Survey Space Survey Visual Map Service Request SS 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 button'i|

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.

T McGill
Reports Visual Map Service Request

FAMIS Xi Portal
Pl

[Favoritas -] FAMIS Xi Homae

McGil DM - Read Only
Misz Cost

Purchass Ovder
Puichase Requisition
Sernce Request
Wk Crdar

Maint Fraject

Type | All Menu hems

/ Add Favorite Button

‘Which type of application would you like to add?

® Form

Report
Web Page
| < Back Cancel
i Add Favorite Button

‘Which application would you like to add and how would
you like the button labeled ?

Application | 'Work Order Closing = G)
Button Label  VWork Order Clusing( : )

| <Back |

inish ] | Cancel |
7 )
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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).

E

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

T McGill
Reports Visual Map  Service Requaest

FAMIS Xi Portal

FAMIS Xi Home

| -

Irvoice
1 McGill DM - Read Only
Misc Cost

Purchase Crdar

Purchase Requesition
Senace Request
Work Crder

Maint Projact

Type | All Meru Rems

Invoice
Misc Cost

Purchase Order > b
Senice Request @
Work Order

Maint Project
Work Order Closing

£ Delate Favorle o s e L

Select the Favorite you wish to delete

[Purchase Order |

@ 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

Vo JSEROS

T McGill
ﬁmimalnan Service Request

T McGill
Reports Visual Map Service Reguest
.Oultkpltks - FAMIS Xi Home

Assessments

Deficiencias

| Deficiency Projects
| Capital Projects

Work Orders

3. Double-click Configuration.

4. Double-click Personnel

T McGill

Reports LEMLEIGTY Visual Map  Service Request

| Quickpicks >

FAMIS Xi Home

MEETI vy Oocumerts

[Maintenance Management Admin
l’:] Bulletin Board

L1 Equipment
e-{Facilities
Help System
B+ 1Job Costing
=4 Personnel
=1 Purchasing
1-_1 Security
=1 System
-] Equipment
2 JFacilties
- Imoices
-_JJob Costing
& 1Laber
-] Materials

Type :AII Menu ltems
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5. Double-click Requestor List

T McGill
Reports w Visual Map _ Service Request

FAMIS Xi Home

TR 4 Documens

.Qui.ckpl.ck.s : -

| Maintenance Managernent Admin

Eaﬁulle!m Board
£+ Configuration

S Equipment

- Facilities

HIHelp System

'['_] Job Costing

SCrews

Employees
SIMotification Profle
{APersannel Configuration
SIRequestor List

_1Craft Code Listing

(Y __1Cm~ Master Listing
_ILabor Class Code Listing
:__]F'ay Code Listing

Type [All Menu tems -

6. The Requestor Information screen displays.

T McGill FAMIS
a. PressF7orclickon T icon from tool bar. :"":‘: ‘;‘“h'": :“"“““‘“‘“
(fields will turn blue) ¢3 Be YORO Gben BBEE
(@ ..2 = d E QI 5_ ] Ei‘ | B BB | 'ou.;kp. Requestor Information
b. Enter the client’s last name, surrounded by %. (O e — 87" louecoss  Dooutmen Toeshons  cooe
:msmcéel [ [ [ R
c. PressF8 orclick on 1} icon from tool bar.
(¢2 Ba YO0 oeen BBE8E
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.
. . 3 B McGill FAMIS
7. Click the Home icon #=. faporis Visul Hop.- Service Request
Ede Eoit Quesy Record Aflachments Help
3 B YOEO GO BB88
[Quickpicks Requestor Information
If you have already started creating
Koy Koy Emplayes Maa
. Hotify Rogetr, Holdes  Requestor L] Halder Code Department Tesophane Code
your service request, you may also : [ ' '
X . v. [EckERT, maar ] 00266
open a second navigator to verify if .. Freo sme oo | = [
. . . v, .IS.N\C_MEHCY __mmami | 0052% .EMMIEFS |
your client exists in the database. ’. Isanc.puce __ Geoteran | foess Pt oq |
v, ISAACS, STEPHANIE  [117910303 00004 5143585341
v. KATZ ISAAL hem24127 jooaz3 [
2. [MACISAAC, JANET (260587366 00473
v. [Macisaat, saran (20502243 00550
v. [MCisAAC, STEFHEN (260734258 joo03s
v. EW\'SZDE_:F'DDSkII eg._u'_mamm jozz0
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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

T3 *
? McGill(1)
isunl Map Service Request

FAMIS Xi Portal

ViR JDER0S

select Maintenance Management Admin.

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

“ -
= McGill
Reports Visual Map Service Request

[Guickpicks -/ FAMIS Xi Home

.. B

Assessments
- - McGill DM - Read Onl

Daficiencias

MCG FMM View

Daficiency Projects

Capital Projects

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.

widLabor

I Materials

- Preventive Maintenance
“JPmjects
<_JPurchasing

- Schedules

Procedures Library
=-_1Reports

Type | All Menu tems

Wark Crders
3. Folders display. Click the + next to Service
Requests (or double-click) and double-click —_— -
Service R t = McGill
erVIce eques s. Reports Visual Map Service Request
* Guickpicks FAMIS Xi Home
If you have set up Service Requests as a TR 1 oo
favorite:
e Click on the down-arrow next to s Mot A =
|
. . =) Configuration
Quickpicks {-_quu.pmm
avorites -I-._IFacﬁnrcs
Wbt e imvoices
e Select Favorites Suickpicks L3 cb Costing

=ASerice Requests
JSenvice Requests

T]Senice Request Work Bench

McGill University — FAMIS Training
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6.

The Service Request form displays. Click in the T McGill FAMIS Xi |
description field next to SR Number fisperis Visual Hap. Service Request
. . . Eile Edit Query Becord Atachments Help
field. Type the event description. ¢3 F@ Y50 ofeN BEBE
) . [Quickpicks Service Request
The SR Number field (service request number) @
. . = [ SR Bumber ”J‘rSSIC.vN'.' .HE.‘.%LTHFA!RI
indicates TSN Pt | _
Capital Progect |
. . ll Daficiency Projoct
From the Main tab, click =/ next to the e S ——
Requestor field. (- Requostorfarmaton Location -
illing
Requasior Site
Tolephone Busitding Work Plan.
Ahtsmats Reg | o Chack Oups.
It's a good idea to first ensure that the o BT s
client exists before creating the service = Saia o
Asset Class L) e e
request. See Ensure client exists for details. equpment . =
: General Information fudd
New clients will have to be created by staff — st
with administrative privileges. Contact your = T
Priet Work Order Ticket
Administrator.
The Requestors window displays. In the Find field:
L Find|%SABADOS%|
a. Enter client’s last name, surrounded by %.
X Requestor Department =
You can type the name in upper-case or lowercase | || asLamian, arman 00220
o o AARON, HELEN 00290
characters (e.g. %SABADOS%). ABABOU. MOHAMMED 00035
ABADI, MILENE 00023 5
ABADIR, CHRISTOPHER 00220 5
b. Click Find. ABADIR, SYLVIA 00228
ABADJIAN, KEVORK ooozz2 8]
ABANICO, ERWIN 00278
| A_RANTI‘"I FINRINA NNFE nNN3k4d >
c. If more than one person has the same :
name, select the client’s name. Click OK. , il c’m (ancel )
T McGill FAMIS Xi|
d. If only one person with that name exists, Reports visual Map_Service Request
. . Eile Edit Query Becord Afachmants Help
the person’s name displays in Requestor 3 Fa YOEO eSO BBEE @
field. Quickpicks Service Request
0 Client Telephone and Request Date Shinarber [FASSGN" [HEALTHFAR
display. —
Deficsoncy Project
O You may enter/update the —T
telephone. ~ Requestor Information ~ Lacation =
(__Requestar__||SABADOS, JOYCE | Sile
Telophons 5143961532 Building Wik Plan,
Gd ltarnate Req [ Floor CmckD
> . oG ups
ARt Telephone Room
Request Date [30-NOV-2018 9 43484 Zone |
: . Create Wi
Awset Class \ L” Dates
Equipment [ |
Audit
General Information
Type Mon-frail Time
Priarity Crew
Status. Assigned To
Prit Work Ovder Ticket
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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. Or click on[], find and select
the building and click OK.

floor or rooms,

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

leave the field(s) blank.

The Zone field is automatically entered.

Eile Eda Query Becord ARachments

For each field (Type, Priority, Status):

Priority: :
Click |l;:| next to the Priority field.
Select a value (see below for values):
‘1’ for EMERGENCY

‘4’ for REGULAR
c. Click OK

Status:
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.

Type:
a. Click -/ next to the Type field.
Select a value: EVENTS or REN EVENTS
EVENTS — for one or multiple teams
REN EVENTS — events that require rentals
c. Click OK

- YOEO
- Fod e
c. Floor: enter the floor code or click on !
~ Bulidinge - Buidng Detads
to select the floor and click OK. P —— p— s 2
ADAMS BUILDING 177
[ADRIELLE'S NEW BULDING  [D01AH Lot
_ IARTS BUILDING 10— || Mascote  Asemes
. lAYL FRENCH DES PAVILLON DES ARTS
d. Room: enter the room code or click on |- e T e
. BIRKS BUILDING 124
to select the floor and click OK. BISHOP MOUNTAN FALL 134
BOOKSTORE 185 r~
7b Ok ] Cancal
8. Enter the General Information section. -
B McGill

Reports Visual Map Service Request

FAMIS Xi

Ele Edt Query Eecord Atachments Help

+3 BE YO9S0 GE

B —
L_E )

BEEEE 2

Parent W0
Inwoice Copiial Project

Misc Cost Deficiorecy Projoct

Purchase Crdas
Sanice Reguest
Raquestor

Telophane
Altemate Reg

Work Crder
Maimt Praject

Work Crder Closing
Request Date

[Favotes Service Request
< SR Mumber | SROO0212 AEALTH FAIR

[ van WL

~ Requestor information

AN Telephone |

Other  Rolated Work __ Routing
[~ Locastion -
[SABADOS, JOYCE

5143391532

Site |1
Floor 0001

30-NOV-2018 3:14PM Zome |SW

Billing,
Waork Plan

Check Dups.
Caonw to Proj

| Create WO

AssotClass |
Equiprnent

General Information

Priority |4

Type [EVENTS

Stetus  |SCHEDULED

Mo Avail Tiense
° Crew  [CUST
f Assigned To |

Print Work Order Ticket

k .lJ Dates.

Audi

Find|%

MODIF

Maint_Type =
CORRECTIVE

IDC EVENTS
MODCAPITAL

PREVENTIVE

| Eind :’Qancal.
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11. 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)

12. Click Account.

Eile Edit Query Becord Attachmenis Help

2 Ba ¥YOS0 e BEBEE &

Billing Type | EVT FIRM PRICE BID

Bill by Fund Accounting Hold Reason

=)

%  Order Last FundLimit  Amount Billed  Funding Amount 1

|

| oK Clear Account Cancel Tanants Dates. Audit.

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

Enter these fields or click U 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

Record: 11 List of Valu

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

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

you do not know what account to enter.

16. Click OK. 1t 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 client to
inform them that FOAPAL they provided is
not in Banner and is not valid.

' Account Detalls

Chart of Accounts |1
Index (199855 Tk
[ROOM BOOKING/SPECIAL
Deseription |EVENTS FUND

Organization (00380
14 Account 700059 A 15
program 7200 |
Location m
16
Ok Cancal

Select or enter the value for account segment 3.

Record; 111 .. | List ofValu,
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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):

Service Request

Eile Edit Query Becord Aftachments Help

@ BE ¥YO9SEO OGO BBEBE @
. Billing Type | -]
a. Enter % for the first FOAPAL entry | .
b. Click on the next empty FOAPAL record b il fesmp s psasn|
(displays as a green indicator) e

c. Click Account to enter the second FOAPAL
d. Follow steps 13 to 16 above.
e. Enter % for the second FOAPAL entry.

0 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.

Account
[199855-00380-700059-7200-000000-00000C[50.00 | [ [ £

[ ok Clear Account

% Order Last Fund Limit Amount Billed  Funding Amount I

Cancel | Tenants. Dates...

Record: 212

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

corrections and follow steps 13 to 16 above.

Use the Clear Account button

| Clear Account |

to clear a FOAPAL.

m [EVT FIRM PRICE BID

Service Request

i Billing-3
Eile Edit Query Becord Aflachments Help

2 Be YOEO GO0 BEBEE @&

u:mﬁmm

% Order Last Fund Limét Amount Billed  Funding Amount 1
#)-000000-00000C/50.00 | [ e

Claar Account Cancel Tenants Dates... Audit.

Record 111

20. You are back at Service Request form where the Service Request
SR Number for your request displays. <E(D shwumber [SROOI212E [HEALTHFAR
Parent Wo | [
21. Click Other tab. This brings you to the screen SetincyProjc @
where you can access your Work Order number. ? e i
Requestor || SABADOS, JOYCE sne [1 £
Tebophone ;5143931539 Building 103 Work Plan,
Remember to occasionally save your damiaind — Chock Dups
. o [30 3 ‘v Com 10 Pro
service request and work request. s tios, T B :
2 : Craate W-Jt?
:aou!cluo | L ._;.LI Dates
Take note of your Service Request Sansii - e
[~ General information
number (SR Number) and Work oo [EVENTS N pwst T |
Priority |4 [ Crew
Order number (WO Number). swun [SCHEDULED [ AvomedTo [
Print Work Order Ticket

F?? McGill University — FAMIS Training
v Last Updated: January 14, 2019

Using FAMIS For Event Management
Page 17 of 68



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

T McGill

Reports BEVL Ll d Space Space Survey Space Survey Visual Map  Service Request 55 Admin  Navigator_Test

FAMIS Xi |

Eile Edit Query Becord Aftachmerts Help

¢3 Be YOEO OO EBEEE

Quickpecks -/ Service Request
SRNumber |SRO002124 HEALTH FAIR
Parart WO
Capitsl Project
@ Take note of your Work Order # (WO#). ettency roet |
Main Altributes m Relsted Work  Routing
(] . .
46 WO # is assigned because the Status of @ -
. ontact wo WODESSTE
> the Service Request = Scheduled o e [ |
Tracking 1 |
Tracking 2
ViewdEdil k‘
Quick Sehedule
Close
Cost Summary
Erint
Work Order
Work Order
WO Number ;m?s -jI-.IEALTH FAIR =
25. The Work Order screen displays with the e
information entered in the service request. MEEEND wivs Teks G Pats  Toos PO Rosing Readegs Cisig
[~ Asset - - -
From Main tab, in the Current Status/Dates Equipment |
section, enter: oo S e o
a. Start Date we [EVENTS = foeel s
Priority |4 Material Status |
b. Due Date Method ! /5 Start Date igj_ngu_zma -T"‘mz Related WO
Assigned To | DueDate [14-DEC-2018 ( Craats WO
. X outage Class | Completed | petkisnnenind [eﬁlt_} -
26. If the date entered is a past date, you will see a Billing
~ Primary Labor ~ Location . Trawel Time Estimat
Past Due message. il -k el
a. Click Yes. crn | buiding (103 Dales
Crew Size i_ Floor CIZIJI Cany to Proj...
[Est Hrs/ [ R 1EO —_—
Current Est Hrs | + Print Ticket On Next Batch Run

PastDue .-..-onrer,

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

F¥91  McGill University — FAMIS Training
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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) -2 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 Save ﬂ.

30. Click Estimates.

[ =] . v
=+ McGill FAMIS X1 ¥
reports Clig Ld Space Space Survey Space Survey  Visual Map Service Request  SS Admin _ Navigator_Test
Atachrments Help
YOEO Pt BEE888
Work Order
WoHumber WODGBISTE  HEALTH FAR 2
Parent Wo [
m Atrbutes  Tasks Crews Parts Tools PO's Routmg  Readings  Closing
~ Asset \
Asset Class b [ |_|
Equipement !
General Information - Current Ststus | Dates Tracking 1 Library
Type [EVENTS status  [OPEN
! \ Request
Priority 4 Material Status T
Method StartDate [ 30-NOV-2018 ( Refated WO
Assigned To " DueDate |14.DEC-2018 ( Ty
—— Create WO
Outage Class Completed [
L L Billing
~ Primary Labor |~ Location | Trawel Timg stimates
Crew |CUST Sta |1
cran [CUST Busding [103 Dates
fow Size Floar 0001 Comv to Proj.
| Est Hes! Room (100
| Currant Est Hes + Prind Ticket On Hext Bateh Run

31. In the Contingency field of the Estimates screen,
enter the total estimate for this crew and press
Tab. This will update the Total Estimate field.

32. Close the Estimates screen by clicking on the X.

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

icon @ from the toolbar.

See step above.

If you have more than one crew, first
create the parent work order with the first
crew. Only enter the estimate for this
crew.

Note &

You will then have to create a child work
order for the other crew(s).

Work Order

f Estimates - WO069523 .-

Work Order Estimate Detailed Estimate @
Estimate Markup Total
Primary Labor | 00 00| 00 DE Humber —
Supporting Labor Ir oo 00| [ Hours
: - 2 -
Labor | (11) 00| .00 Labor
Material ' [ [ 00 Material
Invoice | 00 Inuoice
Equipment [11) Equiprment
31 ingaries | = Et
oo : Lo Total Estimate
Total Estimate | 500,00 oo £00.00 Wo
Freeze Estimate? | | Detailed Estimate. .. NG
Apply Estimate,
es
Crew CUST [ Site 1
craft  CUST Building 103 Dates
Crew Size Floor 0001 Conv to Praj
Fet e/ Room 1-HALL1

Current Est Hrs ¥ Print Ticket On Hext Batch Run
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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.

T McGill

weports RELTSLLY Space  Space Survey  Space Survey  Viseal Map  Service Hequest 53 Admin  Mavigalor_Test

FAMIS Xi Portal

Eile Edn Query Becord Mlachments Hel

R Pa ¥YUSO mEEO BBEEE 2

Work Order

WoMmmber [WODGSETE  [HEALTH FAIR =2

ATTACHMENTS

Parenp
Mun Tugk Craws Pans Teals POw Ruouting  Rwadngs  Closng s {1
Tush List Mail 2
ENTER THE DETAILS OF THE WORK ORDER HERE - BY DOING A COPY & PASTE
FORMATION

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 )

O O0OO0OO0OO0OO0OO0OO0OOo

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

 Work Order ARSChents - WODBOSTE Il il e T e e e L e b e L e e el

Eile Edit Query Record Atachments Help

¢RBS FEEFO OO EBEE
Mates Documents Mail MERIDIAN Oplicns
Document (Filename, URL, ete.) Souree

View Hiw Edat. Dip Scan,

f Mew Docurnent -

37 ) 1ype [DOCUMENT (DIFFERENT DOCUMENT TYPES) -

Description | EMAIL

Document
C-"K_ Cancel

Browse...

Work Order

1 VoK Crdar AR et = W B e e L e L L e e e e
File Edit Query Record Aftachments Help

2 BE8 ¥FYYEO R EEEE
Notes Mail  MERIDIAN  Options
Document (Filename, URL, ete.) Source
[EmaL 'wo 2

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.
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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 _53

T McGill

FAMIS Xi Portal

Work Order

WO Rumbar  WIDEOSTE
-

HEALTH F AR 2|
ATTACHMENTS

pos  [EENEAR Readngs  Clsng

Man  AMibstes  Tasks  Crews  Pais  Tods

Date [ Ansigned o Stetus Comments INFORMATION
0O 2018 4 05PM (DEROS OFEN

3-DEC-2018 4.0PM JOEROS CLOSED

130EC-018 11:17AM  [FAMIS WOPEN

REPORTS

The next steps are performed in KRONOS:
» Create assignments
» 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

Veicome: JDERD 5

X&) *
= McGill *
Renorts Navigator Nisual Map Service Request

T McGill
Reports Visual Map Service Request

FAMIS Xi Home

McGill DM - Read Onl

Quickpicks X

Assassmants

Deficiencies

Maintenance Management
- MCG FMM View
Deficiency Projacts I

Capital Projects

Wark Ordars
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3. Folders display. Double-click Work Orders FAMIS Xi Home

4. Double-click Work Order Closing. The Work [T T—
Order Closing screen displays. - ggmce ot z

] Vendors:

A Work Orders.
TJClose Route
Y xpross Wik Order
{SVstanding Work Orders

=IWoek Orders °
Swork Order Mass Chidg

[IWoek Order Ticket
SYwiork Order Cost Summary
_IRoute Work Order Ticket

=) Reports - Actwve WO

i Reparts - WO Invoices

-l - Reperts - WO Labor

-1 Reparts - WO Materials

Type | AN Menu Hems - Go ]
5. To enter the Work Order number in the T McGill FAMIS Xi Portal
WO Number field. fm:mf.fm e
. = . ¢ Pfe YOE0 pEten BOAE 7
a. PressF7orclickon “F icon from toolbar. 4 :
) . ke < Work Order Closing Connweted 5 i
(fields will turn blue) d B @ @
= B | =) = .-‘- = —_— B N 2 WoMmber [WODEI]  [HEALTH FAIR | T e
| ¢d3Re Iﬂu O |\ EENER) obues  Takist  Cwes  Labw  Matwn  Resdngs Notes |
) e 15| (G Syl
b. Enter Work Order Number in the WO sy L]
Number f|e|d h“:-u- fELosED 4”@—:.”-. Pt
e [ SENR Do
‘Work Order Closing StartDote | 15-NOV-I01E > REPORTS
i - n::: 18-NC- 2018 Howrs A
6 Compheted  §-DEC-2015 10 £5AM Taage
. . Tmphryne Dats. Pratarmance Codes
c. PressF8orclickon & icon from toolbar. i e
[¢3 Ba ¥[Ols0 sean BBEE 7 puomond =

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. i
e (o)

COMPLETE

Fmdl%

CONY PROJ
7. If the message displays to set the complete date oD
to today’s date, click ‘Yes’. SUPERSEDED
8. The Completed date displays. ' Eind ) 60 (Jok | [goncel )

9. Click the Save icon & from the toolbar.

' Do you want to set the complete_date to today's date?
/ ':

10. Click the Home icon @from the toolbar.

Ffi} McGill University — FAMIS Training Using FAMIS For Event Management
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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 Number WODE3523
Parent WO [

[HEALTH FAIR

Iain Attributes  Tasks Crews

Parts Tools PO's Read'mgs Closing

Date

20-NOV-2018 11:31AM
[20-NOV-2018 11:51AM
6-DEC-2018 10:45AM
10-DEC-2018 12-16PM

H0-DEC-2018 12:17PM

User

JDEROS
UDEROS

~[ioeEros

JDERCS

[JoEROS [

OPEN
|OPEN
“[cLosep
OPEN

[
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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 FAMIS Xi Portal
Welcome: JOEROS
Reports pl Map Service Request
2. From the Menu tab, click on the down-arrow and | & McGill
select Maintenance Management Admin. Reports Visual Map _Service Request
[ Quickpicks - FAMIS Xi Home
E My Documents
Assassments =
MeGill DM - Read Onl IT\ =
Deficiencias Maintenance Managament Admin
Deficiency Projects S THM Ve @
Capital Projacts
Work Orders
3. Folders display. Click the + next to Service = McGill
Requests (or double-click) and double-click Reports Visual Map _Service Request
Service Requests. S -
* Quickpicks - FAMIS Xi Home
AEET s Occuments.
If you have set up Service Requests as a _
f t Maintenance Management Admin -] | %
avorite:
. & Configuration =
e Click on the down-arrow next to 2 Equipment
1 H = _IFacilities
Quickpicks s e
- JJob Costing
7 r G-J Labor
e Select Favorites Quickpicks CiMaterss
. = Preventive Maintenance
e The favorites that are already set up __,p,ojecr:'g e
H - JPurchasing
dlsplay =_1Schedules
e Select Service Requests P o Rt
q SISenice Requests T
™Service Request Work Bench
q o Procedures Librar
Refer to Set up your favorites section for {IReports ' -
details on setting up favorites. :
Twpe | All Menu ltems >
F¥91  McGill University — FAMIS Training Using FAMIS For Event Management
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4. The Service Request form displays. Click in the B McGill FAMIS Xi |
description field next to SR Number Sapeirts Vil ot Srvice et
File Edit Query Becord Aftachments Help
¢3 Pa YOEO RO BB8E >
field. Type a descri tion. The service request
number field indicates "A555N” <] Service Request
Shimbor | ASSIGN ™Y :WOPA-NMCCO\INELLBASE\‘Er&‘ @
. . M Capital Project [
5. From the Main tab, click '/ next to the Duhderey oot
Requestor field. MR cuiies  one Uhotedwek  Roung
[ Requestor information Location y -
Bagasstor _|HUTTON, ALEXANDER @ e 1 [ S
Telephone [514-396-1212 Building :m [ Week Ptan
B T | ook s
Hequest Date ?3.N6'v‘.20|8]|5PM Zone SE | Caonv 1o Proj
Aasel Chow [ \ -I_J Dates.
Equigsmeent
.- Gener al eformatson At
Twe [OC EVENTS WAl T |
Priocity 4 ( Crow |CUST
Status | SCHEDULED Assigned Te
6. The Requestors window displays. In the Find field: e
. Find!%lhamma\fon %) 6a
a. Enter client’s last name, surrounded by %. o O
You can type the name in upper-case or lowercase | | Reauester SR
|| AALAMLIAN, ARMAN 00220
characters. AARON, HELEN 00290
ABABOU, MOHAMMED 00035
. . ABADI, MILENE 00023 5
b.  Click Find. || ABADIR, CHRISTOPHER  DO220 5
| | ABADIR, SYLVIA 00228
1| ABADJIAN, KEVORK 00022 51
c. If more than one person has the same ABANICO, ERWIN m2?8
. . ARANTﬂ FINRINA NOF 34 =
name, select the client’s name. Click OK. C
‘ Eind - ancal ]
d. If only one person with that name exists,
the person’s name displays in Requestor
field. B McGill FAMIS XI
0 Client telephone and Request Date meports [PTEIRY Visual Map _Service Request
H File Edit Query Betord Atachments Help
display. ¢3 Pa YOEO0 0 BEDE 2
O You may enter/update the
tele hone Service Request
p ’ SR Mumber | SROOD211S [WORK IN MCCONNELL BASEMENT
Parent WO
Capital Projoct [
It's a good idea to first ensure that the e —
. . . . TR ocbaes b Related Work muiw_
client exists before creating the service P e e =
illing
request. See Ensure client exists for details. - :.‘i”;“;“; MEH e Work Plan
Alemats Rag @ Chack Dups.
. . At Telephone FRoom
New clients will have to be created by staff Foquest Dete | 22-NOV-2018 3 15PM 2one [SE Canw 1o Proj
with administrative privileges. Contact your e - Soniie W0
b Dates..
Administrator. | Poment —
Type [IDC EVENTS Won.Avail Time
Pricsity |4 ( Crow [CUST
Stotus [SCHEDULED Assigned To
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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 cpde or name.

Press Tab. If you click onl.-_-., 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 W next to the Type field.
b. Select: IDC EVENTS
c. Click OK

Priority: :
Click -/ 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.

10. Click Billing from the right.

@ 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 FAMIS Xi |

Eile Ect Query Eecor Atachenents Help

] @ YOSO IO EB888 >
Oucipicks\  -| Service Request 9a

SRMumber | SRO00Z11S
Parent WO
Copital Projeet

IWORK 1N MCCONNELL BASEMENT

Deficiry Prepect
IR covboes b Relsind Wk Roting
Riquestor information Location
Billeg
Faquastor || HUTTON, ALEXANDER sue |1
Tolophone (5143351212 Butsing 131 Work Plan
Angmate B oo
e Check Dups
A Telephone. Foom
Request Date | 22-NCV-2018 3 15PM Zone (SE Com to Proj
Creata WO
o . '_I Dates.
taupemant [
Audi
Gereral iformation

Type [IDC EVENTS Mo Awsl Tiene
Priceity |4 Craw |CUST
Ssus [SCHEDULED Assignad To

Priet Waork Order Ticket

a. SR Number for your request is now created.

£ BUINDS for 1 [-leicieiie el
Eile Edn Query Becord Aftachments
= *YEO0

Find Criteria

Include Alias ¥
Find. Find
Use WildCard

~ Buildings ~ Building Details
Zone |SE
IMACDONALD ENGINEERING BL [130 = i
f Phone Hurmber

[MACDOMALD HARRINGTON BUI [118

MACDONALD STEWART LIBRAE 170 Alias Code Niases

MARTLET HOUSE a2 [FRENCH DES [PAVILLON MCCONNELL (GENIE)
[MCCONNELL ENGINEERING BU 11— || [BullonG C  [ENGMC

[MCCONNELL HALL [221 [ [

[MCCONNELL RINK [105

MCCORD MUSEUM [18 . [ [ =

@ OK ] Cancel
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11. The Billing-3 screen displays. Click the

Service Request

down-arrow to select the appropriate billing 7 Biling:3
« ese File Eddt Query Record Attachments Help
type. Refer to the Glossary for the definition. AMe Y080 SESS BBEE &

Billing Tye | EVT IDC FIRM PRICE

Billing Type = EVT IDC FIRM PRICE o

.num:’@ % Order Last Fund Limit Amount Billed  Funding Amount
12. Click Account. [ Ll [ [

| QK C!%:‘lr_ﬁccmﬂ“ - .C:mcel - Ta \ it s D:'nes . fuﬂn -
13. The Account Details screen displays. Enter the FASOOURLDBHalls 1r1rlr 17 Lr Ll L L [
FOAPAL(s) to be charged fgr internal clients.
Enter these fields or click |-/ to search: fchart of Sceoumta’ |1 s @
a. Chart of Accounts: Index (905854] i

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

b. Index:
enter or select the fund

14. Press Tab. Most of the FOAPAL fields will be £ hccount Détslls
automatically filled. The Description field will cout ot hasaunte [
enter a description for the fund. v
15. Enter the Account for the service being ——"
requested. Contact the Administrator if you do Funa [006854
not know what account to enter. @"'"‘"““"‘ oos71. o (15:
Account 3[!1]]1 L
Program 483V "
16. Click OK. It will only be saved if FOAPAL exists. sy o000

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.
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17. The Billing-3 screen displays with the FOAPAL Service Request
you entered. If there is more than one FOAPAL S e e e

(this occurs when clients are sharing costs): 3 0e YOO PN BB 7

Blling Type | EVT IDC FIRM PRICE

a. Enter % for the first FOAPAL entry

Bill by Fund Accounting Hold . Reason
b. Click on the next empty FOAPAL record Y e % reiina R ;
Account raeT Lt
(displays as a green indicator) 1306854.0037 1700001 483W-000000- 00012100 0 @ ' ' [[=

c. Click Account to enter the second FOAPAL

d. Follow steps 13 to 16 above.

| QK Clea_r Account Czﬂgel Tenants Dates. Audit
e. Enter % for the second FOAPAL entry.

0 Enter more than one FOAPAL when clients
@ are sharing costs.
()
"5 0 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. Service Request
 Billing-3

Eile Edil Query Becord Aftachments Help

19. Click Save & from the tool bar if the FOAPAL(s) PE YOS GEDOBEEEE @

are correct.

a. If you make a mistake entering FOAPAL(s),
click Account to make corrections and follow
steps 13 to 16 above.

o [EVT IDC FIRM PRICE

%  Order Last FundLimt  Amount Billed  Funding Amount 1

Use the Clear Account button

Clear Account L
: | to C|ear a FOAPAL' <Ia(-h ] Claar Account Cancel Tanans Datas 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

ervice Request
< 20 SRtumber [SRO002115
Parent WO [

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

Note

[WORK IN MCCONNELL BASEMENT

Capital Project
Daficiency Project

TTER e
~ Requestor information
Requesior 'HIJTTON.ALEWUER sie |1
Telephone [514.396.1212 Building 131
Alternate Req | Foor |
Alt Telephone oo [
Request Date [22-NOV-2018 3.15PM zone [SE

S Fintalei o BFOGgE

Location

| Agant Class [ [ L I‘I_l[
Equipment [ [

Tye [IDC EVENTS
Priority .11 Crew
sistus |SCHEDULED Assigned To

Print Work Order Ticket

Hon-Avadl Time
lcusT

Billing..
.‘f-'DI\ P.I:m
Check Dups..
Corv ta Praj...

Craate WO

Dates

Audit.

Service Request

SRNumber |SA0002115
ParentWo |
Capital Project |
Deficiency Project |

Main Altrbutes %mdmm Routing

Contect Date

[WIORK IN MCCONNELL BASEMENT

WO Humber  'WODBS5T 1

r wo status | CLOSED
Tracking 1

Tracking 2 [

Service Request

SRMumber |SRO002115
Parent w0 |
Capital Project [
Deficiency Project |

Main Attributes mﬂ Related Work

WORK IN MCCONNELL BASEMENT

Routing

@ WO Wumber W006957 11
WO Status  |CLOSED

Contact Date

Tracking 1
Tracking 2 |

Quick Schedule.
Close
Zost Summary.
Print
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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 l'.-_-]) 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 B icon on the toolbar.

30. Click Estimates.

T McGill
Reports w Vismal Map _ Service Request

FAMIS Xi Portal

Eie ot Guery Bwcoes Amschmacts b

A Ba

YOEO ReEa0O EEEE @

Cuickpicks -] Work Order

WO Bmber WODESST |
Pt W

BRI crictes  Tasks  Coeen
o
Aunet Chans
Tt

FWIORI 4 MCCONNELL BASEMENT =2

ATTACHMENTS

b INFORBATION

Tracking 1 Larary
Ragesst REPORTS
Trmaing 2
Ralated W
S Crste W
Biing
Trava Time pari
Dutes
Canw to Prog

= Pt Tieket On et Bateh B

A

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

(o)

AR n H i
= McGill FAMIS Xi
Reports LEUNEITTY visual Map  Service Request
Eile Edt Query Record Afachments Help
¢ Ba YOSO L/ BBEEE 2
Quickpic] Work Order
WO Humber WOOBSST1  [WORK IN MCCONNELL BASEMENT 2|
Parent WO (
m Aftrbutes  Tasks Criows. Pans Tools PO's Routing  Readings  Closing
Aaaat = =
Asset Class [ Ll
Equipment (
[~ Gonersl information [~ Current Status / Datos Tracking 1 Library
Tpe [IDCEVENTS | staus |OFEN
X r Request
Prority |4 Matorial Sttus el
Mathod Start Dato  21-NOV-2018 Related WO
Assigned To DueDate  21-NOV-2018 T— Cama
Owutage Class Completed
Bilting
~ Primary Laber — Location — - Travel r Estimates
Crew CUST sito |1
e [CUST Buiding (131 Deiss,
Crew Size Floor Conv to Proj.
EstMrs/ | | Room

Current Ext Hre

+ Priedt Tickot On Hext Batch Run
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31. In the Contingency field of the Estimates screen,
enter the total estimate and press Tab. This will

update the Total Estimate field.

. Close the Estimates screen by clicking on the X.

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

icon B from the tool bar.

See step above.

Click Tasks tab.

Copy and paste details from the email or request
into the Task List field.

To attach a related document to the work order:
a. Click Documents from the right

33.
34.

35.

36. Click New from Work Order Attachments screen.

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

c. Document : click Browse to select the file

Click OK to return to the Work Order
Attachments screen.

38.

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
File > Save As:

pdf

doc (Word)

docx (Word)

xIxs  (Word)

xls  (Word)

txt  (text)

msg (email)

dwf (Autocad)

dwg (Autocad)

Note &

O O 0O OO OOoOOoOOo

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

Work Order
/ Entimates - WO0B3571

Wiork Ovder Estimate Detuiled Extimate:

Puienary Latsor
Suppting Labor

H
gl 8iglf

Labsesr
Mstorial
e
Equipment

@=

slelsls| slalt

o Totsl Estimate

Fronze Extimatn T

Crew  CUST

cust

P Dates
Crew Sire
Ext Hewl

Curment Est Hrs. 5 Prien Ticket Om Mext Bateh Run

Dutailed Estimats NG

Work Order

WO Number  [WODBSST1_—WQR# N MCCONNELL BASEMENT
Parent WO
Main Aliributes Craws Parts Tools
Tarsh Limt

HeLLo vsaBeL |
CAN YOU PLEASE IDC WORK THAT HAS BEEN COMPLETED IN MCCONNELL BASEMENT LABS 002 & 010 WITH
CORRIDOR IN FRONT NORTH SIDE ONLY , HIGH DUSTING , STRIP AND WAX

ALEXANDER HUTTON ASS., PROJECT MANAGER

PO's Routing  Readings  Closing

FOAPAL # 906854-00371-483W-000000-000131 ACCOUNT 700322
2 EMPLOYEES / TOTAL 33 HRS. / § 1683

THANK YOU,

ATTACHMENTS

INFORMATION

REPORTS

Twpe |DOCUMENT (WFFERENT DOCUMENT TYPES)
Description  EMAIL

Document

(=

Cancal

Work Order

Eile Edit Query Record Attachments Help

¢ BE S0 GEEO BBEEA
Notes Mail MERIDIAN Oplions
Document (Filename, URL, etc.) Source
wo :
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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:
a. Click 1 to select CLOSED
b. Click OK.
B .

43. Click the Save icon

44. Click the Home icong_.

T McGill

Heports llw Visial Map  Service Reg

FAMIS Xi Portal

st

Becord Macherants Help

Ea;z
vEO0 meEh EB8a

Work Order

1 Hg
6 WO Bt mu NELL BASEMI
Parent WO
m»mam Tusks
YorwiEde

Guici Schedale

45
ATTACHMENTS

POs Routing  Ressings  Closing

INFORMATION

Libeary

REPORTS

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 ensure billing took place. You can

Note &

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

Weicome: JCERCS

T McGill (1)
INa\riuatur kisual Map Service Request

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

T McGill
Visual Map _Service Request

FAMIS Xi Home

McGill DM - Read Onk
Maintenance Management Admir
MCG FMM View

.Ouv_kplcks

Assessments

Deficiencies

Deficiency Projects

Ao

Capital Projects

Wodk 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 ke

Fan

avortes
Quick

e Select Favorites picks
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.

F McGill
Reports Isull Map Service Request

. Quickpicks FAMIS Xi Home

Mairtenance Management Admin

I Cenfiguration
LI Equipment
“IFacilities

“dlmvnices

Db Costing

~JLabor

- Materials

- Preventive Maintenance
L IProjacts

“_J Purchasing

< Schedules

HdSemice Requests
H2senice Requests Smm—
'r:I Senice Request Work Bench

i- AProcedues Library
=L Repors

Type | All Menu Hems.
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4. The Service Request form displays. Click in the B McGill FAMIS Xi
description fleld neXt to SR Number Reports. LERIEIRIY Space Space Survey Space Survey Visual Map  Service Request  SS Admin  Navigator_Test
. . . Elle Edit Query Becord Atachments Help
field. Type the event description. 3 RS YOE0 PSS BEEE T
Quickpicks -/ Service Request
5. From the Main tab, click 1/ next to the Stmamber ["ASSIGN™ [FREE SKATING OPENTO PUBLIC @
Requestor field. ot gt [
Deficiency Project
[ wan | Other  Related Work __ Routing
~ Requestor information - ation
- - - Billiny
It's a good idea to first ensure that the Requestor | ste [1 - ::.
Telephane | Building Wal .
client exists before creating the service Atemas Req_| Fioor | i
. o . AN Tebophare Room
request. See Ensure client exists for details. Rocquest Daie [12.0EC 2015 3 26AM Zone
New clients will have to be created by staff o Srate 0
o o= B oo el Gl hoALEE Dates.
with administrative privileges. Contact your Eauipment [ 3
i ~ Gansra formation )
administrator. : . | Gomer
Type Hon-Avadl Time <
Priority Crew |
Status | Assigned To |
Priet Work Order Ticket
6. The Requestors window displays. In the Find field:
(&
: Find%SABADOS%)( 6a
a. Enter client’s last name, surrounded by %. ( )
. Requestor Departrent Ter!
You can type the name in upper-case or lowercase AALAMIAN, ARMAN 00220
AARON, HELEN 00290
characters. ABABOU, MOHAMMED 00035
ABADI, MILENE 00023 51
ABADIR, CHRISTOPHER 00220 5
b. Click Find. ABADIR, SYLVIA 00228
ABADJIAN, KEVORK 00022 51
ABANICO, ERWIN 00278
ARANTN FINRINA NOFE (LIET ) =
c. If more than one person has the same 1 »
. . 6b V=( 6¢c
name, select the client’s name. Click OK. Eind QK [|Cancel |
R McGill FAMIS Xi
d. If only one person with that name exists, Reports [TTTTI] Space Space Survey Space Survey Visual Map Service Request S5 Admin _Navigator_Test
. . Ee Eot Query Becord Altachments Help
the person’s name displays in Requestor 3 B@ YO0 oo BB
fIE|d. Quickpicks Service Request
a. Client Telephone and Request Date sammber [FASSIGN™ [FREE SHATING DPENTO PUBLIC
Parent WO
display. Copmaroect |
Deficiency Project
b. You may enter/update the ] e
telephone. g [l Baeg
Ragquastor SABADOS, JOYCE sae |1
Telephone 5143391532 Building | Work Plan..
Altemnate Rag Floor e Check Dups
Al Tedephors Room
Request Dste  14-DEC-2018 9 264M Zone
: ) i lasa
| Asset Class L ;_I Datas.
Equipment !
; ﬂI.Jﬂ.ﬂ
Type Hoer- Avadl Time i
Priarity [ Crew
Status | Assigned To
Print Work Order Ticket
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9.

Click |:| next to the Type field.

Select a value: EVENTS or REN EVENTS

EVENTS — for one or multiple teams
REN EVENTS — events that require rentals
c. Click OK

Priority: :

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

c. Click OK

Status:

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

Click Save & from the Navigator tool bar.

a. SR Number for your request is now created.

10. Click Billing from the right.

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,
. floor or rooms, leave the field(s) blank.
a. Site: enter ‘1’ for Downtown campus or 3 ’ (5)
i~
2’ for Macdonald campus § The Zone field is automatically entered.
b. Building: enter building code or name. ;
. (] . File Edit Guery Fecord Afachments
Press Tab. If you click on |-/, find and select S YORO
the building and click OK. ' :" e .
Use WildCard L
— ~ Buildings Buibding Details
c. Floor: enter the floor code or click on ! HEEE S Zone [NE
. MACDONALD ENGINEERING BL .!II e
to select the floor and click OK. e Pione tmber
.MAC DONALD STEWART LIBRAF IWEI Aliss Code Alissos
MARTLET HOUSE 24z BUILDING C  [RINK =
. |_| .MCCUNNELL ENGINEERING BU 131 FRENCH DES STADE DHIVER MCCONNELL
d. Room: enter the room code or click on - MCCONNELL FHALL 2
. MCCONNELL RINK| 0w —
to select the floor and click OK. MECORD MUSEUM 1% c
<’;D OK ] Cancel
8. Enter the General Information section. = MGl FAMIS X|
For@ﬁeld (Type, Pno"tyl Status): Reports Space Space Survey Space Survey Visual Map Service Hequest 55 Admin  Navigator_Test
Type: File Edfl Query Becord Amachments Help

L & TS0 e BEEER 2

Ouickpicks - Service Request

SRHumber [“ASSIGN™
Parent WO
Capital Project |
Deficioncy Praject |

MR Aveves

Requestor Information

Telephone [51439615
Alternate Req
Al Telephone

FREE SKATING OPEN TO PUBLIC

(ARl RN DO

~ Location

Requestor  |SABADOS, JOYCE ( Site |1

32 Building | 105
Flar (001
Room 102

Request Date  |14-DEC-2018 9. 264M Zome |NE

Asset Class |
Equipmant

General Information -
Type |[EVENTS

8 Priority 4
Stetws  |SCHEDULED |

7~ N\

e Ee——
Crow

Assigned To
Print Work Order Ticket  +

@
Billing L

Work Plan

Check Dups.

Create WO
Dates.

Audit

Maintenance Types

Find|%

Maint_Type
| CORRECTIVE

| IDC EVENTS

MODIF
PREVENTIVE

MODCAPITAL

End) ATk |[ganes))

O
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11. The Billing-3 screen displays. Click the
down-arrow to select the appropriate

Service Request

Eile Edit Query Record Attachments Help

Billing Type. For a definition of this type, R BE YTOE0 G0 BEEE 2

refer to the Glossa ry. I T e @
Bil by Fund AccountingMold . Reason |

a. EVT BILLABLE (use for progressive standing orders) — Account Detaits

12. Click Account.

Account @ % Order Lest FundLimit  Amount Billed Funding Amount 1

[ oK | Clear Account Cancel Tenants Dates. | Audit

13. The Account Details screen displays. Enter the Service Request
FOAPAL(s) to be charged for internal clients.
Enter these fields or click |-/ to search: s e
e 1 5 ™
c. Chart of Accounts: Doscription
‘1’ for internal clients
‘EXT’ for external clients (e.g. student associations) Fund |
‘Organization
Account |
d. Index: Propes
Activity
enter or select the fund |
ok ][ cance

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 £ AcEauin i
being requested. Contact the Administrator if et
you do not know what account to enter. index (151602
[communicanions &
Description  |PRODUCTION
16. Click OK. it will only be saved if FOAPAL exists. '

Note: if your Fund/Organization/Program
do not display, this means that either: A
a. FOAPAL is invalid 00000
b. FOAPAL was created today and you will
need to wait until tomorrow to enter it. o
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):

Q

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.

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

0 Ensure that the % add up to 100%.

O If you only have 1 FOAPAL, you do not
have to enter the % field.

O Inthis screenshot there is only one
FOAPAL.

Service Request

f Biling-3 i

Eite Edit Query Becord Aftachments Help
RBISFYSEO GRED

=t

Billing Type | EVT BILLABLE »

BB A

Bill by Fund Accounting Hold | . Reason

Account Details

ey e %  Orgef Casi™fundLimit  Amount Biled Funding Amount 1
[151802-00283-700085-1000-000000-0000CK 100,00 [ i

| 0K Claar Account Cancal Enants Datas 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
corrections and follow steps 13 to 16 above.

Use the Clear Account button

\ClearAccount | 1 clear a FOAPAL.

Service Request

File Edit Query Record Atachments Help

Pa YOEO GEe0 BEBE

% Order Last Fund Limit Amount Billed  Funding Amourt 1

18 Ok Clear Account Cancel Tanants Dates.. Audt,
20. You are back at Service Request form. The SR B McGill FAMIS Xi |
Number for your req Uest displays. Reports Space Space Survey Space Survey Visual Map Service Request 55 Admin  Navigator_Test
Eie Edit Query Becord Aflachments Hedp
R BE YOEO GO BEBEE 2
21. Click Other tab. This brings you to the screen s T—
where you can access your Work Order number. . ST R STG GRET FOR
Paromt WO
Copital Progect
Deficiency Project
Remember to occasionally save your [ i | _ai.gq.,_. | RoltodWerk Rosing
service request and work request. (i ——— I Bilng
Telephane 5143531532 Busding 105 Work Plan.
] Altemata Req ( Pooe 0001 Check Dups
Take note of your Service Request A Teephene oom (122
Request Date | 14-DEC-2018 83540 Zane |NE Com 1o Proy
number (SR#) and your Work Order Cras WO
| Anset Class X L‘ ales
number (WO#). | e i
[~ Gonersl Information =
Type |EVENTS Won Avsil Time
Priority 4 Crew
Status  |[SCHEDULED Assigned To
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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

B McGill FAMIS Xi

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

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

Eile Edi Query Becord Aftachmerls Help

¢3 Ba YOREO GO BEEEE 2

Quickpicks - Service Request

SRMumber [SROD02130 [FREE SKATING OPEN TO PUBLIC
Capital Project |
Deficiency Projoct |

Main avribotes  [IETI Relsted Work  Routing

s Contect Date | WO Number  WIDES562,
wostius (OPEN
Z Tracking 1 |
Tracking2 |
Guick Schedule. 7
Close.
Cost Summary.
Prind
Work Order
Work Order
WO Humber WO0B3582  |FREE SKATING OPEN TO PUBLIC ]
Parent WO [

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.

mmltibutes Tasks Crews Parts Tools PO's Routing  Readings  Closing

— Asset
Asset Class ! | .; =
Equipment |
~ General [~ Current Status /Dates ———— Tracking 1 [ Gbrary
Type |EVENTS Status  |OPEN [
= n - | Request
EYny, ' - - = Tracking 2
Method | g |14-DEC-2018 r Related WO
AssignedTo | | [oEcamE | f x
Outage Class I ! ———————"="| Hon-Arailabla | Create WO
: Billing
il o s Travel Time | Estimates
Crew ! 4 SR O -
cran | G __ Dates
crewsize | e | Comv to Proj...
Est Hrs/ | —1 ’
Current Est Hrs | + Print Ticket On Hext Batch Run

PastDue .

-

The Date you have entered is a past date. Do you wish to
. use this date and continue?
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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.
(e.g. Banner booking conference #, Work Order # from
Hospitality Services).

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

T McGill FANIS Y

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

Eile Ecfl Query Fecord Attachments Help

3 BEd YOEO OO BEBEE

Quicyg - Work Ordd;
wo humber WOOE9S32  |FREE SKATING OPEN TO PUBLIC =2

Parent Wo

mmdbmes Tasks Craws Parts Tooks PO's Routing  Readings  Closing

Asset

Assot Class e
Equpment
~ General Information v Current Status | Dates 1 Tracking 1 Library
Twe EVENTS [ Stetus  |OFEN
Request
Priority 4 | Materisl Status el
Method | [ StertDate  |14-DEC-2018 ( Ralatad WO
Assigned Ta ! Due Date | 25-DEC-2018 | Create WO
I e e eate WO
Outage Class [ Comgleted
Biling

[~ Primary Labor Location ry Aol Thae: Estimates

Crew | CUST [ sae |1
Datas
Crant | CUST | Building | 105
Crew Size Fioor 0001 Comv ta Praj.
Room

Est Hra/ 02
Current Est Hrs  Print Ticket On Next Batch fun

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 & from the toolbar.

This work order remains open. You
will periodically bill the client.
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return to the Work Order screen.

B

Click the Save icon .

36. You will

37. Click the Home icon..g..

30. Click Tasks tab.
31. Copy and paste details from the email or request | |¥ McGill FAMISXI Corel
into the Task List field. — m:“w“_, -
32. To attach a related document (e.g. email) to the e —
work order: wo:z":r e &
a. Click Documents from the right e N E—
b. Click New from the Work Order
Attachments screen.
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) e T
Eile Edit Query Becord &ﬂafh":"'-i. ﬂ!llp-. — _ : ‘@
34. Click OK. e O _
Before you select the file, access it and save it
@ as one of these allowed file types by using
o File > Save As:
o 0 pdf
2 0 doc (Word)
0 docx (Word)
0 xIxs (Word)
0o xIs (Word) _
o txt @ Type |DOCUMENT (DIFFERENT DOCUMENT TYPES)
0 msg (ema”) Description EEMAIL
0 dwf (Autocad) ' Browse...
0 dwg (Autocad) 34
oK | Cancel
Ensure that the file name is no longer than 30
characters, with no spaces.
35. You will return to the Work Order @
Attachments screen. Close the Work Order
Attachments screen by clicking on the X. % Take note of the Work Order number.
2
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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.

40. Click the Home icon 3

Work Order

WO Number  'WO0B9582 \FREE SKATING OPEN TO PUBLIC
ParentWo | [

Main Aftributes  Tasks Crews Parts Tools

Closing

Date User

Assigned To Status
[1a-DEC-2018 3:43AM [

[Famis [oPEN

Comments

The next steps are performed in KRONOS:
» Create assignments
» 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 = McGill EANSE NI Portal
When you are ready to bill the client for a portion of | sl E2esier ev Hop Service Reaves
the standing order (e.g. for labor, material), you will
have to follow these steps: 7
P B McGill
. . Space Space Survey Space Survey Visual Map Service Request S5 Admin  Navigator_
1. Click the Navigator tab at the top.
§0u||:kp||:ks - FAMIS Xi Home
2. Double-click the Job Costing folder. T s Docomerts
)
;’Malmenance Management Admin =] =
3. Click Miscellaneous Costs. e A
-] Equipment
E-_dFacilities
Bl Imvoices
23 Job Cnslmg4—®
Capital Project Co {If FCP nat installed)
Scapital Projects
Joumnal Entries
S General Ledger
SMiscellaneous Cns‘s{—@
£~ Reports
G- Labor
E-_JMatenials
G-I Praventve Maintenance
G- Projects
&1 Purchasing
Tyve [All Mens foms
H H * %k %k %k
4. The Cost No. field displays **ASSIGN**. = MGl FAMIS Xi
“-!GporlsSpat.n Space Survey Space Survey Visual Map Service Request S5 Admin  Navigator_Test
. ‘ ) Elle Edit Query Becord Amachments Help
5. Inthe Cost Type field, type ‘EVT MISC’ and SE e SRR ST DS
press Tab. [Quickpicks | Miscellaneous Costs
@ Recurring Inft I it Diates
6. The Trans Date and Description fields coumo,ASSIGN™ @
. . . . Cost T [EvT MisC
are automatically filled in. If you wish, you may G o ) MI -
. .. . Trans Date [17-DEC-2018
update the text in the Description field. Descrpton _'Evenrsmlsccosﬁ@
~ Cost
. Rate | Markup Percent | 0
7. Enter the work order number in the w e Murkeavphmt |
. aty 5
WO Number field. s —ei

Rocurring Cost Mo,
a. If you do not know the number, go to the -

Comments

Find the Work Order section. 2
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8. Inthe Cost Information section, enter the
following fields and press Tab:
a. Rate field — this is the cost (e.g. labor)

T McGill

Reports LEWTLIITY Space Space Survey Space Survey Visual Map  Service Request 55 Admin  Navigator_Test

FAMIS Xi

Eile Edit Query Becord Aftachments Help

(rate * quantity).

10. The Comments field is not required.

11. Click the Save icon B .

12. The Cost No. is assigned.

¢3 Pa YUE0 e BDEE 7
[uckpicks =) Miscellaneous Costs
b. UM field — enter EA for the unit of measure R ecuning womation 1 Dwes
(EA refers to ‘each’) o, RSN
Cost Type "E\-'TMISC
Trans Date 1?'_[)522_2618
c. Qty field —this is the quantity. Desciion [EVENTS MSC COSTS
‘ mae | Mackup Porcent 0
A EA Marked up Amt
oy -- ) SendtoGL
= Rocring Cos. |
9. The total amount to be billed displays in the -
) . . T McGill FAMIS Xi
Amount field and in the Marked Up Amt field = e Space sty Samce Survey Visssl Hon Servics oot 55 Admin Nostontor Test e

Edle Edit Query Becord ARachments Help

Costio.

Mm3||2?4
E\.-'l MSC

& 4 ;4 YO EO BRSO EEBEE 2
la m - Mi Costs
* Trams Date _w DEC- zma

... L
Deseription | EVENTS MISC COSTS

Accounts...

Marked up Ami 104.00

SendtoGL
Gonorsted from [~
Cost Ha.

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

T McGill

Reports Spu Space Survey  Space Survey  Visual Map  Service Request S Admin  Navigator_Test

FAMIS Xi H

Eie Edft Query Becord Aftachmaents Help

32 BE YOSEO e BEEEE 2

Miscellaneous Costs
mﬂum' Informatson  Aiinsut Dates

Comtho. MCO311274
_ComType [EVT MISC
wo e DOOEER
TranaDute [17-DEC-2018 gopy
Description | EVENTS MIS ©

| Guickpicks i

| Accounts

- Cost information — YigwEdt
Quick Sehedule
Rate She. Porcont o
B4 o up At | 10400
o] SendtaGL ¥
Ameurt 104.00 Genersted from [
Recurring Cost o, |
Comments
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Close the Standing Work Order

If the standing progressive order has to be closed
because there is no longer a need for it:

14. The Work Order Cost Summary screen displays = McGill FAMIS X
Wlth the ACtuaI Cha rge to be bllled- Reports Space Space Survey Space Survey Visual Map  Service Request 55 Admin  Navigator_Test
Ede Ednt Query Becord Aftachments Help
¢3 Ba YONO 0oL BBEBDE
15. To verify the costs that will be billed, click on the — Ty —
Misc Costs tab. — - .
wosmber \WODBOSE} [FREE SKATING OPEN TO PUBLIC i
[ summary (T Material Iewpices  Equip Rentsl  Mise Costs Billed
Estimate Actual Committed Balance
Labest o I ] Requast
Matorial o[ ] 0] w0 Print
AR o o] o
Equipment ) ) [ o Dates
Contingeney o 104.00 [ -104.00
Total o 14 104.00 | w0 104.00
16. The costs to be billed by the accounting area = McGill FAMIS X
dlsplay here' Reports Space Space Survey Space Survey Visual Map  Service Request 55 Admin  Navigator_Test
Eile Edit Query Becord Aftachments Help
¢33 Ba YOEO GEEO EHEEE
17. Once the general ledger is run, you will see this
Work Order Cost Summary
in the Billed tab. The sum of all the billed costs
. . . =
for this period displays.
Summary  Labar Materisl  Iwoices  Equp Rortal [[TITRGIT  Bed
Rate Amount
18. Click the Home icon é e b

| 1
=] !

Totel kwosce Amount |
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1. Click the Navigator tab at the top Es MCGII@ FAMIS Xi Portal
2. From the Menu tab, click on the down-arrow and | | [RS8 [Revigator Jisual wap _Service Request
select Maintenance Management Admin. . :
= McGill
Reports Visual Map._ Service Request
EOulckplcks - FAMIS Xi Home
My D
»:l:sessnmms 3 -
— MeGill DM - Read Onb R EEA =]
Dafciugiat m#.‘_
Deficiency Projects IMCG FhiM Vies
wuCapital Brojects, G >
Work 'er_e_!ﬁ_
3. Folders display. Double-click Work Orders EAMLS X Home
= v
4. Double-click Work Order Closing. The Work [Waisoance Mansgemert min 7] (E
Order Closing screen displays. rS—
- 1Vendors
H AWork Orders @
H)Close Route
HE xpress Work Order
H=Standing Work Orders
HWork Orders
::Iw o.e Mas hlngp
L Work Order Ticket
FHIWork Order Cost Summary
(1 Raute Work Order Ticket
i Reports - Active WO
S Reports - WO Invoices
&I Repons - WO Labor
I Reports - WO Materials -
Type [ A0l Monu terns N
5. Enter the Work Order number in the B McGill FAMIS Xi |
WO Number fle'd |f you dO not know the Reports. EERLLINTY Space  Space Survey  Space Survey  Visual Map  Service Request 55 Admin - Navigator_Test
. . Eile Edit Query Becord Aftachments Help
number, go to the Find the Work Order section. c3 Bg YOS50 oo BEEE 7
a. PressF7orclickon 7 icon from toolbar. i) Work Order Closing
(fields will turn blue) @ i -
" WO Humber _ FREE SKATING OPEN TO PUBLIC
(¢3 Ba[YPE0 6Pen B00E '
A2 '! L ﬁ = 2 5:‘ D m Attributes  Task List Crews Labor Material  Readings
~ Asset
b. Enter Work Order Number in the WO el L JCJff] | |keapuss
Number field. — . o
Status |OPEN ._ @ ~ Down Time
i oo EVENTS () | Domn
c. PressF8orclickon ¥ icon from toolbar. Se(pmifioccane i, v
- - ~ Due Date  [28-DEC-2018 ( | Hours
(¢ Ba YO§0 oeen BB E s | (
Complated | kd | Usige
- Emplayes et {?— -
6. The Work order displays with a status of ‘OPEN’. '
Assigned To | | Condition
Athorized By | Couse
Inspected By | Action

(X

"
-
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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. G

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

The Completed date displays.

Click the Save icon

B
Click the Home icon i

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 &

T McGill

Reports Space Space Survey Space Survey Visual Map Service Request 5SS Admin  Navigator_Test

FAMIS Xi

voncoma Saurd

Ele Eu Guery Becord Aftachments Help

A roS0 GO/ EBEEE 2
—
Work Order Closing

1
| WO Humiber  WO0E9552 FREE SKATING OPEN TO PUBLIC
M ibutes  Task List Crows Labor Material  Readings
e r -
Asset Class (. _;__I
Equiperent
Wiork Data ~ Exquipersent Dt
Status  |CLOSED | 7 — Down Time
Twe [EVENTS Bowm
Swrioste [14DEC201B | o[ T
OueDate [ 28-DEC-2018 (s F
Arvived o [
Completed [18-DEC-2018 10.09aM | < 9 usage |
Assigned To 8 Condtion
Rutharized By [ Couse |
napected by |8 Action |

Close Dates

Find[%

Status
ASSIGNED
| | CANCELED

[l CLOSED
COMPLETE
CONY PROJ
OPEN
PENDING
SUPERSEDED

o

f't Do you want to set the complete_date to today's date?
i e
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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
. . Reports LEUTEILIE Space Space Survey Space Survey Visual Map Service Request 55 Admin  Navigator_Test
2. Click Create WO from the right. Tle Gor Quer Bocord. amacrments Eo
¢0 Pa YOEO PO BBEE 7
Quckpicks -|  Work Order
WO Bumnber :vmms?s .HEALTKFAIP 3
% Altributes  Tasks Crews Pans Tools PO's Routing  Readings  Clozing
P
Equipseent
| - — T Dates ———————— Tracking 1 Libeary
Twe [EVENTS | Status | OPEN el
m i l‘-“:::: A0-NOV-2018 [ ik Related \
Assigand o | ( Dusbus [14DECHE | Creats ¥
Outage Class | ( Comploted | [ | fprrictemcams = 2
) ilkng
i~ Primary Labor — | Location — o s Thay Estimates
Crew [CLIST [ sie |1
cran [CUST ( Buding 103 Diisa
Crew size Plooe 0001 ( Conv to Proj
| l.‘wrw:;:'l'k-: J | oo 100 X | o Prievt Ticket On Mext Batch Run
3. This automatically creates a child work order
that has its own work order number. = McGill FAMIS X |
Reports. EEREPIENY Space Space Survey  Space Survey Visual Map  Service Request 55 Admin  Navigator_Test
4. The parent work order number is viewable Ble G80 Guery Becord Atachmards_telp

i ¢RBE ¥YOEO OGO BEBEE 7
from the Parent WO field. . O'@Es =

[Quickpicks -|  Work Order

5. The child work order inherits some of the “"‘m‘@
Parerd WO \WODG9STE EALTH FAIR

information from the parent work order:

Mybdes  Tasks  Crews  Pats  Tools PO Roding Resdings Closing

e Requestor - awset _ ==
e Location i Q]
e General Information — Type & Priority oot ocaon — R— o ey
e Start Date <:5>w:: AL, ] o [r— Regors
Method [ \Start Dete |13-DEC-2018 ( rhng Related WO
Assigned To [ Due Date
Outage Closs. | [ ‘Compieted | o ——
L Billing
Primary Labor 1 [ Locatian 4 Trwwel Thne: Estimates
Crew ! ste |1 |
e ( pusding 103 ( Dates
Crow Size @ Foer 0001 ( Conv to Proj
gL osn .‘m b Print Tiket On Mext 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 I:])

to enter the right value for the additional
Crew and Craft to ensure that it goes to the
proper fund recovery fund:

e 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 ) next to the Status field
e Select ‘OPEN’
e C(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 B .

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

changed.

11. Click Estimates.

F McGill

Heports

Spoce. Space Survey. Space Survey. Vissal Map. Service Regquesl

FAMIS Xi Portal

55 Admin _Navigator. Test

£ Bt Quary Gecon
' Bad YOHO

Aachenarts tele

afEn

HEEBA

<] Work Order

o ber WODEGSE
Parsra W WODESETE

[ T

HEALTH FAIR

Crires.

Teoh POy

Retieg  Readngs  Closing

REPORTS

) ~ .
=+ McGill FARIS X1 Ports]
e Space Survey Visual Map _ Service Request 55 Admin _ Navigatoe_Test
e E [T t
3 Ba YOEO e BEERE
Work Order
WO mber  [WICESSE1 )
Pun WO WOESETE MEALTH F AR ENTS
EEERR cveces  Taks  Crews  Pans  Tows  POW  Rouing  Readegs  Clowng
Ausst
Anmct Clasn ke IHFORMATION
Eqpmment
Ganers Information Current Stetus (Dutes Tracking 1 L
Trpe EVENTS swva [OPEN
Prioray 4 Mhsterial Status - 5 il
Mathod Start Owtm [12.DEC-2018 L
Ansignea To 0 uwe [27.DEC-2018 -
[rowe—
Onsage Clas Ghengs
Bilng
Primary Labor Locstion Trawsi Time: Catimates
Crew [EVENT SUPP s [1
o [ATTEN tatdng 103 Dutat
Crmw Sizn fiee 0001 Com to Proj
ot Moo 100

Cuvant Lt s

 Print Ticket On et Batch Run
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Work Order

e Add details for this crew (you may copy and
paste details from the email or request, such
as information as what to do during and after
shifts; additional information).

16. 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.
17.
18. From the New Document screen, select:
a. Type : DOCUMENT (DIFFERENT DOCUMENT TYPES)
b. Description: enter a description
Cc. Document - click Browse to select

the document (file)

19. Click OK.

Click New from the Work Order Attachments.

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 &

OO0OO0OO0OO0OO0OOOO

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

12. In the Contingency field of the Estimates
screen, enter the total estimate for this crew GD
R R ‘Work Order Estimate Detailed Estimate
and press Tab. This will update the Total — ke rota
Estimate field. Py Laber 1 oL 0] | )
Supporting Labor 00| .00 .00 Hours | = |
o Lavor | oo w0 0 Labar | ke ‘
[ [ [ | Matecial | |
13. Click Save & e j - & toncien | ]
) L ! 1 »
oy . a0 12 Total Estimate _ ] g
Total Estimate | 52600 w0 52500 vO
14. Close the Estimates screen by clicking on the X. Fressa Extvsio? Seselmas, 0
Crew EVENT SUPP | Ske | 2
Craft  ATTEN Building 103 alsd
Crew Size Foor 0001 Conv 1o Proj,
| _c-nmiz.:::.: P [« Print Ticket On Hext Batch Run
L J
15. Click Tasks tab. “a I‘Q:WT-&;H:'L;ME. Cd=i- 11 B
e  Tasks from parent work order display g Work Order
Wo R [OOSR 2

Paresd WO [WIDESTT

HEALTH FAIR ATTACHMENTS
@ Crews  Pate  Tools  PO%  Fostieg  Fesdings c o

'WORK ORDER HERE - BY DOING A COPY & PASTE
BHFORMATION
TFRGTE DETAILS FOR THE CHILD WORK ORDER HERE

REPORTS

Work Order
© Work Order Attachments - WODB9581

file Edit Query Becord Attachments Help
(¢R B8 YOEO0 e BBEEI
Notes Mail  MERIDIAN  Options
Docurment (Filename, URL, etc.) Source
i [ =
[
[ .
| I
|
[ =
.\ﬁew@ New. Edi Dip al | t
" New Document
Type [DOCUMENT (DIFFERENT DOCUMENT TYPES) /. o\ -
Description _.EMNL .
Document |C:\Users\deros\Desktop\test. msg _ Browse... |
19
OK ] | Cancel |
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20. You will return to the Work Order Work Order

Attachments screen with the document you / Work Order Alachmnis - /41063561

File Edit Query Record Afachments Help

attached indicated. Close the Work Order (3 P Y980 oo BB8E
Attachments screen by clicking on the X. Notes el MERIDAN _ Oplions
Document (Filename, URL, etc.) Source

EMAIL W0

If any changes are required to the estimate
in the work order, return to the work
order, make the change and save.

View | MNew | Edit | Dip Scan. DIF Attach
Changes are allowed until the work order
has been billed.
21. You will return to the Work Order screen. = McGill FAMIS Xi Portal

Click the Save icon B from the toolbar.

ENTER Of COPY & PASTE DETALS FOR THE CHILD WOR

I

Cinge Comments

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

T McGill FAMIS Xi

wcome: Faugc)

Reports BEULLIEY Space Space Survey Space Survey Visual Map Service Request 5SS Admin  Navigator_Test

Eile Edit Query Becord ARachments Help

¢3 Ba YYEO GED BEBEE 2

[Quickpicks -1 Work Order

WoMumber [WOOESETE  |HEALTH FAIR =
Parent WO R

Mmm.s Tasks Craws Parts Tools PO's Routing  Readings  Closing

[~ Asset

Order’ display. Here, the related work
order(s) display.

e 0
Equipment |
= ~ Current Ststus /Dates ————————— Tracking 1 Library
s T = - — s
[ Requast
Priority |4 Material Status. [ ety st 1
Lz Start Date | 30-NOV-2018 Wl Related WO
AssignedTo | | DueDate [14.DEC-2018 | v
L ’ s teteil e S Hon-Available Creata WO
| Billing
~ Primary Labor " ~ Location N l_l?'_ﬂ“'_h?“_ Estimates
crew [CUST swe I
cran [CUST [ Buiding [103 Dates
CrewsSiza | Floar :-0201 Comi to Proj...
Ldid ] [ Room (100
Current Est Hrs. . - + Print Ticket On Next Batch Run
. (L - -
2. The list of ‘Children of Current Work B McGill FAMIS Xi |
5

Space Space Survey Space Survey Visual Map Service Request 5SS Admin  Navigator_Test

Weicome: masRS0)|

Eile Edit Query Hecord Amachments Help

¢3 Ba YOEHO OGO BEBEE

Quickpicks ~  Work Order
i Rilated Work Orders - WODG9576
Eite Edit Query Becord }_\r:!ammzn!s Help
(¢3 B YOEO oD BEEHE " G)

Parent of Current Work Order

WO Humber WO Status Description Crew Start Date Due Date

4
Children of Current Work Order |

WO069581 OPEN IIE\!EM'I' SUPP 13.DEC.2018 27.DEC2018 2

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

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

2 McGil@

| B Ll [Navigator MVisual Map  Service Request

FAMIS Xi Portal

Weicome: JOE!

T McGill
Reports Visual Map Service Request

FAMIS Xi Home

Quickpicks

My Documents

Assessments
= McGill DM - Read Onl
Deficiencias Msntenanta Moo

MCG FMM View

Deficiency Projects

Capital Progects

Work Cidars

Folders display. Double-click Work Orders

Double-click Work Orders.

The Work Order screen displays.

To enter the Work Order number in the

WO Number field. -

a. PressF7orclickon T icon from toolbar.
(fields will turn blue)
(¢33 Ba[Y0E0 oL BBDE

AN AN

b. Enter the description surrounded by % in
the WO description field (e.g. %CONVOCATION%)
Work Order

“[convocaTioNs

c. PressF8or clickon ¥ icon from toolbar.
(¢ B8 YOE0 a0 BE8E]

7. The first work order that has the description
displays. If this is the work order, take note of
the work order number.

8. |Ifitis not the_right work order, use the Next

Record icon ™ to scroll thorough the work
orders until you find the one you are looking for.
Take note of the work order number.

T McGill

Reports LEWTEILY Space Space Survey Space Survey Visual Map Service Request S5 Admin  Navigator_Tes

FAMIS Xi Home

T 1y Documents.

| Quickpicks

Maintenance Management Admin B RECREEE]

-'J".JSEMI:e Requests =
-'l'..] Wendors

E=dWark Orders

FClose Rowte

HJExpress Waork Order

1 Standing Wor Drdars
HSIWork Order Clotwg
HElWork Order Mass Change
=L )Work Order Ticket
HWork Order Cost Summary
L] Route Work Order Ticket
E-_JRepors - Active WO

I Reports - WO Invoices
~JRepors - WO Labor
E-_JRepors - WO Materials

| All Menu tems

Eile Edit Query Record Aftachments Help

(¢3 B8 Y0HO0 B0 BBRHE 7
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Cancel a Work Order

To cancel your work order:

1. Accessthe Work Order. T McGill FAMIS X}
::“::I%Gm :;mezl::“"‘ﬂ Space Survey  Visual Map  Service Reguest 55 Admén  Navigetos_Test
+0 Ba YOEO oo BBEHE ¥
2. Enter the Work Order number in the WO e S
Number field. If you do not know the WO e o
number, go to the Find the Work Order section. BN dorvan Twks G | Pas T POV Roang Fesieq Cosey
a. PressF7 orclickon “F icon from toolbar. ot i
(fields will turn blue) st o —— T
¢3 PalV0=0 ofen BBEE 7| = e s
b. Enter the WO Number field. e — o e
Work Order = ) —
WO Humber Mﬂ‘!::: <o) | Ll Priest Tihit On Meet ot Py
c. Press F8 or click on ¥ icon from toolbar.
[¢3 Pa ¥[O]50 oo BEEE 7|
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 Work Order
Ticket from the right. womamser 06505 NI = -
Pareed WO { [ ATTACHMENTS
RN svbitos  Tasks | Cews  Pans e PO | Roung  Resdegs  Cleseg
- Asset
Avect Cls | [ Q& INFORMATION
Enipent S
~ Gonars Information ————————————  — Current Stetus i Bates ———————— Tracking 1 Library i
e [BENTS [ suon. [OPEN 3 T e
prioety (4 ( Matoriad Status | . s REFORTS
Mothoa | ;s StwtOate 22NOVI01E 0l -i-t-hﬂ—> Wiork: O
aaskyncte){ . Duetwe §OEC-018 | Croats WO
Sutege Class o r ¢ e |w -k bl AR
L ! = Edling
~ Primary Labos ~ Location Traral Tima Estimates
Crew |CUST s (i [ —
= : ! =

2. The Print screen displays. F BB
— Report Criteria
fwoossses [
" All Marked To Print For Crew IALL 0)
All Marked To Print For Craft :ALL [
* &ll Marked To Print For Assigned To IALL i
~ Complete Route
3. Click the down-arrow next to Type field to select the B2 hchide Socondery Labor

print destination (e.g. Screen)

z 3
Type [Screen 'N | Set As Default...

prnter | k.

@Eﬂn' J [ Exdit |

4. Click Print.

Record: 111 10 | [ <osc=
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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 ey M(:Gill@ FAMIS Xi Portal

Veicome JOEROS

2. From the Menu tab, click on the down-arrow S sl Mo = Sonvich Rasiiast

and select Maintenance Management Admin.

3. Folders display. Double-click Work Orders.
FAMIS Xi Home

4. Double-click Work Order Cost Summary Menu QLI

i.Maintenance Managerment Admin w

[ [
3]

E' = Purchasing

| 241 Schedules

E_15emice Requests

& 1Vendors

FAWork Orders

H=1Close Route WO's
H=IExpress Work Order
H= Standing Work Orders
% HWork Orders
HWark Order Closing
HWork Order Mass Change
= Twork Order Ticket

ok Order Cost Summary|
L] Route Work Order Ticket
E-4_1Reports - Active WO
E-_1Reports - WO Irvoices

Type AII Meny_llems - E
5. The Work Order Cost Summary displays. Enter Work Order Cost Summary
the work order number in the WO Number field. "
If you do not know the number, go to the Find wo number [INSIN |
the Work Order section. BarentWo
a. PressF7orclickon T icon from tool bar.
(fields will turn blue) Work Order Cost Summary
(¢3 BE[YOEO PO BEEEE 7|
woMumber WO0B9527  |EMBA REVIEW SESSION =
Parent WO | [
b. Enter the Work Order number in the 5 Wil Wivaeatll (Eaie Racial Evkee costal IE ited
WO Number field.
Estimate Actual Committed Balance: -
= r 3 r | Request..
c. PressF8or click on ¥ icon from tool bar. ot PR | . !, - e
[¢ea Ba vOlso eween BsEE 7| woces | o o [
Equipment 0| ) [ ) L -
Contingency | 31200 [ [ 31200
6. The Work Order Cost Summary screen will be Tota 31200 o o] 31200
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 Number [WD0G9527  |EMBA REVIEW SESSION =
i, T

Summary Labor Matenal Invoices Equip Rental  Misc Costs
Billing Date Account Amount

154060.00028.700069-1000 000000 000000 31200 =

[
! |
[ [
I ik
[

[

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. PressF7orclickon 7 icon from toolbar.
(fields will turn blue)
[¢3 Ba[Y9E0 oEen BBBHE 7|
b.  Enter the Service Request number
Senvice Request
c.Press F8 or click on & icon from toolbar.
[¢ca Ba YO0 meen BaEE || | ot @
SR Mumber | SROO02124 HEALTH FAIR
s
3. The Service Requests displays. i
TR coives Other  Related Work _ Routing
m:::u:::m SABADOS, JOYCE | [ swe |1 Hiling
Tetophona 5143961532 Buikding  [103 [ Work Plan
4. From the Main tab of the Service Request, click AN . — _ Chack Dups
on the ... next to the Status field to change it s e e | S —
from SCHEDULED to CANCELED. i*-c'- [ [ 5| [ o
. [rom= = Ca=
5. Select CANCELED from the Statuses list. ‘ e - . /.“ L
stotus [ SENENEY | Assigned To |
6. Click OK.
Find[%
Status
REQUESTED
WAESTIMATE
WAPPROWVAL
WAREVISION
CONY CP
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.

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

and select Maintenance Management Admin.

2 McGi

LENNU Y INavigator WiSual Map  Service Request

FAMIS Xi Portal

Weizome JOEROS

T McGill

Reports [LERNEUEY Visual Map  Service Request

[Quickpicks -

Assessments
Deficiencies
Deficiency Projects

Capital Projects

FAMIS Xi Home

DL

McGill DM - Read Clnli = |58 ] | 5=
MCG FMM View .

3. Folders display. Double-click Work Orders

4. Double-click Work Orders.

T McGill

Reports L ERTETET

Space Space Survey Space Survey Visual Map Service Request S5 Admin  Navigator_Tes|

iOunckmchs =

FAMIS Xi Home

[ .

Maintenance Management Admin -

B Service Raquests i
G- 1Vendors

EHAWork Orders

HClose Route

HEExpress Work Order

HE1Standing Work Orders

o Cooec]

H=IWork Crder Closing

HEAWork Order Mass Change

- IWork Order Ticket

HIWosk Order Cost Summary

L 1Route Wark Order Ticket

“JReports - Active WO

“J Repods - WO Invoices

“J Repodts - WO Labor

E-4_1Reports - WO Matenals =

Type |All Menu tems
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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 L3 icon from toolbar.
(fields will turn blue)
(¢ea Ba[Y0E0 GEen BBBE

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

c. PressF8orclickon ¥ icon from toolbar.
[¢3 Pa vY[Ol§0 cEtec BEBE 7|

Click Request from the right.

28] . T
F McGill FAMIS Xi |
Reports Space Space Survey Space Survey Visual Map Service Request 5SS Admin  Navigator_Test

Eile Edit Query Eecord Amachments Help

¢32 Bad YOYEO PO BEEE 2
[ Quickpicks Work Order
TPl - s OPEN 10 FusL] 2

Routing  Readings  Clozing

T crbaes  Tasks  Crews  Pais Toos PO’

Asset
Asset Class |
Erpuiprment
| [~ Current Status / Dates | Tracking 1 Libeary
Twe [EVE [ Stotus  [OPEN - = =
e w £ Request
it e Tracking 2 =
Mothod | Start Oute |14-DEC-2018 Blr— | Ratated WO
AssignedTo || eowe QoOECHNE ()| [ cemewo
Outage Class [ [ Completed [
. ! Bdling
. L ~ [ Uosation —— Travel Time [ Estimates
crew [CUST ( sie (1 ( [
[— [ Dates
e [CUST Buidog 105 -
Crew Size r Floor 0001 | Conw 1o Proj
Evthrsl | f Aoom [10; ) .
Current EstHrs | | | 102 # Priet Ticket On Mt Batch Run

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.

Request Information - W00B3582

= Type — Request ~| o
Type of Request |SERVICE Neme |SABADOS, JOYCE
@Ww [sroonzta0 Telephone 5198162
Phase | Department (00526
MailCode |
FaxMumber |
Cetiwlar |
Deficiency Project | L Pager ]
Capital Project | Email | JOYCE SABADOS@!
Budget Code | 0 shin |
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
FAMIS only works with Internet Explorer.
1. Ensure that you are using Internet Explorer as the

browser.
Enable Compatibility View Q ()| @ htps://afamisl.ncs.megill caB181/cas/login?se
1. From Internet Explorer, go to the Tools menu. File Edit View Favorites | Tools JHelp (1)

b & hatps://qfamisl.ncsmegill.cailil

2. Select “Compatibility View settings”. S e Perube N e
s 810206) S102(28) §]  Delete browsing history.. Cirle ShifteDel
i InPrivate Browsing Ctrls Shifte P

Enterprise Mode
Tum on Tracking Protection
ActiveXl Filtering

Add site to Start menu

View downloads Ctrle)
Pop-up Blocker *
SmartScreen Filter

Manage add-ons

s, (2)

3. The website “mcgill.ca” should be listed in the s i
box labelled ‘Websites you’ve added to [l Change Compatbilty View Settings
Compatibility View’.
Add this website:
4. Ifit’s not, enter “mcgill.ca” in the box labelled e i ‘M—@
“Add this website” then click the Add button. Websites you've added to Compatibiity View:

®

5. Make sure there is a check in the box labelled
“Display intranet sites in Compatibility View”.

6. Click Close.
[V] Display intranet sites in Compatibility View @

[ use Microsoft compatibility kists
7. Close FAMIS and access it again. Learn more by reading the Internet Explorer privacy statement
[ cose — : )
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Add FAMIS as a trusted site G@l@ https://qfamisl.ncs.megill.ca:8181/cas/login7se

1. From Internet Explorer, go to the Tools menu. File Edit View Fovorites | Tools |Help (1)

] Delete browsing history... Ctrl+Shift+Del
1 InPrivate Browsing Ctrl+Shift+P
Enterprise Mode

Tumn on Tracking Protection

ActiveX Filtering

Fix connection problems...

Recpen last browsing session
Add site to Start menu

« . ” ¢ View downloads Ctrl+)
2. Select “Internet Options - ,
i SmartScreen Filter >

Manage add-ons

Compatibility View settings

Subscribe to this feed...

Feed discovery L
Windows Update

Performance dashboard Ctrl+Shift+U
F12 Developer Tools

OneNote Linked Notes
Send to OneNote

Report website problems
Internet options HZ)

3. Click on the “Security” tab. I
4. Click on the green checkmark named “Trusted @
Sites”.
(2

. Huee ” o J
5. Click on the “Sites” button. g Trusted sites i
This zone contains websites that you 'ﬁ:ﬁw :
trust not to damage your computer or
your files.
You have websites in this zone.

Security level for this zone
Allowed levels for this zone: Al
Medium

- Prompts before downloading potentially unsafe
== content
- Unsigned ActiveX controls will not be downloaded
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Trusted sites [ 5om]

| .

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

6. Inthe ‘Add this website to the zone’ box, enter J this zone wil use the zone's security settings.
these three websites, one at time:
e https://myfacilities.mcgill.ca b bt
. https://pfamisl.ncs.mcgill.ca @—Vhl‘rps:,-’.a'myracilities,mcgill,cal Add
opeas . Websites:
e https://myfacilities.mcgill.ca [ 21 [ B
. ) hl‘tps:,n‘fcrns..m:gil,@ = |
7. Click the Add button for each website. https:/fhorizon.megil.ca

https: //mcgill-myfiles. sharepoint.com

[ TRy | SO |

8. Click Close [¥] Require server verification (https:) for all sites in this zone

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 e e O e

Record: 111

messages.

Icons from FAMIS menu bar @

2. If FAMIS is still not working properly:

File Edit Query Record Attachments Help

a. Click the Clear icon [_] to undo all the typing ( ¢B BE8 ¥YOH \:',1 R=R =R f;j BEEE
you entered on a form T T " "

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: @

T McGill FAMIS Xi Portal

a. Click the “Refresh” link located at the top e P T — :
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.
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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
BLDSERV (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¥91  McGill University — FAMIS Training Using FAMIS For Event Management
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FOAPAL Service Request Chart of Accounts — use ‘1’ for McGill
Work Order
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.

Status Service Request For the Service Request, use the ‘Scheduled’ status.
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Tracking 1

Tracking 2

Type

WO Number

WO Status

Work Order

Service Request

Service Request

Service Request
Work Order

Work Order

Work Order

F¥91  McGill University — FAMIS Training
Last Updated: January 14, 2019
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The Work Order statuses follow. Statuses 1 to 4 are
Active Work Order. Statuses 5 and 6 are Inactive
Work Orders:
1. Assigned
Open
Pending
Complete
Closed
Cancelled

o v s N

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

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

Note: there is a limit of 10 characters.

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

Note: there is a limit of 10 characters.

Select the correct type that corresponds to the
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.
Work Order number.

Work Order status

Using FAMIS For Event Management
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Additional Resources

FAMIS Service Request
SR # Service Request Title
[Favoraes Service Raquestl l
- S 1
Paront WO [
Invoice Capital Project I
Misc Cost Deficiency Project
puchase Order | ([ EENE Awibtes  oter  RelatedWork Routing
Service Request ’ I_n.q."_m=nrmnhn _______ =) IL_.,““,,. _ ________ | e
Requestor r— = [ Requestor_|SABADOS, JOYCE | I sue [1 I
. Telephane 5143961532 | Buiding 103 Work Plan...
Maint Project I Atemate Req || | Floor 0001 |
Rsitb i ] I ! | Chack Dups
Waork Order Closing S Yemohans i1 ) 1 Room 100 P 1
1 Request Date [ 30-NOV-2018 3 14PM | I Zone |SW - ||__c:m|o Proj
'_ —————————— W ——— ——————— — Creata WO
Bkt L : M Dates
Equipment |
Type ———————— 1 4" _’3"'_“
Priority o Twe [EVENTS | Non-Avsil Time
Priority 14 | Crew [CUST
Status Status | SCHEDULED Assigned To |
_______ Print Work Order Ticket

FAMIS Service Request - Billing

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

Click to
access Work
Order #

Click for
Billing

Location

Service Request

Eile Edit Query Record Aftachments Help

B L e S A

Con

BNl O-S FIRM PRICE Bl

(¢33 B8 YOEO GEGL BEEEEZ

Select Billing

Billby Fund | Accounting Hold

Reason |

— A it Details

Add . .

T i
FOAPAL(s) (154046-00028-700512-1051-000000-00000C/50.00 |

Order Last Fund Limit

ol

|

(199855-00360-700069-7200-000000-00000cs0.00 | [ | | | [
| | | | [
| || 1L [ |
l [Pl l l .f
1| | »
H OK ] | Clear Account H Cancel | | Tenants... | | Dates... | | Audit... :

Type
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FAMIS Work Order

WO # Work Order Title
Work Order
e e e e’ e e e = e 2
wonumber (wo0eos7e | [ENRENE  _ _ _ _ _ _ _ - ]
Parent WO [ J
Description —thks ] Crews Parts Tools PO's Routing  Readings  Closing
L
— HAsset
Asset Class | | QG | Status
Equipment [ | U ‘
T — General Information (— Current Status /Dates — | Tracking 1 Library |
ype Twe [EVENTS (] status [OPEN VY (] —
Priorit -> e ;VENTS IL_: i %U J | Request | Start &
riori y Priority Material Status Tracki — e
o) G — ing 2 —_—
Method | 0 I “Startbste [30-NOV-2018 ——t l —Remewe——r Due Dates
. '7 A | P yva— P —
ol [ —{-fil e el .'_'.'I Hon-Available | Createwo |
Outage Class [.) Completed ] :
= . l | Biling | Click to add
Crew I:PrimlryLabor H Ir— Locati | - -l[TrwalTime | Eslimalesd—.{——‘" total estimate
P crew [CUST () site |1 J '
Craft ;7 - I | IR L— I [ Dates |
craft [CUST [ Bullding (103 Lo S —
= T crew Size i == [ Floor 0001 €T — Convtg Proj | .
Est Hrs/ | | oo ]'—1 0 l:l e Location
Current Est Hrs | = 1% print Ticket on Next 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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