PHYSICAL PLANT

WORK ORDER SYSTEM

“Job Aid”



If vou are logging into the Asset Essentials Work Order System for the first time

When you sign-in for the first time, the system will create an account for you. All “new user” accounts must be processed and
assigned by the Physical Plant to their appropriate building locations. This process will not take place until you have
submitted your first work order request.

During this initial period that a user first logs in, their building location will default to a building entitled “~New User~" and
the only room number/area that will be accessible in your pop-up box as shown in Screen 1.1 will be entitled “~New User~".
While your access is limited to this “new user” status, you will need to enter all building and room number locations in the
“Work Description” field shown in Screen 2, along with the description of work being requested.

Once you have been assigned to your appropriate building, when the new request form is opened, two locations will populate
in the “Building” drop-down box shown in Screen I; the user’s building location and a Grounds & General location. The
Grounds & General location should be used for any work being requested in the outside campus areas. You will also have
access to choose from all the areas within your assigned building and all areas within the Grounds & General location (Shown
in Screen 1.1). (If you have a need to receive access to any other building, please contact the Physical Plant at
workorders@pittstate.edu.)

Please note that the initial building assignment process is a manual one. Please continue to include the building locations and
room numbers/areas in the “Work Requested” field until you have access to your appropriate building and your pop-up menu
has been populated.
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New Work Order Request Screenshot With Section Screen References

Screen1-1.4.......... Entering Building and Room Number/Area Information
Screen 2......ueeeeneen. Entering Work Requested Information

Screen 3. Entering Cost Center Information

Screen 4. Entering Additional Contact Information

Screen 5. Attaching Photos/Documents

Screen 6........ccveeeeen Submitting The Work Order Request

Screen 7., Your Submitted Work Order Request List

Screen 8......cceeeeeueenn. Filtering Work Order Request List by Status

Screen 9......eeeeeeenes Dashboard Screen Icon Descriptions

If you have any questions or need assistance with submitting work order requests, please contact
workorders@pittstate.edu

For all emergency work requests, please submit a work order request and contact 620-235-4777 during normal
business hours of 8:00 am — 4:30 pm, Monday-Friday. Outside normal business hours, please contact 620-235-4779.
Emergency work is defined here.
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https://www.pittstate.edu/office/physical-plant/plant-services.html
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Work Oder# WO Status Description/Work Requested  Source Building Source Room Number or Area ~ Originated Originator First Name Originator Last Name Contact Name
0000000006 InProgress Test Work Order Physical Plant 100 07122022 08:28:00PM Tonya Pentola
0000000005 InProgress Changes fitersin A/Cuntsin ~ Wikinson Alumni Center Board Room 1116/2021 0236:00PM Tonya Pentola
Porter
This dashboard will show all the work order
requests that you have submitted.

Click on any of these
column headings and it
Click on Work Order Number to see will sort ascending or
details of the work order (See descending by the
Screen 9). column chosen.
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0000000005 In Progress . Wilkinson Alumni Center Board Room 11/16/2021 02:36:00 PM Tonya Pentola

0000000006 In Progress . 07/12/2022 08:28:00 PM Tonya Pentola
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Example of work order request detail screen.

Status Work Order #

In Progress 0000000006

Action Taken

Assigned To

: - o e Clicking “Cancel” while viewing your submitted work order detail
will only take you back to your list of requests. It will not cancel
© REQUESTRETALS the work order request. Once the request has been submitted,
i it cannot be cancelled. (If you need to cancel a work order,

Work Requested*
Test Work Order

please contact the Physical Plant at workorders@pittstate.edu.

A COST CENTER INFORMATION

Enter the Fund, Cost Center, and Account Code (and other segments) separated by periods. (ex. 1234.1234567.534100.0.0.0.0.0)
Cost Center-GL String

1105.45717200.534100

A PERSON TO CONTACT REGARDING WORK TO BE PERFORMED

(If not the same as requester)

Comact Mame Building
Room & Department
Phone Number Email
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an option entitled “Customized Settings”.
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ALWAYS BE YOUR GUS SIGN-IN
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You may click the “My
Requests” tab at any time
to see a list of all requests
you have submitted.

(We are working to get this portion removed)
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