A\ AWAREMANAGER Processing Web Requests
Quick Reference

To process work orders entered via the web first use the Search feature find all work orders with the Source of WEB to
WEB.

Hints:
e You may want to create a Recordset for this search so you can quickly and easily access the list at any time.

e You can set up a Work Trigger (based on the source of WEB) to email the Operators responsible for processing
work orders.

e You can set up your status control panel to display work orders for the source WEB.

1. Right mouse click on Work and select Open with Search.
2. Enter the search criteria to bring up the work records.

Source = WEB to WEB, and any other criteria (if applicable)
Work Status Type = Open to Open
Work Status = NEWREQUEST to NEWREQUEST (if you only want to see new work)

P

Work Search

Keywords:
(=) Range: ~ Work Status Type - ~ Open - tu_ Locked - ©
© Range: _ Source - _Web v 10 Web * | ©
© Value: _ Date Entered - 6]
®

3. This will open the list of work orders that have been entered via the Work Request Form based upon your entered
search criteria.
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OPEN August 10, 2010 SMITH.ANN tes testetzts
3976 HVAC-OT PENDING September 3, 2010 Should not show in history -» days set to 0
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4. Next, assign the work (if the assign to value has not defaulted based on the work type).
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Tim e | Receive i
X L
Change Assigned 1
Worker hd = \Jé
:
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CARFPET OME
CARPET ONE
CARPET ONE
CARPET ONE Email
SMITH.ANMN EAGGADONU. .. | Joey Bagg. .. | baggadonuts@nl0. .
CARVER J Joe Carver | jcarver@mgmt.com
CEUCKLEY Chris Buc... | chuckley@montefio. ..
i I~ rrey 1T h R al=Tal= =T A= = =) F

5. Change the status, if necessary, to indicate the work has been received and assigned.

. Status | Division | ssigned To a »®| Date Entered| Time Entered
| OPEN N0RAR Warch 18 08 0g
| PENDING {ll&
PEMNDING 1€
PENDING Change Work Status e
PENDING Wyork Status: = 1<
covpLE [ —
Date Closed:
FEMDIMNG Time Closed:
PENDING Choose Work Status /@ 4+ 4 ¥
PEMNDING
PENDING - Code Color Alert Description
51818} [ ]
APPROVED Cyan Fermit Ap. .
ggEEDULED gggig glL ARCHIVED None Archived
CLOSED Mone Workis d. .
Blue Wiork has ..
NEWY TEST 00BAR Mone new test
NEVWREQUEST Orange Mew Reqgu. .
OPEN Mone Open

Hint: You can set up a Work Trigger (based on the status OPEN) to email the Assigned To person(s).
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