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Office of Administration
Facilities Management

General
Qur genaral tools are available to everyone. If you need access to one of the AM Access
administration toals on this site. please ask your supervisor 10 contact us directly. « Request Access to AIM

« Review Requests for
Adm tration Too

AIM Access

11 you've been given 3ccess 10 any of the A0MINISITation tools on this site, please make

sure that your web browser can accept cookies. then log in below using your UT Dallas
NetID 31 Password. Once you log in, you Should be 8Ble to se& your available 1ools Work Requests

Report a Problem

« Make a Work Request
« Review a Work Request
Nt [Not UTD-10) eview 3 Work Reques!

- Work Request Terms

Password [Fargat ysur password?)
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- Take the time to get to know the
technology and applications that
will be used by your technicians
and staff. They will need help
troubleshooting issues as they
come across them and you need
to know how to help them.
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TRAINING MODULES - OUTLINE

*  “Workflow" Module *  “FiRE” Module

For Shop Supervisors/Foremen For All Shop Personnel (Supervisors/Foremen & Technidians)

Work Processes and Reminders Work Management:

Using Your WorkDesk Assignments
Daily Assignments Queue
Leave Codes Timecards
Shop Availability Home
Hands on Activity Walkthrough
Questions, Concerns, Comments. Hands on Activity
Questions, Concerns, Comments
Objective; Supervisors will spend the next 1-2 weeks using Daily
Assignments and developing their own routines to dedicate daily Objective: to become familiar with using your iPad to
time to work order processing complete/process assignments while on the job.

*  “Timecards” Module
*  “TheiPad” Module
For Shop Supervisors/Foremen
For All Shop Personnel (Supervisors/Foremen & Technicians)
Timecard Approvals
Issue iPads Rapid Timecard Entry
General application setups and, Hands on Activity
Basic use of your Apple Device Questions, Concerns, Comments
Questions, Concerns, Comments
Objective: Supervisors will learn how to confirm work hours
Objective: to become familiar with keeping your device with you at generated by technicians, and how to create new entries for missing
all timés and to practice basic functions of the Apple iPad. time. This will need to be integrated into daily routines.
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CUSTOMER SERVICE

Excellent
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Workflow: The Process of a Work Order

Work Order/Phase Confirmation Email sent Shop Supervisors/Foremen assigns shop
created & Saved to Shop person(s) to work order phase and
(10-Assigned) Supervisors/Foremen creates Daily Assignments
(60-Scheduled)

Input job notes in

Notes Log
with Stopwatch (Enter time) (80-Complete)

Shop person(s) travel Shop person(s) Start/Stop time s Job Complete?
to jobsite

Will Have to Return to job
— Parts/tools/s
(Replaces Timecards) (Ex. — Parts/tools/service)

20-Material_ordered
25-Material_complete

Work order phase is Work order phase
submitted back to Shop correct? Work order phase ready to bill at the
Supervisors/Foremen for next scheduled billing date
review. (85-Review)
Revise/Adjust
Make Corrections
necessary
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