A\ AWAREMANAGER Completing Work
Quick Reference

Right-click on Work and select Open By Search. =6
Work Open With Maximum Records
Enter search criteria to bring up the records you need to Tracks Work p g R
organization

Cpen With Mo Recards

review/complete, Typically Work Status Type Open to Open.

= HINT: create a
Work Search Record.set to make
accessing your open
Keywords: work quick and easy.
@ Value: " Number = =g Refer to our Recordset
© Range: _Assigned To: W..._~ = to = @ Quick Reference.
© Range:  Date Entered - g o = @
®

Highlight the work record you want to adjust/complete and click Change from the Toolbar or double-click on the record
and select the Change icon.

Enter information into the following fields (in the upper right-hand corner on the standard form):

Work Category: CLM Cleaning

Wyork Status: FEMDING Fending

WorkList # B +DH /T .+ e swgnmm T

Recaived: January 5, 20038 e 17:33 ©
Scheduled: January 5, 2008 e 1803 €]
Assigned To ' |work Status a Reduired: January 5, 2008 CIEEEIC
0552 FREIGHT BLINKY BILL PENDING Started: January &, 2009 B 17:50 ¢
0553 PAINT FIXUP FRANK PENDING Completed: January 5, 2008 BB 158:00 @
Closed: Decemnber B, 2011 B 1156 @]

e Work Status B -

PENDING The work is on hold (i.e. waiting for a part).
COMPLETED The work has been finished (but not all billable information has been recorded).
CLOSED The work is completed and all details are recorded if billable it is ready to be billed.

e Dates/Times

Entered, Received, Scheduled and Required typically will have defaulted during work entry. The following dates/times
should default when the work order is changed to a Closed status type. You do not have to manually enter these unless
there are no Time details for the work record.

Started When work began (based upon the earliest time record in the Time detail tab)
Completed When the work was finished (based upon the latest time record in the Time detail)
Closed This will default for you (to the current Date/Time) when you change the work status to CLOSED. Only

change the work order to CLOSED if all of the details have been entered and (if billable) it is ready to bill your tenant.
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A\ AWAREMANAGER Completing Work

Quick Reference

Enter information into the following fields:

o Description: Review Description and edit if necessary.

The contents of the Description field typically appear on the AwareManager Portal pages.

o Notes: Record any details regarding the work in the Notes field. Typically this is used to record what action was
taken to resolve the issue.

The contents of the Notes field may appear on the AwareManager Portal pages.

e Work Details: Enter details in the tabs at the bottom of the work record; Time, Materials and Vendors.
o Charge rates will only default on work orders with the Billable checkbox checked.
o Even if the work order is non-billable, enter the values to record cost details.

o If the Charge field defaults you can clear the amounts for non-billable work orders.

Custom Fields  Related  Total Amounts Additional Amounts Waterialz Wendors Readingz  Tasks  Other Links  Miigation  Timestamps  Files  Reminder

Start Date ' Time Type | Total Time| Descriptiol Hourly Ch{ Hourly Co| Total Cha 1.4
January 5, 18:00 REG 0167 |Cleanin... | 40.0000[ 350000 $6.68

0.000 0.0000,  0.0000 $0.00

Custom Fields  Related  Total Amounts  Additional Amountz Time JEGEGEGERM “Yendors | Readings Tasks | Cther Links | Mitigation  Timestamps  Files  Reminder

Material Description Purchase Cluantity Unit Pricq Charge Unit Cost| Cost |mventor
COPPER FIPE Copper Pipe 00001 1.000] 20.0000 $20.000 158700 $15.87
MOTOROIL Motor Oil 2.000[ 7.8000 $15.60,  7.8000 $15.60

Custom Fields | Relsted  Total Amounts Additional Amourtz Time Materialz SSEREWN Feadings Tasks | Cther Links

Vendor Description Purch
FLUME TIME Flumb Time \ $1,200.00 $0.00
Save the changes by clicking on the Save icon when you are done. * TI|P: Enter the Invoice number for any

Vendor Invoices into the Description field.
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