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Prerequisites and Roles

® Prerequisite

UK _100 IRIS Awareness & Navigation
= |f you have not completed UK_100,
W f please do so prior to taking this
| ...R-.I....S course.
et
- — ® Roles

This course is primarily intended for

— all Plant Maintenance managers,
supervisors, and workers who will
process work orders will take this
class.
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>
Course Content RIS

® Setting the Training Environment — Activating GUI-XT
® Unit 1 — Work Planning Overview

® Unit 2 — Work Orders Overview

® Unit 3 — Creating a Work Order

® Unit 4 — Changing Work Orders

® Unit 5 - PM Materials

® Unit 6 — Work Order List Displays
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A AR
Course Assessment '-:.-;':U_E_L_.

® There are two parts to the Work Order Processing assessment
which must be completed successfully prior to receiving credit for
this course.

® Part 1 — Check for Understanding: This is a series of questions
which will be presented at the end of each unit. To complete:

Click on the radio button next to your answer (& the easie:
Click on the Next button | wexr»
Repeat Steps 1 & 2 for each question

After answering all of the questions, click on the Submit All
or Submit All Answers = submitallanswers | button

Upon passing, click on the Finish button to continue to the next unit
in the course = finin
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. WD
Course Assessment (Continued) /o R]

® Part 2 —Work Order Processing Assessment: This is the

hands-on portion of the assessment which you will perform in the
Training Sandbox. Further information on this part of the
assessment will be given to you at the very end of this course.

UK ovivessiny o KeNTUCKY]
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Work Order Processing Practice Guide AR

® As noted at various points in this course, the Work Order
Processing Practice Guide is available should you want to practice
the various transactions discussed in this course.

® The guide is optional and not a requirement for completing
this course.

® To access the guide:

Click on the Attachments link ( ) in the upper-right
corner of this screen

Click on the Work Order Processing Practice Guide link (the guide
will open in a separate browser window)

Print the guide
Follow the instructions listed in each exercise
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. .. . AA P
Work Order Processing Training Environment®iRLS

Plant Maintenance uses a GuiXT (graphical user interface) that changes the
look of the IRIS/SAP screens. On the Main Menu screen it adds push buttons
on the left side of the screen. You can use these buttons to get to various
transactions once your training is complete but during training please do not
use the push buttons to navigate to the various transactions we will use.
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Main Menu screen without the GuiXT activated

Craste Ve Coser

Main Menu screen with the GuiXT activated
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. . . 'G?IR]
GuiXT Activation e

If your screen does not show the push buttons on the left side of the screen you
will need to activate the GuiXT by following these steps:

Click on the Customize Local Layout icon on the standard toolbar.

Click Activate GuiXT 300 CE0 DHNER ODAD G [l
SAP Easy Act b s
Press Enter o e e | s [ s
. Clipboard . N
= Ggmerale Graphic
Create Shorcyl
Actvate GuIXT

Script Development Tools.
SAP QAN Scpigting Help

This will activate
the GuiXT and your

S

screen should now _i’fffu".'.’"" DtauitScn
show buttons on the b £ Cross-Agsticatien Componants Hard Copy

. b O Logistics Quick Cut and Paste L
left side of the screen. | & o semns S

b+ (3 Human Resources

b O SAP GLY Help
b £ Studen Lifecycle Management |

b (7 informaion Systems Apout

b O Teots
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Plant Maintenance IRIS Project Goals 'g;,_ilg

® Integrate Plant Maintenance with Finance, Human Resources, and

Materials

® Allow enhanced scheduling and planning for work assignments

® Provide work scheduling as well as management reporting tools

® Improve automated updates to customers about the status of work

® Implement a Preventive Maintenance system for buildings, areas, and
equipment

® Use standard SAP functionality to collect utility use and cost information

for recharge calculations

Work Order Processing PM_WO_300_LSO_v1 9

. r .
Unit 1 PRI

Work Planning
Overview

K vnivensiTy or KExTECKY Work Order Processing PM_WO_300_LSO_v1 10

Work Order Processing v10 PM_WO_300



Work Order Processing PM_WQO_300

The “Plants” in Plant Maintenance g

® The Maintenance Plant
Represents the physical facility
The entire UK campus: buildings and grounds
Represents the place where maintenance materials are kept
Always UK10

® The Planning Plant
Organizational in nature
There are 4 main Planning Plants:
- Main Campus PPD (CPPD),
- Medical Center PPD (MPPD), and
- Housing (HOUS)
- Capital Project Management Division (CMPD)

Work groups are grouped by plant

Work Order Processing PM_WO_300_LSO_v1 11

Functional Locations B e

® The Functional Location identifies the physical location of a building, room,
elevator, stairway, equipment, etc.

® The Structure of the Functional Location is as follows:
The first level would be the “campus” (LX-)
The next level is the building (LX-xxxx)
The next level is the floor (LX-xxxx-xx)
The next level is the room (LX-XXXX-XX-XXX)
There is a separate structure for Grounds (exterior space)
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Functional Location Structure - Example

AR

® Click though the following example to see how a location, room 72 in
McVey Hall, is identified by the functional location.

® The Building:  LX-0045

McVey Hall

® The Floor: LX-0045-00
McVey Hall, basement,

® The Room: LX-0045-00-72

McVey Hall, basement, room 72
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AR

How Functional Locations are Used i

® Maintenance repairs and work requests are written referencing the
functional locations.

® Work orders may be listed by functional location or rolled up to the
organizational area (CPPD, MPPD, HOUS, CMPD).

® Accounting information for chargeback is automatically assigned to the
work order from the functional location. (This may be overridden if
required.)

® Statistical reporting will provide summary work order counts and costs at
the functional location or the organizational level(s) above it.

® Equipment may be assigned to a functional location.
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I ]

Unit 1
Check for Understanding

Unit 2 RIS

Work Orders Overview
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What is a Work Order? iR

=

A work order is a financial and work management transaction used to
plan and charge labor, stock materials, non-stock purchases, and services

It is integrated with Financials, Materials Management, and Human
Resources in the IRIS system

A Work Order may be created from a Notification or without an existing
Notification

Multiple Notifications can be turned into ONE Work Order

UK ovivessiny o KeNTUCKY]
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Why are Work Orders used? iR

=

Work Orders are used:

® To plan and schedule work

To accumulate charges for work that will be recharged to others
To document the costs of an event

[ ]
[ ]
® For Preventive Maintenance work

I UNIVERSITY OF KENTUCKY]
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Who Creates Work Orders? "-}"LBL.

® This function will be used primarily by the Dispatch area (Work Control
Centers) to create orders to initiate work to be done.

® Authorized users responsible for creating orders for their area will also
have access to create work orders in IRIS.

K oNIvERSITY OF KENTUCKY Work Order Processing PM_WO_300_LSO_v1 19

AR

Required Information on a Work Order

® Order Type - A four-character code used to distinguish the different work
order types.

Examples: REPR = Corrective Repair; RENV = Renovation

® Priority - An indicator of when this work should be scheduled.
Examples: Daily Operations; Emergency

® Object to be maintained — Functional Location or Equipment
Functional Location - Place where the work is to be performed; i.e., a
building, floor, room, or exterior (Grounds)

= Example: LX-0030-01-104 = 104 Student Center
(0030=Student Center, 01=First Floor, 104=Room 104)

Equipment —Can be located at a Functional Location
= Example: H-222 Ice Maker
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Optional Information on a Work Order D

AR

® Description — Text describing the work that is to be done; this can include
“long text” of unlimited length

Examples: Repair thermostat; Fix broken window

® Work Duration — Number of hours of planned labor
Example: 2 H (2 hours)

® Main Work Center = 2 fields

Field 1 - Initially created “Unassigned” — but could be changed to the Work
Center or individual responsible for maintaining the order, equipment, etc. -

Field 2 - The responsible planning plant - based on the Functional Location.
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Other Work Order Information "-T,-’*'.BL.

® Person Assigned — could be someone with a specialty in a certain area

® Materials — parts and supplies needed to perform the work
Planned labor and materials
Actual labor and materials costs

® Special Conditions — Examples: may have to wait to do work when
patient leaves Hospital room or when students leave residence hall, or
may be hazardous materials in the area

Many of these items are added later as additional planning is performed for
more complex work orders.
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B vyt by

Unit 2
Check for Understanding

>

Exercise 1 "-'?@f:

To set up your PC to practice the
transaction(s) discussed in this course,
refer to:

Exercise 1 — Preparing to Use the
IRIS Training Sandbox

e @  as detailed in the
PM_WO_300 Practice Guide.

1
Q)
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Exercise 2 'gL@L.

To practice the transaction(s) discussed in
this unit, refer to:

Exercise 2 — Display a Work Order — IW33

as detailed in the
e @ PM_WO _300 Practice Guide.

1
Q)

Unit 3 SIRIS

Creating a
Work Order

26
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Creating Work Orders SIRIS

Work Orders can be created in a number of ways.

They can be created:

®  Directly using Transaction code IW31
®  Directly from a Notification with Transaction code W22
®  Using a Notification with Transaction code IW34

Using more than one Notifications with Transaction code IW34

UK ovivessiny o KeNTUCKY]

Work Order Processing PM_WO_300_LSO_v1 27

Create a Work Order — Transaction Code IW31 'ﬁ'.!h]_.

* Create Order: Initial Screen
There are 3 required fleldS on the Create Header data @ ® Extwithout Saving | Create Order

Work Order Initial screen:

You can type entries directly into the fields
or select them from possible entries.

2. Select a Priority

« Order Type 1
Priority =]
* Priority
Func. Loc.
R 3 . Equipment
» Functional Location or Equipment SR TREC G TG AT ENY, etc)

3 Enter a Functional Location. Ifthis is not known,

enter LX and press the icon below.

Order

Use this field to COPY information from an existing order.
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Work Order — Order Types '?'3':@_

Enter the Order Type or select
one by clicking on the Possible
Entries icon.

* Create Order: Initial Screen

Header data %&] 3¢ ExitwithoutSaving | Create Order

er Type for Maintenar

Order Type | @ Restrictions |
[T

From the list of possible Order Types,
double-click on the one you want to

use.
Fune. Loc, || CASH Cash Chargeout Order

. ) Equipment EVNT Special Event Setup
Dol Bt ot o oo e rsomtmnern 1 7
POSSIble Entrles IISt IS labeled 2. Select a Priority PMO3 Maintenance order-message
Type SM03 — Repair Service but Type 2. Enter a Functional Locatiolf prios - Refurbishment order

H H H ter LX and the i PMO5  Calibration order

REPR - COrreC“Ve (Repalr) IS the ” e andpress Kkl PMOG  Capital investment order
correct one to Used. Order PREV Preventive Maintenance

RENV Renovation (Charged Out)
Use this field to COPY inform Corrective (Repair)

SMO1  Service order

SM02  Service order (with revenues)
SMO3 Repair senice
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4 '
';\l Rl

Work Order Types and Examples e

The table below shows the five Order Types used and an example of each

Cash Charge out Order

Casl Example: Fraternity Work
EVNT Special Fvent
Example: Commencement
PREV Preventive Maintenance
Example: Oil HVAC regularly
Renovation (Charged Out)
RENV )
Example: Install new bathroom
Corrective (Repair)
REPR e
Example: Repair hinge on door
K UNIVERSITY OF KENTUCKY] Work Order Processing PM_WO_300_LSO_v1 30
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Priority g /38

To enter the Priority, click on the Qrder Type  REPR
drop-down icon @& in the Priority Priority
field to see the available choices. D Daily Operations
Func. Loc. E Emergency
L . . = = F Research Fac
Each priority has a specified time Pl g Setrjer?lcmaim
span for the work. The time span 1 EnterorSe - 8 e o HEE,
. . 2 Selecta P .
indicates when the work needs to be S Scheduled Maint
L. . 3. Entera Funy gjective Improv bt known,
performed and is incorporated in the S ——
Work Order. =,
Order
Select the appropriate priority. Use this field to COPY information from an existing order.
WK vnives iy oF KexTuCcK | Work Order Processing PM_WO_300_LSO_v1 31
.. . sl R
Priority and Time Spans for Work Orders L

The table below shows the start and end times for
various priorities for all the areas in Facilities.

Coescripton | St | nd

Emergency 10 Min 24 Hours
General Maint. 7 Days 30 Days
Schedulable Maint. 7 Days 30 Days
Daily Operations 1 Day 2 Days

Research Fac. 1 Hour 4 Hours
Patient Care 1 Hour 4 Hours
Elect. Improv. 3 Days 10 Days

Renovations - -
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. . i
Functional Location 'g‘l_!iL.

If you know the Functional Location you can enter it directly into the field.

If you do not know the Functional Order Type | REPR
Location, you can either click on the: Priority D Daily Operations &
* Possible Entries icon, or
. . Fi L =
- Structural List icon ncoc ©
i Equipment
to search for it search. 1. Enter or Select an Order Type (REPR, RENV, efc.)
2. Select a Priority
We will cover both methods. 3. Enter a Functional Location. Ifthis is not known,
enter LX and press the icon below.
Click on the Possible Entries icon.

Use this field to COPY information from an existing order.
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Functional Location Possible Entries ';"'_BL.

Functional Location (1
Asset | Costcerter | Uppemost FunciLocs by Stuctindicator i @)

Asset |

Subnumber I

Company Cods =] ukoo

Functional Location

Maximum No. of Hits 500

The Possible Entries function is used throughout SAP to search for what could
“possibly go into” a particular field. It is a very valuable and helpful technique to
understand.

The first time you click on Possible Entries from any field, the Functional Location
search box will appear. If it is a tab format, it will open to the first tab. It does this
because it does not know yet how you like to search from that particular field.
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. . . . W
Functional Location Possible Entries (con't ",.',‘-'-WL_-
Asset k Cost center k Uppemost FunctLoes by Structindicator h Uppermost F ||| =)
v Asset
b= E Cost center
Sub-number Uppermost FunctLocs by Structindicator
Company Code Uppermost Functlocs by category
. Uppermost Functl_ocations by company area
Uppermost Functl_ocations by location
Location list
Maxdimum No. of Hits 500 Address

Text (= Description)

Functional location list (service)
Structural display
Classification

Real Estate Object

3 / i

The easiest way to change tabs is to click on the tab list icon. This shows
you all the tabs that are available. You simply click on the tab you want.

Click on the Text (= Description) tab.
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. . . AA P
Search with Possible Entries RIS
Addem Tet |« Dlescoption] | Functional ocation it pervice] M u;]:ﬂl
Descrpoor: M most
Language key { =l
v|¢lBia]|

Now that you are on the Text (= Description) tab, enter your search text in the
Description field.

Remember to use the asterisk (*) as the wildcard character to expand your
search criteria and since you do not know how entries will be listed, it is best
to start with asterisks on each side of the entry...Example: You need the
Functional Location for 72 McVey Hall. Enter *mcvey* for McVey Hall.

Do not use any spaces since they will become part of your search criteria.
Once your search criteria is entered press the Enter key.
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Possible Entries Results

The Functional Locations that match your
query will be displayed and the results -
are always sorted by the first column. In  |# O AR EEERIE

Fun nal Location “| Description of functional Iorat...| Lanqnage‘

o/ Address Text (= Description) annE]

the example all locations with mcvey in Lighas MCVEY HALL EN
. . 0045-00-08 MCVEY HALL - Room 008 EN E
the deSCI'IptIOFI are Shown -0045-00-09 MCVEY HALL - Room 009 EN
/ LX-004° L | Y —
. : LX-004¢ b
If you need to tweak your search criteria/’ |oes ~ : - 225
. LX-004f Deerstion [ “mer|
to either expand or reduce the number of |y e e o
entries found, click the bar under the tab | ;0% ™
headings. LX-004!  pagmmr Mo, o bits 500
LX-004%
LX-004%

The original search criteria will be/ X004t v [ 0| @

. LX-004¢ i
displayed and can be changed. PP EEERIE _
LX-004¢| Fenctional Location Language |
L9045 Jucver N i
) SeE £n Deovesance MCVEY HALL - Roomn 008 EN
After you press enter the new results will L e
. LA-0045-00-12 MCVEYHALL-Reom012 BN
be dlsplayed. L-0045-00-13 MCVEYHALL-Room 013 EN =
55 Enlres found
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WID|c
. : , JAR
Possible Entries Results (cont) i)
- // Address Functional lo
. ]
In this example you needed the v B EEE] o))
Functional Location for 72 McVey Hall. o Rl W o
LX-0045-00-08 MCVEY HALL - Room 008 EN
LX-0045-00-09 MCVEY HALL - Room 009 EN
H LX-0045-00-09A MCVEY HALL - Room 009A EN
When you locate the Functional Coom e
. H H -0045-00-13 MCVEY HALL - Room 013 EN
Location you need, double-click on it to ey [ —
- . - MCVEY HALL - R 014A EN
populate the Functional Location field e [
LX-00. 0-15 MCVEY HALL - Room 015 EN
on the Create Work Order screen. Yo R GE B
MCVEY HALL - Room 016 EN
LX-0045-00-5, MCVEY HALL - Room 057 EN
LX-0045-00-58 - Room 058 EN
LX-0045-00-58A - Room 058A EN
Lx-0045-00-58B - Room 058B EN
LX-0045-00-59 EY HALL - Room 059 EN
LX-0045-00-60 Y HALL - Room 060 EN
LX-0045-00-60A MCVEY HALL - Room 060A EN
LX-0045-00-81 -Room 061 EN
LX-0045-00-69 - Room 069 EN
Lx-0045-00-71 |- Room 071 EN
LX-0045-00-72 MCVYEY HALL - Room 072 EN
LX-0045-00-73 MCVEY HALL - Room 073 EN
LX-0045-00-75 MCVEY HALL - Room 075 EN
K vnversiTY OF KENT i Work Order Processing PM_WO_300_LSO_v1 38

Work Order Processing v10 PM_WO_300



Work Order Processing PM_WQO_300

. . . AT
Functional Location Structure List RIS
Another method to search for a Order Type  REPR
Functional Location is the Structure Priority D Daily Operations &
List.
To see the complete Functional F:'::)mem =
Location Structure, enter LX first 1. Enter or Select an Order Type (REPR, RENY, etc)
and then click the Structure List 2. Selsct a Priority
icon . 3. Enter a Functional Location. Ifthis is not known,
E enter LX and [
The list will take a while to open. L o= cocon e oo
Order F Y =
M Move . .. |
Use this field to - (Repair): |
NOTE: If you click the Structure List icon before N vimmee L
you enter Ix in the field, click the application menu ’C"Ia*'m'” —
to open it and then click Stop Transaction. create Session
This will take you back to the main SAP Menu e R T
screen and you will need to start over.
Func. Loc.  LX
Equipment
K vniversiTy OF KENTUCKY] Work Order Processing PM_WO_300_LSO_v1 39
. i ALY
Create Order: Structure List e

Once the Structure List appears you
will be able to see all Functional

Locations and Equipment Locations. e
Fe

#e

rad

You can expand and collapse ;f
locations as needed by clicking the 23
triangles or the FunctLocation icon 43 23
— 33

5 COe QLE DDad 0OF o8

* Create Order: 5

You can expand and collapse yEQEED % Ea
equipment as needed by clicking the gesss & 0 R iy

equipment icon &g

AR
Radag

Clicking the double arrows shows all
objects.

e WWREN
e dfdasd
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Create a Work Order — W31 %@

* Create Order: Initial Screen

| Headerdata |4 | % Exitwithout Saving || Create Order

Once the 3 required
fields are complete OrderType | REPR.

Press Enter

Fneloe |x-cois-c072 [
Ewpment
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Multiple Work Orders for Functional Location kL

If there have been 3 or more work orders |y s
for this functional location during the

Oh ti';
P

SBelectindic.since 07/2009  Selectnofif since 07/27/2009

previous 12 months, the Object BrkdnReptd 0 ProsssDays @
Information box appears. e e %
Description Date. Completion P
. . . o N ir ‘window 03/29/2007 D
This is an informational notice only and ek cham s o 0312012007 b
alerts the user that there might be a Repar broken soum windoie s C)

recurring problem and that proactive 7 ] ]
action might be taken when time permits. | oo e. s

Basicfin. date 83/31/2087
Priority D

Press Enter to close this notice and
proceed to the work order screen.

Y | Maintenance items || Linkfromio || Link object &3
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Anatomy of a Work Order ;%:r:.lﬁ

- Save and Exit
Coe RDHE hhon DE @R _—
5 * Change Corrective (Repair) 0: Central Header / Release and Save
Ao TR B DS [ X Dawithou Saing | Customer lrmabien | Save and Dl | Releade and Save

Description

Order Type/Number | REPR 8070000005200 [eak in tascetvaie © @\ .
R B e ) To add more detail
to the description

. HeadeiCats | Operstons | Components | Costs | Objects | Locabon | UKFaics |

PunnesGip Hoatdn ieeoesze |2

Main Work Center | unwees umsssioy /o770 Camews pRo s 150 Priority
PUACTyEe /
Basic start Beoslan  09/28/2910 11:51  Prigey DOsly Oparsions 3 ™

and end times | gpemn o
Functional Location | Ffuncioc  Lx-0845-00-71 MENEY HALL - Room 071 By
Faupmant a8

Ereakdownindo | Codes §j Repored oy

TN 115300 | Eroakdown
00.00.00 Rraakdown dur "

|2} cekmy 1 Catcutate guravon m |
Work Center Plant || ooy i | o0 cuiier ot s e |

Planned Labor Required | Lasorfesd H o [humee [t Opmaw 1 H LR
Peison no
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Create a Work Order — Description SIRL

a1 @@ DHE HDHL

@& * Create Corrective (Repair) : Central Header
P 0% T B D& B X EmwmotSaing | Customer inkrmation || Sawe and Exk | Releass and Save

- e mrrmes @z In this unit you will only
. enter a short description
HeadeData | Operaions | Componsnis | Costs | Objects | Lecaton |
and planned labor.
PlannarGip Hotfcin I&Mﬂﬂ! z
Mnwkcr  UNASSIGH [ CPPD Cameus PRD Un uso
PMACTDe . .
Enter a description of
Bsostad  07/20/2010 15:45  Priosy O Caily Speratons B <]
ERER vy 5 the work.
Func Loc  LX-0045-00-72 MCVEY HALL - R 072 2
Equgment i
To add more detail, click
on the Create Text icon.
Brexmoanife | Codes j Repodedty
Malfstat  OTr2Tr2010 15 45 44 Breakdown
MaifEnag 00:00.00 Breakdown dur. "
| First operation {
[FOperalion’ " Rapair door hindge (| cokey 1 Caleutate duesnon @ |
| WeCE@Im  UNASSICN F CPPD Cwlkmy  PHOT AcyType  LABOS |
| Lasar Rega " Hurmisar Oprin dur H
| Permon pe |
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@ 118 CQ0 DR Doon AR @8

W@ " Create Corrective (Repair) : Central Header

B BT O 5D P G X s casnamssn s semssss FOT planning purposes it is

e S s suggested that you enter
W | Cpeasons | Comgoowem | Gasx | Onwas | Locaion | UkFwis an estimate of the labor
e I, el T time required. 2 hours were
et entered on this order.
Bacatet Priceity D Dady Opsrstons & b}
Basicin
Func Loc MCVEY HALL + Room 072 _"‘!
i 5 After entering planning
time, click either on the
Save icon or the Save
i v TS and Exit push button | Save andEsi
st oG 18 a8 wsksenn to save the order.
MIFEAS 00 00 Broandown L
Fut costation 1
Oparaion  Fesair oot hindge {0 coxiey. 1 Camstan duraben B
— iy AdrTipe LA

[u%an-ad 2 L] Number 1 Oprtn @ 2
TR =

1
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sl R
Work Order Number 7 A

The 12 digit Work Order number is displayed in the lower-left corner of the
screen. As soon as you click somewhere the number will disappear.

Only REPR (Corrective Repair) Work
Orders are saved with a notification |@ Order 807000000164 saved with nofification 10000212
number (background system “paperwork”)

All other Work Orders are saved
without a notification number. @ Order 807000000154 saved

Until the Work Order is released it can not be worked and any components
will not be staged or ordered.
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Notifications and Work Orders "%LEL.

® A Notification is a non-financial
transaction that 1S Used to report a W& Display PM Notification: Facilities Request
problem, request work, or record an @ wae g

19 B ICAe DHEBE DDhoad RE GE

event or activity. Itis purely B 0060121 | F s ook [ia]
. . f Salus NOPR ORAS
informational in nature. Orce 567000090088 ] =
Hodhcabon | Deiaes |
Fosterencs object
. . . | Puncaona loc. LK-0068-5T- ETRGA1N F O PETERSON SERVIGE - Room STO00WN é‘g
® A Work Order is a financial and Eaugment w
. Asgemily
work management transaction that '
is used to plan and charge labor, e ) Feoages
. Main WorkCy UNASSTGN 7 CPPD  Campus PPD Undssighed Work
stock materials, non-stock RS Ap 1
purchases, and services. | PR el R
| $tanena Dates

Recuired St BI/1302007 1015500 Pricety DDaly Optratons &
Required End B311412087 10:85:16 EardoaTn

® Not all areas in Facilities use pre—
Notlflcatlons | Mattunct start 03122007 105510

Mattunct end 00:00:00  Greakdown dur. 000 H

A notification is typically the what,
where, and contact info.
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Create Work Order from Notification — W34 “®IRL

® A Work Order can be created from an existing Notification by using
transaction code IW34.

® This function can be used after looking at a list of Notifications to create an

order to do the work.

® One Work Order can be created for multiple Notifications. For example, if
10 Notifications are received for the same power outage, only one Work
Order is really needed.

To create a work order from a notification using IW34 the following
information is required:

Order Type — A four-character code used to describe an order type
Priority — Indicates when the work should be scheduled

Notification (hnumber) — The number assigned to the notification by the system
when the notification was created
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Required Fields — IW34 RIS

T <||0®®Q[

* Create Notification Order: Initial St ;m-'rix S

VT Special Eve

Click on the Possible

Header data B ey Entries icon to see the list
fuss e Of Order Types and double-

v

click the one you want.

Order Type |

REPR [Coneciie piegan)
BUDT Sanace crder

Priority SUOZ Sarce cooer (Wi eeeies
MDY Repar sevdce
Motification &
4 \ Order Type REPR
Reference Priority E
Order Matification D Daily Operations
E Emergency
RRetorance) F Research Fac
Order G General Maint
P Patient Care

R Renovations
S Scheduled Maint
X Elective Improv

Type the Notification number in the
Notification field. If you do not know
the number, click on the Possible
Entries icon to search for it.

Click the drop-down icon in the Priority
field to see the choices, and then click
on the one you want.

UK universiry oF kenTucky]
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Work Order Created from Notification — IW34 “#R/S

Edit Goto Extras Emvironment Systiied 198 Qe RER OO0 DE @8
ala | € ¢ [Ba "~ Change Corrective (Repair) 807000000085: Central Header

MO ETA| B DS O X eawmoutSxng | Customss ifmatien  Save andExt | Reloass 300 Sve

* Create Notification Order: Initial =

SysStalus  REL NMAT PRC SETC QKEL

REPR 657000659985 || Danister s othe wall [ )
Header data k2

HeaderDats | Operaions | Components | Costs | Objects | Locabion | UK Fields

Plannercp 39 Motican 18008127 2|

M wie cfr UNASSICN / CPPD Campus PPD Un usl
Order Type REPR e
Priority D Daily Operations ] 5
- . Bsc start a3, 37 Priority DDaily Operadens 8 n
Nmmm 18008127 Basicfin 0311412007
Reference Fune Loe  LX-BE85.5T.STHGGIN F.OPETERSON SERVICE - Room STO00N It}
Order EARsml L]
No matter how a Work Order is created...
When all the required fields are A Work Order is a Work Order.
complete, press the Enter key
or click on the Enter icon | §& Brosiown o | Codes | Reporied By
and the Work Order is created. 03712/2007 | 10 Bevakdawn
6 Breakdown dur. H
Busnistes is off the wall [} Cckiny 1 Calcutate duration B |
WeCHPInt  UNASSICN / CPPD Ciikey PRO1 Ay Type  LABOR
| Laber Read 1 H Humber ! Ooprin dur. 1 H i
Permea no Ii=]
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Create Work Order Directly from Notification — IW22 %l;

] afdBIeaa SRE B OO F]
I University of Kentucky Change PM Notification: Initial Screen

U e@a DHE HNoaD BEE @
Iﬂ * Change PM Notification: PPD - Problem Report
G A fifGrre I ETH X

10008014 CP Sinkis clogoed

10000814 [a)

On IW22 type the Notification
number in the Notification field.

If you do not know the number, L e
click on the Possible Entries icon
to search for it.

CHEMISTRY-PHYSICS - Room 1280 g

When the Notification appears

click the Create Order icon

Enter the Order Type on the
Create Order dialog box that
appears and press Enter.
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Work Order Created Directly from Notification — IW22 %l;

Gl -|auueae|nmm.aﬂasumlmn E

P& " Create Corrective (Repair) : Central Header

1|1 E % T B E S M X eawnowtning || Customicinmabisn | Swve andExt | Relase and Swve

oraiaeeT

Bscstal  93/2I0TET 13130 Prioety ] {52
Bamefn  02/737247 1311 o
Fundlee | LX-0055-31-1280 CHEMISTRY FHYSICS . Hote 1260 ;ﬁ
Gguemant a8

o1 Mainterance dems | Linkfomds | Linkobject | G Replacement Equinme

No matter how a Work Order is created...
A Work Order is a Work Order.

If an Object Information box

appears, just press Enter to ssmvie (SRR B

get to the Work Order. Uatsna | 02iziier 13108 edkseen
Malfind 95:00:03 Dreakdoun dur &

- = .

'a'r‘-n'_'zmna cogged Em 4 Calculabe durabion &
AR | MiCK FOTD Catkm PROY AQyThpe  LANDK
LasorRead H | et Oprin dur, A | Comi
Farson no
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Creating a Sub-order — IW36 ';"!-_"[S:J::

® Sub-orders are typically used to break a project into units by craft or shop.
Each shop can estimate its costs on a sub-order and these can be tracked
at the sub-order and superior order level.

® A sub-order is a work order that has a link to a “superior” order.
® The actual costs of sub-orders may be viewed from the “superior” order

® The costs of the sub-orders may either settle to the superior order or
directly to another cost object.

® Sub-orders may have sub-orders.

® To create a sub-order, a work order needs to be identified as the superior
work order.
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1D
Create Sub-order — IW36 PRI
( Edit Goto BExras Enyironment m
& g =R 5
* Create Sub-order: Initial Screen
Using IW36 enter the: SRR
» Order Type
* Priority Order Type Renv =)
« In the Superior Order field enter | Pt ST E T 2
the work order number for the Superior order ) 807000000164
work order that will be identified
as the superior work order.
Reference
Order
T UNIVERSITY OF KENTUCKY] Work Order Processing PM_WO_300_LSO_v1 54
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ALY
Sub-order Created .

* Create Renovation (Charged Out) : Central Header
dm f ﬂ %é ﬁl K:’ g Q‘ I'E’I 3 Exitwithout Saving = Customer Information | Save ar

The sub-order is created. Order RENV %00000080061 | McVey Renovation - Audio/Visual work iz
Sys.Status  CRTD MANC NTUP [IER[ new ‘g
HeaderData h Operations k Components h Costs h Objects k UK Fields \
The only difference
SuperOrder 207000000164 McVey Renovation
between a work order and a Notfn
sub-order is the sub-order Gmercp 1 K18 us
has a ||nk to the Superior / Mn.wi.ctr UMASSIGN / CPPD PPD - Unassigne.. PMACtType
Bsc start 83/17/2007 Priority R Renovations & lE
work order. Basicfin.  ©3/18/2007
Func.Loc. LX-0845-08-72 MCVEY HALL - Room 072 Ié
Equipment
First operation
Operation
WKCHr/PInt  UNASSIGN / CPPD Cirlkey PMO1 ActyType  LABOR
Labor Reqd H Number [ Comp.
Person. no

No matter how a Work Order is created...
A Work Order is a Work Order.
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Superior and Sub-order Links o

* Create Renovation (Charged Out): Central Header
The Superior work order e 'ﬁ| 5 [0 51 & [ ¥ ExtwithoutSaving | CustomerInformation || Save and Exit | Release
has a link that will show all
the sub-orders under it.
Click the icon to show the
sub-orders.

cVey Renovation \E
PR NEW

HeaderData L Operations L Components L Costs . Obiects L UKFields |

* Order List (Multi-Level): List of Orders
& B E B & @ = = E whoe

= %) 807000000164 REPR McVey Renovation CRTD MANC NMAT NTUP PRC
Double-clicking a sub-order <, 887600886166 RENV McVey Renovation - Electrical work CRTD
WI” dlsplay the sub-order. &) 207000008105 RENV McVey Renovation - Carpentry work CRTD
&) 807000080106 RENV McVey Renovation - Plumbing work CRTD
&) BO7AO00E0107 RENV McVey Renovation - Audio/Visual work CRTD
All sub-orders have a link * Create Renovation (Charged Out) : Central Header

to their Superior work F |1 BT #E & @ % ExtwihoutSaving || Customer Information | Save ar
order. Order RENV 1 lcvey R tion - Audio/Visual work] \zl |
Sys.Status  CRTD MANC NTUP [ER[wew Iz

A sub-order can also be a
superior Order_ |t W|” have HeaderData k Operations k Components k Costs L Objects L UK Fields |
|inks to bOth the Superior SuperOrder 807000000164 McVey Renovation I

order and the sub-orders. Notfcin Ial
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Unit 3
Check for Understanding

. >
Exercise 3 RIS

To practice the transaction(s) discussed in
this unit, refer to:
Exercise 3 — Create a Work Order — IW31

as detailed in the

Work Order Processing v10 PM_WO_300
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Unit 4 g I

Changing
Work Orders
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Change a Work Order — IW32 e

® You may need to modify an existing work order to change any of
the following:

Description of the Work
Functional Location

Work Duration

Components

Person or Work Group Assigned
And other information

Work Order Processing PM_WO_300_LSO_v1 60
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Change a Work Order — IW32 RIS

* Change Order: Initial Screen

Header data = Operations  Components | Costs

Order BBTBBBBBBBQB
G 18 Qe DHE D 0E @8
W& ° Change Special Event Sefup B0T000000026: Central Header
f:a0n? ¥edsax B Rbrass and Saem
Onder EVHT BTOR0O0N2E | St up tent, picnic taties |
Sl | CHTD MANC NRAT NTLP PRC H e

In IW32 enter the Order number in
the Order field and press Enter. The

HeaderData | Openallons | Comgonents | Costs | Objects | Locabon | UKFelds |

work order is displayed ready to be | iiE" s s cmpmrose Lo
PllAATyy
changed. " b
Bec stan ) 2007 Priety G Ganaral Maire ] !I
Basic b
If you do not know the Order number, | scwe oo CoERSTOM BL0G. a
Equpmant g

click on the Possible Entries icon to

{Jcoter 1 Cakutate ourason B

search for it. 1 KT
Optn dur e
8
K oNIvERSITY OF KENTUCKY Work Order Processing PM_WO_300_LSO_v1 61
'ﬂrl J ! (
Change a Work Order — IW32 7
In this example we needed to add @ 318 Qe DRE anon DR @B
“chairs, podium” to the work @& * Change Special Event Setup 807000000026: Central Header
description and increase the Labor Ao s T g | BB 1 & [ X Datwithout Saing || Cuslomer befarmation || Save and Dxt
. EVNT BOTO00000026 Satup tant, tables, chairs, and podium
Required from 2 hours to 3 hours. | axss cm e war wue 85— - =
MeaderData | Optesons | Components | Costs | OSjects | Locaben | UK Fields
G | 0
Remember, you can also change: T e e e
. . PMACTyDE
« Functional Location ’
Add C t Bec $1an A272072067 Priorty G Genaral Mant -] U
L] Bassc in.
Omponen s . Fune Lot LX-8138 COOPERSTOWN BLDG _ ﬂ
» Person or Work Group Assigned |t =
IFlmnnum
° And Other |nf0rmat|0n rrm ‘:r(uvacnl.num:lublr;“m — 27| Coxey 1 Calcutate duraton
Person no E—'.

When you have completed all the changes, click the save icon. The Work
Order is saved with its original number and is displayed in the lower-left

corner of the screen. -
|@ Order saved with number 307000000026
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A\
Unit 4
Check for Understanding
Unit 5 SIRL

PM Materials
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4 '
';\l Rl

Materials and Inventory L

® Materials Management Inventory replaced Stores Inventory Systems
® On-shelf inventory should be kept to a minimum

® We are utilizing “just-in-time” inventory (parts are requisitioned daily)
® There are stock, non-stock, and non-file materials

® Materials may be planned (used on a routine basis) and unplanned
® Stock and non-stock materials will be identified by numbers in IRIS

® Non-file materials are not identified by numbers in IRIS

K vniversiTy OF KENTUCKY] Work Order Processing PM_WO_300_LSO_v1 65

*ID1
Types of Components '-:.-;L[k_{_h_.
® Stock materials: - Parts are kept on hand and
- have IRIS material numbers
® Non-stock - Parts which are used less frequently
materials: - they are ordered as needed from suppliers and

- have IRIS material numbers

® Non-file - Parts are ordered as needed and
materials: - do not have IRIS material numbers
- remember non-file means “not on file”

® Services: Services provided by external companies and are requested as
needed

® Text Items: Text Items are instructions or comments about materials
required for a work order, such as a note to bring a ladder or supplies like
electrical tape.
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. o
Planned Materials on a Work Order elRIS

® Planning a STOCK material results in a Reservation being created in
the Storeroom.

The Storeroom can then pick, stage, and deliver the materials as required.

Planning a NON-STOCK material results in a Reservation being
created in the Storeroom and in the automatic creation of a Purchase
Requisition.

The requisition is processed by Purchasing and materials are delivered to

Central Stores. The Storeroom can then pick, stage, and deliver the
materials as required.

Planning a NON-FILE material results in a Reservation being created
in the Storeroom and in the manual creation of a Purchase Requisition.
The requisition is processed by Purchasing and materials are delivered to

Central Stores. The Storeroom can then pick, stage, and deliver the
materials as required.

UK ovivessiny o KeNTUCKY]
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Unplanned Materials on a Work Order '%'__B_L_.

® Unplanned stock materials may be issued directly to a work order.

Storeroom personnel will issue the material and charge it to the work order
number.

The name of the person receiving the material is also recorded.
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How to plan stock materials 1SS

There are several ways to select the materials:
® Enter the component number, if known
® Use Possible Entries to search to find the part number or description.

Asterisks are used as “wildcards” in a search to let you search using partial
information.

Examples: *bearing* will find all materials with “bearing” anywhere in the
description; *filter*16* will find all materials with “filter” and “16” in the
description (such as Filter, Air, 16x20x1)

For more detailed information using Possible Entries see the Functional
Locations slides earlier in this course.

UK universiry oF kenTucky]
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Planning Materials on an Order 1SS

To add materials to an order, click on the Components tab.

Wz * Change Corrective (Repair) BOT000000520: Central Header
f - AEGT ED DS B X Edwithod Swing | Cuslomer information | Save snd Ext

Order  FEPR BO7000008520 ||| eak in fsucel vabe [F =
Sys.Stabss | CRTD MAKC NMAT PRD TG ‘Q
mamioummcnn[mimimmul
PlanneeGep Motin 10006520 |2
Mnwkell  UNASSIGN / CPPD  Camgus PPD Un_ [
PMACTme
Bac stan Pririty D Daily Operations =}
Basic in.
Func Loc. MEVEY HALL - Re

@@ * Change Corrective (Repair) 807000000520: Component Overview
S BE T ® G S & @ X EdwithoutSaving | Customer Infarmation | Save and Exit

Order REPR 807000000520 Leakin faucetvalve

| SysStalus | CRTD MANC NHAT PRC NEW

The Components tab of
a Work Order is d|sp|ayed | HeaderData || Operations ﬁ Costs | Objects | Locaion | UKFields |

Item |Compenent Description LT _ |RegmtQty UM IC |SLa
0810
loo2e
D038
(040
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Columns on the Components Tab SIRL
HeaderData | Operaions = Components | Cosls | Objecls | Location | UKFields
Itern |Component Description LT Regmt Qty UM |IC [SLoc Pint |OpAc|Proc. Category
10e18 K10
0920 UK19
Item Sequential number on the list
Component The component number in IRIS
Description Text describing the component
Regmt Qty Quantity required for the work
UM Unit of Measure, such as EA for each
IC Item Category; Stock, Non-stock, Non-file, etc.
SLoc Storage Location
Pint Plant; always UK10
l}KUNWT‘-“]""' QERENTUCKY] Work Order Processing PM_WO_300_LSO_v1 71

Planning Stock Materials e

! [®Ia ~ Change Corrective (Repair) 807000000520: Component Overview

ﬁ' 1 ﬂ % ﬁ | %? rn‘fv gl g I'E] ¥ ExitwithoutSaving = CustomerInformation  Save and Exit  Release and Save

Order REPR 807088AGA520 Leak in faucetvalve

Sys.Status | CRTD MANC NNAT PRC [IEED

HeaderData k Operations - Components k Costs k Objects k Location k UK Fields |

Iterr} |Component Delcriminn LT Regmt Qty UM |IC |SLoc|PInt |OpAc Proc. Category
loa1s 3 K19
002 UK18

The component field is used for the IRIS Component number for both stock
and non-stock items.

If you know the component number, enter the number in the field.
If you do not know the component number, use Possible Entries to search
for the number.
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k

o Matarial NumbecUateral Descrigion
Matiial by 53 matesial numiber

Language Key (B BN | Matenal by bl of material

Material Meaterial ¥ansfered from CAD system

Compebiive product by competitor

Production resourcestocls by descrieSonPRT grouging

Sales maienal By gensral product hierarchy

Mtarial by veadors masenial nUMmDar

Marrum Mo of Hex 00

Matarial ty material calegory
Maaterials fof c1ass
Material by matutial group
Maberial bry EAN dnbernational Aicle Nurriber)
Matenals by several asses
Meatarial by product hisraschy
Maturial by Gk st
vloBln| Sakes maensl by qesripbon
Material by matenal hpe
Material by Supply Area
| Piant materiad by dencrpton
Charactanstic-Based Vaniant R%hmnn of 3 Ganenc Uataria
Saarch Halp for Manutacturar Part Humber
Bearch Hew for Manutacturer Far NUMDEr with AMPL
Excise Duty Matesial for Description

I
When the Possible Entries search box appears click the list icon and

choose the Plant Material by description tab to search for
components by a description.
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Planning Materials — Search by Description _ “#RL

| Number (1

4 Entri d
" Material by Supply Area | Plant Material by Description | UKMatenal Search |}, (41215

nd
Material description
Language Key
Material

Plant UK10

2]

*faucet!|

Maxmum Mo. of Hits 500

We need to plan a faucet on the work order.

Since we are not sure where in the description the word faucet appears,
we use the wildcard character (the asterisk) both in front and in back of
the word faucet...i.e. *faucet*, to search for all materials with the word
faucet anywhere in the description.
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WID|c

. . sgrl R
Planning Materials — Search Results 7 A

L aterial Number (1) 8 Eniesfound L4

o Mmelby St e Plant Matenl by Descroten UK Matenal Search |, (4] 77]71)

iy

ALk R R

Material description *| Language| Material Pint |

FAUCET KOHLER, K8924 ROLUGH BRASS EN 304718 VK10

FAUCET, KITCHEN, 1 HANDLE. DELTA, 100WF EN 304586 UK10

FAUCET, LAVATORY, DELTA 501 EN 304741 LK1D

FAUCET, LAVATORY, ZURN, 4” EN 310080 UK10

The search results appear.

The faucet we need to plan is the Delta 501. Double-click the Delta 501
faucet to enter the component number in the component field.

/

eak in faucet valve

[5[ED

Order REPR 8070080808520
Sys.Status  CRTD MANC NMAT PR

HeaderData | Operatigis ' Components | Costs | Objects | Location | UKFields |

item |Component i Description LT Regmt Qty UM |IC |SLoc PInt |OpAc Proc. Category
0010 Ra4741 ) UK10
020 UK10
L ELET 4 n
K vniveRsiTY OF KENTUCKY] Work Order Processing PM_WO_300_LSO_v1 75
MIpP|c¢
. . ’
Planning Stock Materials Wik
Order REPR 887080808520 Leak in faucet valve E
Sys.Stalus  CRTD MANC NMAT PRC [FTEEE
HeaderData h Operations . Components k Costs k Objects h Location h UK Fields ‘
|\tem Component Description LT Regmt Oty UM |IC |SLoc|PInt |OpAc|Proc. Category
Iﬂm 0 304741 FAUCET, LAVATORY, DELTA 501 [ 1 |[EA |L |8081 UK10 |BB18 Reservation for Order
|nnzn 5 N UK1 8
paz0 D uk1e

Once the component number is entered you only need to enter the quantity
required and press enter to complete the entry.

When you press enter, the system checks for the component number in the
Master Data file. The system then automatically populates the Description, Unit
of Measure, Item category, and stocking information fields.

Repeat entering the component field, required quantity, and pressing enter for
each Stock Material you want to plan.

I UNIVERSITY OF KENTUCKY]

Work Order Processing PM_WO_300_LSO_v1 76

Work Order Processing v10 PM_WO_300

38



Work Order Processing PM_WQO_300

. . wipR
Planning Non-Stock Materials RIS
Order REPR 887000000528 | | Leakin faucet valve =
Sys.Status | CRTD MANC NMAT PRC [IF ew 2

HeaderData k Operations Components h Costs h Objects h Location k UK Fields |

Item |Component Description LT Regmt Qty UM |IC |SLoc PInt |OpAc|Proc. Category
10610 (304741 FAUCET, LAVATORY, DELTA 501 w 1 [EA |L [BBE1 UK10 |8818 |Reservation for Order
10020 310090 FAUCET, LAVATORY, ZURN, 4" 73 1 EA N UK10|0018 |PReq for Order

0030 =) UK1e

anan iean

To plan a non-stock component the process is the same...You enter the
component number, the quantity required and press enter to complete the entry.

The only difference between a stock and non-stock component is one is kept on
hand in stock and the other is ordered as needed.

C Compatible Unit

L
M Intra material

N Mon-stock item

R Variable-size item
T Textitem

The IC (Item Category) column shows the stock and non-stock status.

The system has all the information necessary to automatically start
the purchase requisition process to order the non-stock component.

TIK univERsITY OF KENTUCKY] Work Order Processing PM_WO_300_LSO_v1 7

. . . ®r R
Pl Non-file M | ok
anning Non-file Materials i
Order REPR| 807000800520 | Leak in faucetvalve ol
SysStatus  CRTD MANC NMAT PRC ([ wew
HeaderData k Operations ~ Components h Cosls k Objects k Location k UK Fields |
Item |Componem Description LT Regmt Qty UM [IC |SLoc|PInt |OpAc Proc. Category
0010 (384741 FAUCET, LAVATORY, DELTA 501 w 1 [EA |L [pB81 UK10 |8B18 Reservation for Order
0020 310090 FAUCET, LAVATORY, ZURN, 4" (& 1 EA N UK10 |8018 |PReq for Order
2830 Delta Faucet Diverter RPE073 1ed| [ UK18
0048 UK10

For a non-file component, first enter a description, quantity, and unit of measure
and then press the Enter key. A Detail Purchasing dialog box appears.

Although the only required field is the
Price field you should complete as
many fields as possible. Purchasing
will use this information to order the
non-file component needed.

If you are planning Services remember
to change the Material Group.
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RIS

Purchasing Information — Reference Only Slide

Information required to order non-stock materials:

® Requirement Quantity — How many are needed? (defaults from quantity
entered on the Components tab)

® Price - Cost of material
® Material Group

System defaults to PM000001 for PM Non-Material Master Material

If requesting services change to PM000002 for PM Non-Material Master Service
® Purchasing Group — Defaults to 000 / UKOO

000 = Work Order / UKOO = Purchasing

Goods Recipient — Who should receive the material?
Requisitioner — Who is requesting the material?
Unloading Point — Where should material be delivered?
Vendor Material Number — Description of the material
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A AR
Adding a Text Component RIS
Order REPR 8878088080520 Leakin faucetvalve
Sys.Status  CRTD MANC NMAT PRC [FIEE
HeaderData h Operations / Components k Costs k Objects k Location h UK Fields \
Item (Component Description LT Regmt Qty UM |IC |SLoc|PInt |OpAc Proc. Category
0016 304741 FAUCET, LAVATORY, DELTA 501 2 1 [EA |L [BBO1 [UK10 |8816 Reservation for Order
0026 |310690 FAUCET, LAVATORY, ZURN, 4™ w 1EA N UK18 |8818 PReq for Order
0036 Delta Faucet Diverter RPGOT3 & 1EA N UK16 |8818 PReq for Order
0040 Bring a 9 foot lader tl (@) |ukig
0050 UK18

To enter a text item (additional instructions), enter the information in the
description field and enter a “T” in the Item Category field (see line 0040)...then
press enter.

C Compatible Unit
L Stockitem

If you press enter before entering the “T” in the Item Category |# iz matria
N Non-stock item

field the system will assume you are entering a non-file item.  |& vanasie-size tem

T
Also notice that the non-file item on line 0030 does not have a component
number. The reason is that the system does not have any information about the
item...i.e. non-file equals “not on file”.
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. 1D
Planned Cost Display RIS
When you Save the Work Order, all Costs are calculated automatically.
To see the calculated cost now, select the Cost tab.

3B eae DHE DDOD BE @B

Bz * Change Corrective (Repair) 807000000520: Component Overview
PR E | ou 7 ‘ 2 [ =1 & [ X ExitwithoutSaving = CustomerInformation | Save and Exit | Release and Save

Order REPR| 807000868520 | Leak in faucetvalve =
Sys Status  CRTD MANC NMAT PRC [ mew
HeaderData k Operations - Components Objects k Location k UK Fields |
Item |Cnmpnnent Description LT Regmt Qty UM (IC [SLoc PInt |OpAc|Proc. Category
0010 304741 FAUCET, LAVATORY, DELTA 501 & 1 [EA |L [BBE1 |UK10 |B818 Reservation for Order
0020 318800 FAUCET, LAVATORY, ZURN, 4" [ 1 [Ea N UK10 |8218 |PReq for Order
0030 Delta Faucet Diverter RPE073 & 1A N UK10 8818 PReq for Order
0040 Bring a 9 foot lader & ST [T UK10 |8818 [Text for Order
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Calculating Planned Components Cost Lo

@@ * Change Corrective (Repair) 807000000520: Cost Overview
gﬁ? Il ﬁgﬁ 'ﬁ ‘ Ef:’ @ = & I'EI ¥ Exitwithout Saving  Customer Information = Save and Exit

Order REPR | 287000000520 |_eak in faucet valve
Sys.Stalus  CRTD MANC NMAT PRC (I ew

HeaderData h Operations k ‘Components " Costs h Objects h Location h UK Fields \

Estimated costs .08 usD Lin Object Curr.
Lin CoAreaCurr.
Rep. PlaniAct
Overview k Costs k Key figures |
Group/Dscrptn | Est cnsts| Plan costs Act cnsts|C |
< &Y Costs 0.00 23.45 o.oouU
[ Labor 0.00 2345 0.00 U..

Notice that only the initial planned labor cost are currently shown on the Cost
tab. When the Work Order was saved, those cost were calculated. To see the
additional calculated cost (the components just entered) now you need to refresh
the screen. To do this click on the Determine Costs icon. This will calculate
all cost items that were added to the work order since the last time it was saved.

82
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Wi«
Planned Components Cost '{‘:LEL.

& " Change Corrective [Repair) 807000000520 Cost Overview
A BOGRT EG DS B X o tang :-n-nwn:mnmlu--uu n-»--»es—-l
Craus REPR 07006000529 [ Lot m tiacat vatew e
G Sk | CXTD ARG PG L i

After clicking the Determine Costs
icon all cost items are displayed.

HesdeOuts | Opwrsions | Comporents  Costs | Ot | Locaen | UKFisks
Evmamdcan  0.00 uso
Hap Pnsa

Derwww | Cowla | Kuypans

| Grovatawn | st canta | P caty st oa ||
3 Costy 0.0 18300 10
o

[T
) Perchased iatensl (1 5.0 0
) Smoce iatenal (1 1270 oL

When you have finished adding Components, click either on the Save icon [& or
the Save and Exit push button || save anaeat

The work order is saved with the same work order number and all cost items are
calculated and saved.

Until the Work Order is released it can not be worked and components will not be
staged or ordered. If the order is to be released now, click on the Release and
Save push button. | Releassandsave

UK universiry oF kenTucky]
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Unit 5
Check for Understanding

I UNIVERSITY OF KENTUCKY]

Work Order Processing PM_WO_300_LSO_v1 84

Work Order Processing v10 PM_WO_300



Work Order Processing PM_WOQO_300

; RI¢
Exercise 4 RIS

To practice the transaction(s) discussed in
this unit, refer to:

Exercise 4 — Add Components to a Work
Order — IW32

e ® as detailed in the
PM_WO _300 Practice Guide.

1
Q)

Unit 6 %1:

Work Order
List Displays

Worl
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Work Order List Displays in IRIS ';"!-_'[S:]::

® List Displays can help manage work. You can specify criteria and
produce lists of work orders for planning and analysis.

® Selection screens and variants can narrow your requests for
information.

® Drill-down (double-clicking an item) functionality can provide detail.

® In this unit we will look at 2 list displays:
List Display Orders — IW39
Multi-Level Order List Displays — IW40
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List Display Orders — W39 BRI

elp
THea® BHE D0 o0E
* Display PM orders: Selection of Orders

To display specific work orders, you
can set criteria such as Order
Status, Type, and/or Functional
Location, etc.

& @ Settlement Receivers  PRT 3 Exitwithout Saving

| Order status

‘ [¥] Outstandin [#]In process [ |Completed [ |Historical ~ Sel.profil x
To search in any field, click onthe  ————=
Possible Entries icon for that field. Order to =]
Order Type REPR to H
Functional location to E
In this example we want to display Eirmin:ok e E
. . Material ]
a list of REPR (Repair) Work Orders | seuanumoer to E
that are Outstanding (Not Released) A oo doto -
otification (s}
or In process (Released) for the Wain wor center to
0 H Plant for WorkCenter to H
date perIOd ShOWIng Period B6/61/2006 1o 12/31/3999 E
Partners =]
After entering all your criteria, click || “™™ w
the execute |Con | General Data/Administrative Data
| Mincl obiectlist
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A A
Display the List IR
]
* Display PM orders: List of Orders
e E R & T FIaE oder & H operatons B [@&

S | Order Type | Bscstart Description PlanTotCos ActTotCost
207000000000 RE... | 02/20/2007 | Test Repair Order 54.02 0.00
307000000001 | RE... | 02/20/2007 | Test Repair Order 5402 0.00
807000000002| RE... | 03/11/2007 | Test derivation rules and stuff 6.18 2345
807000000003| RE... | 02/14/2007 |test posting 0.00 156.42
807000000004| RE... | 02/21/2007 | Test order types 0.00 5464
807000000020 | RE... | 02/20/2007 | Test Order for Posting 46.90 4691
807000000021| RE... | 02/20/2007 | Please check thermostat-room is cold 46.90 0.00
807000000022| RE... | 02/21/2007 | Repair door hinge 46.90 0.00
807000000025 RE... | 02/28/2007 | Change air filter 3450 0.00
807000000027 | RE... | 02/28/2007 | Repair door hinge 46.90 0.00
807000000028 | RE... | 02/28/2007 | Thermostatis making loud hissing noise 34.50 0.00
807000000030| RE... | 02/28/2007 | Tighten projector brackets 2345 0.00
2070000 ] 0.00
20700001 : H h 0.00
iwd The results display as a list of orders e

| |#070000 that match the criteria specified. I 000
3070000 0.00
807000000TTE Tew | War TIZUET TS0 ™ 0.00
807000000043| RE... [ 03/11/2007 | Door off hinge 174.80 0.00
807000000044| RE... | 03/11/2007 | Door broken 12.00 0.00
807000000060 RE... | 03(13/2007 | Replace 20 lightoulos 1173 439.69
207000000061 | RE... | 03/13/2007 | Replace 20 lightoulos 1173 4878
207000000062| RE... | 03/12/2007 | Replace 20 lightbulbs 1173 0.00
807000000063| RE.. | 03/13/2007 | Replace 20 lightbulbs 1173 0.00
807000000064| RE.. | 03(13/2007 | Replace 20 lightbulbs 1173 0.00

Work Order Processing PM_WO_300_LSO_v1 89
A A
Change the Layout 1SS
]
* Display PM orders: List of Orders
% G E [ & T B0 @ o B oeatons z@

S | Order |Type | Bsc start | Description \| PlanTotCos AciTotCost
807000000000| RE... [ 02/20/2007 | Test Repair Order 54.02 0.00
807000 0.00
807000 Cisplayed Cou | SoriOrder | Fiiter | View | Display | 2345
807000 156.42
807000 || ~ |~ |[2[F| [60] [%~ ] 54.64
8070008 Injigplayed Columns Column Set \ LT

T 3070000 e e Name Column Mams \ 000
07000 'm Eauipment |=] 0.00
807000 | arcer Estimated casts = PN 0.00
807000 Oraer Type Funcional lecation \ 0.00
507000 ::u m"ld;m: E :.I(IIIIIL " \ 0.00

esCriplon sroup Counter
807000 Toal ph d costs History from \ 0.00
807000 Teaal actusl costs Last ehanged by V 00
807000 N
807000 . .
T Click the Change Layout icon [Ty
807000
e to add or remove columns.
=ow »Bx | You can add fields and rearrange the order of
807000000044 ] RE. - g
sonmonomocole_| the columns.  Click the Save icon to save the
807000000061 | RE H H H
i layout, or press Enter to simply display it.
807000000062|RE... |
807000000063 | RE.. T - - —
807000000064| RE... [ 03/13/2007 | Replace 20 lightoulbs | 1173 | 0.00 |
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r(:*’il A
The Changed Layout Phonn
* Display PM orders: List of Orders
= & % F 18 Bl order [ [ operatons B [
Order Type Bscstart Description PlanTotCos AcfTotCost | Functional location
807000000000| RE... | 02/20/2007 | TestRepair Order 54.02 0.00 | LX-0005
807000000001 | RE... | 02/20/2007 | TestRepair Order 54.02 0.00 | LX-0005
807000000002 | RE... | 03/11/2007 | Test derivation rules and stuff 6.18 23.45 | LX-0005
807000000003 | RE.. | 02/14/2007 | test posting 0.00 156,42 | 13-0005
807000000004| RE.. | 02/21/2007 | Testorder types 000 54 64 | LX-0005
807000000020 RE... | 02/20/2007 | TestOrder for Posting 46.90 4691 |LX
807000000021 | RE... | 02/20/2007 | Please check thermostat-roomis cold 46.90 0.00 | L¢-0001-01-104A
807000000022 | RE.. | 02/21/2007 | Repair door hinge 4690 000 | LX-0045-01-100
807000000025 | RE... | 02/28/2007 | Change air filter 34.50 0.00 | LX-0293-02
807000000027 | RE... | 02/28/2007 | Repair door hinge 46.90 0.00 | LX-0045-00-72
207000000028 | RE... | 02/28/2007 | Thermostatis making loud hissing noise 3450 0.00 | LX-0204-03
807000000030 | RE... | 02/28/2007 | Tighten projector brackets 2345 000 | LX-0026-02-230
207000000031| RE... | 02/21/2007 |Lightin lobby is shooting sparks 46.90 0.00 | LxX-0082-01
807000000032 | RE.. | 02/28/2007 | Replace chalkboard with whiteboard 4690 0.00 | LX-0001-02-235
807000000033 | RE... | 02/28/2007 | Replace smoke detector 0.00 000 | LX-0008-02-218
807000000040 | RE... | 02 | 0.00 |LX-0045-00-12
807000000041 | RE... | 02 0.00 |LX-0293
207000000042 RE... | 03{ The neW IayOLrt appears' | .00 |Cco203
507000000043 | RE__ | 02 0.00 | LX-0045-00-08
807000000044 | RE.. | 0311/2007 | Door broken 12.00 000 | LX-0045-00-08
807000000060 | RE... | 0313/2007 | Replace 20 lightbulbs 173 439.69 | LX-0020-02-249
807000000061 | RE... | 03/13/2007 | Replace 20 lightoulbs 11.73 48.78 | LX-0030-02-249
807000000062 | RE.. | 03/M3/2007 | Replace 20 lightbulbs 1173 000 | LX-0030-02-249
807000000063 | RE.. | 03/13/2007 | Replace 20 lightbulbs 1173 000 | LX-0030-02-249
807000000064 | RE... | 0313/2007 | Replace 20 lightbulbs 173 000 | LX-0030-02-249
807000000065 | RE... | 0313/2007 | Replace 20 lightbulbs 173 0.00 | LX-0030-02-249
Work Order Processing PM_WO_300_LSO_v1 91

Download Data to Spreadsheet

* Display PM orders: List of Orders
788 2 F F [Ip E order & [ operatons T [

S| Order Type  Bsc start Description PlanTotCos AcfTotCost | Functional location
807000000000| RE... | 02/20/2007 | TestRepair Order 54.02 0.00 | LX-0005

|| | 807000000001 | RE.. [02120/2007 |TestRepair Order 54.02 0.00 | L-0005

177" an700n000002 T RE - (031112007 | Tast derivation rulas and suff A1R 2345 [13-0005

To download the data to an Excel spreadsheet follow these steps:

® When the list is displayed, click on the Spreadsheet icon. E

®  You will be prompted to “Enter number of key columns.”
You can leave it unchanged at 1.

®  You will be prompted to choose “Table” or “Pivot Table”. #
Choose Table and click on the Continue icon.

®  You will be prompted to save to MS Excel.
Click on the Continue icon.

® Be patient. The data will appear in an Excel spreadsheet and you can
format, save, and use it as you wish just as any other Excel spreadsheet.
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. . . WID|c
Multi-Level Order List Display — IW40 RIS
® A multi-level order list allows more detailed information.
® Use this function to view an order from a list to see more detail,

such as any sub-orders or labor costs associated with the order.
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. R . MDD«
Multi-Level Order List Display — W40 'f‘;'z:i_:

110 @A BHE HN0H0 DR oM
Sim”al’ to |W39, to dlsp|ay SpeCifiC Order List (Multi-Level): Selection of Orders

work orders, you can set criteria o= H
o
SUCh as Orde.r number’ Type' :.;17:-&" (¥ In process. Completed [ |Historical  Sel.profl Addr. | %
and/or Functional Location, etc.
JNGH BEIEHON,
orcat B = &
To search in any field, click on the | 2™ - z
Possible Entries icon for that field. | saemen E £
Material ® 1=
Sensl number [ 3
. . i |
In this example we are searching A . o
for all outstanding and in progress | moween 3 i
work orders for the date period i e o 0220 h
. "arners
showing. cueney
Fites
After entering all your criteria, click | ¥ s i £ Nosscanon LT
h ¥ Funcil Lo, ¥ Equipment ¥ Operaticn
the execute icon Ty v Contimascn wicampenset wiumatee
v Suborders ! Parmat ! Issus Permit
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Multi-Level Order List Display — IW40

The Order information is
displayed.

To see anything in more
detail just double click the
item...examples:

Double click a work order
to open it.

Double click a functional
location to see the master
data

The legend is also shown.

Order List (Multi.Level): List of Orders
(= -k [y ™ P P wele
ER =k

&z 00 BLADE, TOMGUE B STERILE

8 s 060
= 4 BOTEG00000SY REPR Test Rapir Order ML R
o Lx-2008 F D PETERSON SERVICE
T Q0012 Teat Regair Order AmEsT ORD
[-=17F] 1KI0 BLADE, TOMGUE 6" STERILE
& KFFS. 8.56
= 4% BOTEEO000952 REPR Tost derivation rules aed stuff REL FCHI

F.0.PETERSON SERVICE
FR Test derivation rules and stuff
vation rules and stuff UNASSTGN CFPD
3 H
"M
K10 ANCHOR PLASTIC SIZE 10-12 WD SCRIWS
K10 ADHESTVE VINYL COVE MASE 30 0. TUBE

0.83 K

= 4% BETEA06055G REPR Test Rapair REL FACH
P 08 F.0 PETERSON SERVICE
= 8 0018 Test Repair Oraer MAESD PP

< ¥ Colorassignment

a0 2345 =
e s 2 Utilities
= Qb BOTEE0000553 REPA tost posting REL PCHI
& £.0 PETERSON SERVICE 4 Suborders
UNAZSTGN CFPD g Permit
r
3 &7 Issue Permit
2y #4 Goods Movements
217 H TE Relationships
0.5 M
1K @ CostsiRevenue
K0 1 PAC 271472007 261
w0 1 PAC Gariaiaeor 82
=111 0.0 0.8 LT
Lo 156 43 0.9 0.8 UsD
= Q% RITEEG000S REPR Test order types REL FCNF MPAT PRC SETC
fl‘ E665 F.0, PETERSOM SERVICE
891 UNAZSTGN CPFD.

I 1la[x

4} Order

& Partners

& Functnl Loc.
= Equipment
Motification
5 Operation
[E] Confirmation
= Compaonent

G [wao B e e
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Unit 6
Check for Understanding
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Exercise 4 RIS

To practice the transaction(s) discussed in
this unit, refer to:

Exercise 5 — Change Layout of Order List
Display — IW39

as detailed in the
PM_WO _300 Practice Guide.
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A A (
Course Summary RIS

You should now have an understanding of:
® Creating Work Orders

® Creating Sub-orders

® Changing Work Orders

® Materials

® Adding Components to Work Orders

® Work Order List Displays
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. A AR
Contact Information @LNL.

® First point of contact for any problems should be the IRIS-PM
Power User in your area

Nick Arnold — Nick@uky.edu — 559-7605
Kevin Jones — Kevin.Jones@uky.edu — 257-3421
Skip Van Hook — bevanh2@email.uky.edu — 257-5397

® |RIS Plant Maintenance Team
Kevin Cheser — kchese@email.uky.edu
Ben Crutcher — ben@email.uky.edu

®  For more information visit the IRIS PM web site:
www.uky.edu/IRIS/PM
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A AR
Course Assessment RIS
® To complete Part 2 of the course assessment:
Click on the Attachments link ( ) in the upper-right

corner of this screen

Click on the Work Order Processing Assessment link (the
assessment will open in a separate browser window)

Print the assessment
Follow all of the instructions listed

® Email IRISTraining@email.uky.edu with any questions or issues.
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. . AL 3
Course Completion Instructions "R

=

® To complete this course:

Click on the Attachments link ( ) in the upper-right
corner of this screen

Click on the QRC Course Completion link (the QRC will open in a
separate browser window)

Print the QRC
Follow all of the instructions listed

® Email IRISTraining@email.uky.edu with any questions or issues.

UK ovivessiny o KeNTUCKY]

Work Order Processing PM_WO_300_LSO_v1 101

Work Order Processing v10 PM_WO_300

51



