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Using the Dispatch Board and
Calendar View

Overview

The Dispatch Board and its companion Calendar View are basic tools to help you assign, schedule, and
monitor work orders from creation to completion These closely linked, interactive boards give you a
bird’s-eye view of work orders in the system, including their updated status as reported from the field.
They also offer shortcuts to edit, assign, schedule, and reschedule work as required.
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The Dispatch Board and Calendar View remain open independently of other pages in the system. They
are designed to sit on the desktop and be available throughout the day for you to monitor and actively
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manage the work order process in real time. They function as a kind of “dynamic white-board” that can
be monitored and edited as needed.

As work orders are created, they appear on the Dispatch Board. As they are processed and their status
changes, the colored cell in the Status column changes. When a work order is completed it drops off the
Dispatch Board.

Calendar View is a scheduling tool that lets you see the work orders from the Dispatch Board in time slots

and in the context of your technicians’ workloads. Completed work orders remain on the Calendar for
later reference.

Font and Color Conventions

Both the Dispatch Board and Calendar use color-coded font styles to identify different types of work
orders. The following table details the color and font codes.

Regular Current, on-schedule

Bold Overdue (exceeded Due By date)

Red Emergency

Bold Red Overdue emergency (exceeded Due By date)

In addition, the Dispatch Board’s Status column and the Calendar View’s scheduling slots are color-
coded for quick reference The following table indicates the color codes.

Green Iewr MNew R FAPLCODG1
Mew B FAPLCDDG1.0
Red IMeeds Attention Needs Attn: b B FAPLCOD6 LD
Cream Open Open B FAPLCODGL.0O
Open: In Proy R FAPLCDOGZ
Orange Open: In Progress Dpen:Paused g ¥ APLCO0GS
Blue Open: Paused On Hold: Wail g FAPLCOOGY
Open B FAPLCODGE
White Open: On Hold Open: In Prof g ¥ APLCOOGE 01

Using the Dispatch Board

The Dispatch Board remains open independent of other activities in the system.

To access the Dispatch Board:
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1. Click the Work Orders tab. The Work Orders menu opens.

2. Choose Dispatch Board from the Work Orders menu. The Dispatch Board opens in a separate
window.

All new and in-process work orders appear on the Dispatch Board, unless you filter the list to show a
subset. Once a work order is completed (or canceled), it no longer appears on the Dispatch Board.

The Dispatch Board is arranged in columns and rows. Each row contains the pertinent information for one
work order.

Here is a list of the default columns found on the Dispatch Board. The columns can be
added/edited/replaced/deleted through the Dispatch Board settings (see Customizing the Dispatch Board
below.)

Column Heading Description

Status Color, Text Shows Status of work order by description and color
coding

To Do Graphic Colored circle (green, yellow, red) indicates status of
Dispatcher To Do

Type Letter B - Basic, R — Request, P — Scheduled

WO # Alphanumeric Coded to location and sequence

Location Text Description of site location of work order

Item Text Asset location of work order

Description Text One-line description of work order task

Expected Start Date Scheduled start time, displays NA if not scheduled

Time

Assign Name Displays assigned tech, blank if unassigned

Prt Number Priority (1 — Emergency, 2 — Regular, 3 — Low)

Created Date Date on which the work order was created

Tips:

v" The work order status indicated by the color-coded cell in the far left column of the board
changes automatically as team members interact with the system and pick up, process, and
complete work orders

v' To view the Work Order Details page for any work order, simply click its WO# in the Dispatch
Board.
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Filtering the Dispatch Board View

The Dispatch Board displays as much or as little information as you want to see. You have several
options for focusing the scope of the displayed information at different levels.

Note:

If you set up filters on the Dispatch Board, your board will keep the same settings the next time
you open the Dispatch Board.

To change scope:

1. Click the arrow E‘ near the top center of the board to the right of the Refresh Now button. A
pull-down list opens.

TiIWork Fone
Wark Zone

Tearm
Paortfaolic

2. Click the item in the list by which you want to focus your information. This refreshes the pull-
down box further to the right with the appropriate choices.

3. Pull down the box on the upper right of the page, and choose an item.

IE‘ Work Zone | 1100 Perimeter Park Drive |

105 East Qakton ~
105 Hembree Park Drive

105 Kings Mill Road

10745 Westside Parkway
103801 Red Circle Dr.

1100 Morthrneadow Parlkoway
1100 Perimeter Park Drive
1115 MarthMeadaow Plowy

1125 Morthrneadow Parkway
11390 <ld Roswell Road

The list of work orders is updated to reflect the filtering you applied.

To focus by work order status:

1. Click the arrow E‘ to the left of Work Order Status Filter. The Work Order Status Filter
dialog opens.
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Wl !‘

¥ needs attention
IF Mew

V¥ on Hold

F pen

F Cpen: In Progress

i Open: Paused

[

| 0K | | Cancel|

2. Check the boxes for the statuses of work orders you want to see. Clear the check boxes for the
statuses of work orders you don't want to see. If you check All, you will see all new and in-
process work orders.

3. Click OK.

To focus by work order type:

1. Click the arrow IE‘ to the left of Work Order Type Filter. The Type Filter dialog opens.

Wl !‘

IF Bazic

IF Bazic 2
V¥ new basic
V¥ prrm

F Fequest

]

| 0OK | | cCancel]|

2. Check the boxes for the types of work orders you want to see. Clear the check boxes for the
statuses of work orders you don't want to see. If you check All, you will see all work order

types.

3. Click OK.

To focus by specialty:
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1. Click the arrow E to the left of Specialty Filter. The Specialty Filter dialog opens.

Al
Electrical
General Maintenance
General Repair
HWAC
Pest Contrel
Plumbing

| 0K | | Cancel |

2. Check the boxes for the specialties you want to see. If you remove the check beside All, all the
checkmarks will be removed for all the specialties. You can then select the specific specialties
to display. To add all the specialties back in, place a check beside All.

3. Click OK.

To focus by time frame:

This filter allows you to view work orders that have appointments for a certain time frame. When the list
populates, it will filter by appointments and all overdue work orders. This means if you have overdue
work orders on the Dispatch Board, they will also appear in the filter, even if there is not an appointment
for that work order.

1. Click the button on the pull-down box next to "Show Work Scheduled:".

Show Wiark Scheduled: | within 1 Day M E
Within 1 Day
within 5 Days
on Date
Anvyvtime/Unscheduled

2. Choose the time frame from the list for which you want to view work orders. The list
automatically updates.

3. Ifyou are 100 for work orders on a specific date, choose On Date from the list or click on

the Date icon [2] to the right of the drop-down menu. The calendar will open and you can
select the appropriate date.
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Show Work Scheduled: | 3/31/2006 HE

#] Calendar -- Web Page ... EE

Marc 16

S0 Mo Tu We Th Fr £Sa

1 z2 3 B
5 & 7 g 9 0 11
1z 13 14 15 18 17 1&
19 20 21 22 23 24 25
26 2F 28 29 20 31

4. To view all work orders, regardless of appointments, choose Anytime/Unscheduled from the
list.

To refresh the Dispatch Board:

To refresh the Dispatch Board at any time and update it with the latest data, click the Refresh Now button
at the top of the page. You can also set the Dispatch Board to automatically refresh every 5, 30 or 60
minutes.

Refresh every: 30 minutes&]

60 minutes

Sorting the Dispatch Board
You can sort the information displayed on the Dispatch Board according to any of the column headings.

To change the sort order of the Dispatch Board:

1. Click one of the column headings. A small triangle appears next to the column heading “,
and the displayed records are sorted by that column's contents.

Disp 92 Art o1

Refresh everyr |5 minutes =] | !;ﬂRefresh Now | ~ Property |'2DD Arlington Plaza |V| | Create Req)
Show Weark Scheduled; |Anytimex’Unschedu|ed ;I@l |Z|'3*:a‘tus Filkeri OFff Iz‘"l'upe Filker QFF IZI Specialty Filte
: : Work Scheduled 7 Due
Status Location Diestription Siact Assign Accfappt date
TR o reflcongt lome | riicheniRan rO836 09/ v alexandri w3 wPTE 160
Dpen ut FAPLC0072. Frows  r:1003:Pain F00:00 04, wSamSpe w2  wPTE  08:0
NL_ B FAPLCOO3Z2 W1005 FLaundry A F12:30 04, - Yolpe, A =2 w Appoin 17:0
NE.—W_ ] B FM 1013 F:1013:Pain FO08:00 0_3_‘_ - -2 - PTE 0o0:0
Eiare B B FAPLCOO73. F1013  P:1013:Clea FO5:00 03, « -2 ~PTE  00:0
fn Held=a g JFAPLCNGIS, FAOLs,  (FADLdFina EILONNG, w2 wPTE _ 00:0
NE""' R FAPLLOOSS 71013 F:Alarm - E) FN/A wS5amCle w1 = PTE 14:0
Ne_w__ ] R 'w Fi014 F:Mildew Is: P16:27 l:l5_J - ot § - PTE 17:0
LINIHGIR NS I FAPLCOOAE FA014 FBathrooms F12:00 04, w Phil Mar w2 = Appoin 16:0
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2. Click the column heading again to toggle the sort order between ascending and descending. To
sort by another column heading, simply click that heading.

Making Changes with Shortcut Arrows

There are two ways to edit the work ordersdisplayed in the Dispatch Board without leaving the Dispatch
Board and navigating to the Work Order Details page.

e Use the arrows on each work order line to edit the adjacent detail; or

e Use the arrow to the left of the Work Order number to open the View/Edit Work Order dialog
box.

In the Dispatch Board, the arrows indicate fields that can be edited.
To change the location:
1. Click the arrow IEI on the left side of the Location field. Actually, clicking anywhere in the

cell works. The Define the Location dialog opens. This is like the page in the Service Request
Creation wizard where you specify the location, the asset to be worked on, and the problem.

‘& Define the Location -- Web Page Dialog ﬁ
Define the Location

To return to a level above your current selection, click the level you want in the location path
above,

Selected Location:
200 Arlington Place = 7> 206

Selected Address:
299 Morth Dunton # 206
arlington Heights, IL
a0004

To set a more specific location for the work double-click to see the next level of available
|ocations.

» tions _Ade o
Alarm - Carbon Monoxide | Street: 299 Morth Dunton # 206
_P.Ie_nrr!'! - Entry Street?:
Alarm - Sl_'nu:uke = City: Arlington Heights
Bathroors State/Prov.: IL
Bedrooms e Zip/Postal Code: &0004
Garage
I.-Iallllw..ayrs i Entryway L})

Heating - Coaoling Area

Kitchen M

| oK | | Cancel |

e The Selected Location label at the top displays the hierarchical path to the asset. Click any of
the links in this path to back up to that point and repopulate the lists below accordingly.
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e The More Specific Locations area on the left side of the dialog contains a list of locations or
assets, depending on the path in the Selected Location label. As you navigate deeper into a
location, this list becomes more specific. Double-clicking an item updates the Selected
Location path. For the Dispatch Board’s Location field, it is usually preferable to drill down
only to the unit level, rather than to the specific asset being serviced.

2. When finished, click OK at the bottom of the box.

To edit the task and work description:

1. Click the arrow IEI to the left of the Description field. This will open the Define the Task
dialog.

2. Scroll through the list to find the specific task for the work order. You can also filter by the
types of tasks by clicking the check boxes for each type.

#] Define the Task -- Web Page Dialog X

Use the check boxes to filter what kind of tasks appear below.

Preventive Routine Corrective Symptom
I FIpped Dreaker. w
Whale building has no power
Check all junctions.
Check identification labeling.
Electricity is not working in some rooms or areas, but works elsewhere.
Ensure panels are securely closed and clearly marked for identification.

GFI does not work.

Inspect wiring for signs of damage or hazard.

Lights do not worlk.

Mo power at outlet. M
| 0K || Cancel |

To change the expected start time or appointment:

1. Click the arrow IE‘ to the left of or anywhere in the cell where you want to edit the start or
appointment time. A calendar opens.
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@ Calendar -- Web Page ...

September 2005
Su Mo Tu We Th Fr Sa

s T T 7 [i] 2 10
11 12 13 14 15 18 17
13 19 20 21 22 23 24
25 Ze 27 23 29 30

Time: 06:11 &M Taoday

2. Click Today if you want to enter today's date, or click another date on the calendar. Click the
arrows on either side of the month to change to the next month.

3. Enter a new time by selecting the time that is currently displayed and typing over it.

4. Click OK.

To reassign the work order to another technician:

1. Click the arrow IE‘ or anywhere in the cell where you want to change the assigned technician.
A list of personnelappears.

FAPLCOO3S F620 FHFA w Butuk = 2 18:09 1205
APLCDD36  Lighting 16:00 03} _ RillR: > 18:10 12705
_PAPLCOO37 ¥309 TN/A b al12/05

FAPLCOO38 Fd413 FNFA show All =l12705

FAPLCOD39 P11 FNSA Alexandra, Laukhina 12/06
”F—mmib'&a}fs ........................ S L 12;05
_¥FAPLCOO41  FLighting ¥10:00 03; |Butuk, Janet w|12/06

FAPLCO0D4Z FLighting F10:00 03; — p— U878 1206

2. Select one of the users in the list. Alternatively, select Show All to open the Assign the Work
dialog.

10
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Assign the Work Grder

Primary Responsibility
Filter the available User in the Assign To field below by

Team: IZEIIII Arlingtan Place _ﬂ
Specialty: I-- Unspecified -- ﬂ
Assign To:

-- Unassigned --
Alexandra, Laukhina 10
~ Bill Bailey WO Itern Added 15:33 04/19 g
__ Calderan, Vansssa Completed 10:58 04/05 &
masha, khokhlova WO Itern Added 05:04 03/03 3 :
Fhil Marlowe &ssignment Changed 11:09 04/2 12 j

Additional User {optional)

Filter the avallable User in the field below by

Teamn: IEEIIII Arlington Flace ;[
Specialty: I-- LUnspeofied -- A
Available User Assigned User
Alexandra, Laukhina -
Bill Bailey | Add |

iZalderon, Yanessa i
masha, kholkhlowa i
PHIl Marlowe “id | Delete |

-

Zasha

ok || Cancel |

3. If you selected Show All, click the Team pull-down and select the team to which the user you
want to assign belongs. The User field updates with employees who belong to the selected
team. You can also click the Specialtypull-down and make a selection.

4. Select the user who is to be primarily responsible for the work order.

5. If desired, add an additional user to the work order by making team and specialty selections in
the Additional User area. Select the user in the Available User field, and click the Add button.

6. Click OK.

To change the priority of the work order:

1. Click in the Prt cell for the work order where you want to change the priority. A list appears.

2. Select the priority you want. Emergency=1, Regular=2, and Low=3.

11
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Making Changes with the View/Edit dialog

The View/Edit Work Order dialog box offers a shortcut to changing many work order details at once
without leaving the Dispatch Board. It also gives a view of the last note written in the work order’s Notes
field. This allows dispatchers to communicate quickly with technicians in the field.

View/Edit Work Order #APLC0045

Status: Meeds Attn Assignment;

Team: |_‘U!J Arlingten Place |"' |
Priority:

riority | Regular [=] — T =]

specialty: | B g |~r| Assigned To: | Sasha |v|
Dependency: | |v|

Scheduled 7 =
Access/appt: |FTE B S | 03/31/2006 12:00 PM | ]

Invoice: & o Tovas Duration: hrs mins‘

Most Recent MNote:

Tenant says they're having a reception tarmarrow, want to upgrade this to urgent
priotity, ?*Mo: Bill has secondary assignment on this, he has Moen parts and will
cormplete this. Proceed to your next appt.?2F7I, tenant hysterical,

I can read and add notes using the Yiew/Edit Dialog box,

Asset Task Description Disposition

| Faucet - Kitchen |+ || Handle Loase |+ || Handle is not working| | |+

| OK | | Cancel |

To access the View/Edit Work Order dialog:
1. Open the View/Edit Work Order dialog from either the Dispatch Board or the Calendar View:

¢ From the Dispatch Board: Click on the arrow Iﬂ at the left of the work order number. The
View/Edit Work Order dialog box opens.

e From Calendar View: Click on the work order icon -] to the left of the work order number of a

scheduled work order, or on the arrow IE' at the left of an unscheduled work order number. The
View/Edit Work Order dialog box opens.

2. Make changes as needed to the work order fields and click OK.

Most fields are identical to those described in Basic Work Orders. If an option is not available, navigate to
the full Work Order Details page and make the change there.

12



Dispatch Board and Calendar View Using the Dispatch Board

Customizing the Dispatch Board

You can customize the Dispatch Board to specify the number of columns that are displayed and the
column headings.

To customize the Dispatch Board:

1. From the Work Orders menu, choose Settings, then Dispatch Board. The Dispatch Board
Configuration page opens.

2. Customize the column headings, if you choose, by typing your custom heading in the Display
As field. This is what appears at the top of the column on the Dispatch Board.

3. Set the column order by selecting rows and clicking the Move Up and Move Down buttons.
The order of fields from top to bottom on this configuration page equals the order of the
columns from left to right on the Dispatch Board.

4. If you want to add custom work order fields to the Dispatch Board, scroll down until you see
the arrows = under Field. Click an arrow to pull down a list, then select an item in the list.
(These fields must be pre-defined.)

5. Fill the check boxes in the Show column for the columns you want to appear on the Dispatch
Board. Check boxes are enabled only when there is text in the Display As field.

6. Adjust the column widths in pixels, comparing the Total listed at the bottom to the Target
Total Width of 765 as a guide. If your total is too high or too low, Corrigo will automatically
adjust the column widths by spreading the excess or shortfall across the other columns.

7. Click OK when you've finished making your changes.

Tips:

v" A maximum of 11 columns can be displayed on the Dispatch Board. If more than 11 are
selected, a message box informs you that you have exceeded the limit and must clear some of
the check boxes.

v Scroll down in the Dispatch Board Fields list to see other fields, including custom fields and
address fields.

v Click the Restore Default Setting button if you want to return to the original Dispatch Board
configuration.

13
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Using Calendar View

Calendar View is a visual complement to the Dispatch Board. It gives an overview of scheduled work
orders across daily, weekly, or monthly time frames, as well as a listing of unscheduled work orders.
Dispatchers can use Calendar View to quickly find identify appropriate time slots and use shortcuts to
schedule work orders without leaving the Calendar. It can also display scheduled work orders for a given
day by individual users, helping dispatchers distribute workloads across teams.
The Calendar has three areas:

e The top header area, with scope, filter, and refresh settings;

e The unscheduled list, a Dispatch Board-style list of unscheduled work orders

e The calendar pane, which displays scheduled work orders in month, week, or day contexts

The work orders in the unscheduled list and in the calendar pane use the same font and color conventions
as in Dispatch Board.

To access Calendar View:

1. Navigate to the Dispatch Board (Click on the Work Orders tab, then select Dispatch Board
from the drop-down menu).

2. At the top right corner of the Dispatch Board, click on Show Calendar.

3. To return to the Dispatch Board, click on Show List in the top right corner of the Calendar
View.

Filtering Calendar View

Like the Dispatch Board, the Calendar View displays as much or as little information as you want to see.
You have several options for focusing the scope of the displayed information at different levels.

Note:
Filters and scope settings you set on the Dispatch Board will carry over to Calendar View when
you open it. Similarly, the Dispatch Board will inherit changes you make in Calendar View.

To set the scope:

1. Click the arrow E‘ near the top center of the board to the right of the Refresh Now button. A
pull-down list opens.

TiIWork Fone
Wark Zone

Tearm
Paortfaolic

14
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2. Click the item in the list by which you want to focus your information. This refreshes the pull-
down box further to the right with the appropriate choices.

3. Pull down the box on the upper right of the page, and choose an item. The list of unscheduled
work orders updated to reflect the new scope you applied.

IE‘ Work Zone | 1100 Perimeter Parl; Drive [v

105 East Oalkton ~
105 Hembree Park Drive i
105 Kings Mill Road

10745 Westside Parkoway
10801 Red Circle Dr.

1100 Morthmeadow Parloway
1100 Perimeter Park Drive
1115 MorthMeadow Plwy

1125 MNorthmeadow Parloway
11390 Cld Roswell Road

To focus by work order type:

1. Click the arrow Iﬂ to the left of Type Filter. The Type Filter dialog opens.

W all !

F Baszic
IF Baszic 2
¥ pmrm

|7 Fequest

[ |

| OK | | cCancel|

2. Check the boxes for the types of work orders you want to see. Clear the check boxes for the
statuses of work orders you don't want to see. If you check All, you will see all work order

types.
3. Click OK.

To focus by specialty:

1. Click the arrow Iﬂ to the left of Specialty Filter. The Specialty Filter dialog opens.

15
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All

Electrical

General Maintznance
General Repair
HWAC

Pest Contral
Plumbing

| OK | | Cancel |

2. Check the boxes for the specialties you want to see. If you remove the check beside All, all the
checkmarks will be removed for all the specialties. You can then select the specific specialties
to display. To add all the specialties back in, place a check beside All.

3. Click OK.

To refresh Calendar View:

Click the Refresh Now button at the top left of the page to refresh Calendar View at any time and update
it with the latest data.

You can also set Calendar View to refresh automatically every 5, 30 or 60 minutes using the pull-down
menu in the upper left corner.

Refresh every:| 30 minutes&]
5 minutes

30 minutes

60 minutes

Using Calendar Views

The calendar pane shows scheduled work orders, both assigned and unassigned. There are four different
views available for the calendar pane: Month, Week, and Day View, and Day View for Assignment.
These settings are chosen from the drop-down menu available just below the unscheduled list.
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Status =Location

FAPLCOOES

F1013

FAPLCODGL #1019 M
7 APLE0061.02 71019 TG
FAPLEI]I]?4_ F1019 FKi
FAPLCODGY F412 FBi

May, 2006 Week View

——— = |D'ay Miew for Assignrment
Hunday W Day View

-
L =

Month View

Month View displays scheduled work orders by day, with the earliest scheduled times at the top.

€alendar! 6 Unscheduled Work Orders

Refresh avery: [5 minutes or[l @Refresh Now | ¥ Property 200 Arlingtan Plaza |‘r| | Create Request |

[F ] Tipe Fitters off [7 | Specialty Filkar off

Work Scheduled

~Location Assign Acc/Appt

Description Start
P:Alarm - Entr PNJA

FAPLCOOEY

el i w Sam Cleme w 1 - PTE 14:00 0411

FAPLCO061  P1019  PHMulti-item: ¥ PN/A - w2 - PTE 12:00 12/0¢

FAHLOONGL.02 ¥ 101d FGarageiWalle FH/A = Bill Bailey =2 = PTE LENN03 L2

FAPLCODF4 71019 FKitchen:Rang FNfA - - 2 - PTE 15:00 0372,

New TI# Y APLCOOSY ¥11/1001  PBathrooms:C FNFA = - = rall First 17:00 0470,
Current Calendar Visw: IMonth Wiew =1

Aprilf 2006 us-Month
Sty . = . - v .
26

Fepicoors.os
0 APLCOOS0.04 T
TR - e
f]APLon0S1 rlapicoogs |
frJapLooodl
boapl cong2

[Tl APLCO0ST

More..,

[
oo

&

b APLonos2
rlnpLCoDze
10 11 2 13 14

fipioooas ] eicooss | R b e cons: |

[
3

e [f there are too many work orders to fit on a day square, the word More.... will appear at the
bottom. Clicking on this link will take you to the Day View for that day.
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¢ To navigate to another month, click Previous Month or Next Month at the top right side of the
calendar pane.

e To change the view from Monthly or Weekly to Day view, click on any hyperlinked date in the
calendar pane to bring up that day’s work orders.

Week View

Week View displays scheduled work orders by day and by hour. The size of the time slot depends on the
time given in the Duration field on the work order. Those with no duration entered, or a time of less than
30 minutes, occupy half-hour time slots by default. Work scheduled at the same time shows side-by-side.

Refrash susry: |5 minutes II URefresh Now | ~ Property |2DD-AnIington Flace |v| | Create Reguest |

[7 | ope Filtsr off [7 ] spacistty Filter: off

Location Work Description Scheduled Start

New YAPLCOOGT 71019 7 Multi-item: Window FN/A = «2 wPTE 12:00 12/08
.Mk%:@w B rnPLl:uusl 0z  ri019 FGarage:Walls:Dryw FN/A «Bill Bailey w2 wPTE  14:00 03/24
 ra1z : __wNfa  13:00 03/21

9 _-_'i_ltchen:Range Hoo:
rII,-"ll]l]I ¥Bathrooms:Closets: 'NH\

=

March, 2006
Sin. M2 5E

Mon, Mar 23 | Tue: Mar2g

2 [or
7 AP LR APLEDDS]
T AE L aanL]
EhapLifjapLconaz | TAPLCOO
broapLy JARLCO073.04
|

E.- .-.IAP Lofgad

[Fiiricooencl |

FroARLY

h':-_aADLCDDSE. |

AP LT JAPLCOORD.

l5arLcoosz |

h’- _;jAD Lenoal |

e To change from Week View to Day View, click on any hyperlinked date in the calendar pane to
bring up that day’s work orders.

e To navigate to another week, click Previous Week or Next Week at the top right side of the
calendar pane.

Day View

Day View displays scheduled work orders, with the left half of the pane showing unassigned and the right
half showing assigned work orders. The size of the time slot depends on the time given in the Duration
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field on the work order. Those with no duration entered, or a time of less than 30 minutes, occupy half-
hour time slots by default. Work scheduled at the same time shows side-by-side.

Galendar: 7 Unscheduled Work Orders

Refrash every: | 5 minutes |g|e|| [firefresh Now | v Property 200 Arlinigton Place |v| | Create Request |

E.TE.F‘E Filter off Elfﬁpeda’f!:_y Filteri Gff

g Wark Schedule - Due by :
Status Type Loecation =l Assign Prt ALCfA Specialt
A Descriptiol Start . FADE gate s

Siiad R FAPICODG Fi0l9  FHulti-ter PN/A =« w2  wPTE 1200 1 Window A |

FAPLLODS F1019  rGaraged FN/A  wBillBai w2 wPTE 1400 05 Walls Ge -
FAPLCODG 7309 FBathroon FN/A  wMarott w2  wPTE 15:00 1i Electrici

FAPLCODG F412 FBathroon FN/A w Calder =2 wMNfa 13:00 DI General

New R FAPLCODY F1019 Fkitchen:R FNJA = - - PTF  15:00 0: AnnliamL’l&l

Surrent Salendar ey | Day View

27 March, 2006

Unassignad

ToAPLCO0TL

I P AR T4 D

b7 #PLOO0ST.

FRecaei
AﬂLCDDQi |

e To navigate to another day, click Previous Day or Next Day at the top right side of the calendar
pane.

Day View for Assignment

Day View for Assignment gives a view into workload information and resource assignment. It can display
assigned and unassigned work order like Day View, but also displays scheduled work orders across
selected technicians.
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Calendar: 5 Unscheduled Work Orders | Show List

Refrash suary: |5 minutes 'I| [#|Refresh Now | v Property z0o arlington Plaza |v| | Create Request

IZITl,lpe Filtar: Off IZI Specialty Filtzr: Of

Work Scheduled

Status Location Description Gtart Assign Accfappt

Hew R FAPLCO10D Lgdi]3 FKitchen:Dish FNFA - Phil Marlo « 2 - Call Firsi 08:00 0571
New R FAPLCODED rio13 F:Alarm - Ent FNSA w- Sam Clem w1 - PTE 14:00 04F;
Hew TI# FAPLCOOS4 Fi1/1001 FBathrooms:{ FNFA - - 2 w Call First 17:00 0471
New R FAPLCOO74 Fio19 FKitchen:Ran: FNfA - - 2 - PTE 15:00 03/
New R FAPLCODG1 Fiol9 FMulti-item: Y FNSA - -7 - PTF 12:00 12 Fi

Current Calendar View: IDaY View for Assignment;l lzl Assignrnent Filter: ©n

ious Day Mext Day

27 March, 2006

Urnas ed Ll Bailay Dolores, Dispatchio

Phil Marlowe

.=]APLC00 =]APLCO042

&
e con] -
SJAPLCO0
7| APLCO043

H=)APLCO0EE

h;;jAPLCDD52 ]

@ e

To open Day View for Assignment:
1. Choose Day View for Assigment from the drop-down menu in the Calendar View setting.

2. The Assignment Filter will appear to the right of the view setting. Click on the arrow Iﬂ to
open the Users dialog.

~
I'El Cizplay Unassigned Wark Orders =

Taamn:t | 200 Arlingten Place |""|

Usars:

Alexandra, Laukhina =
Bill #ailay

Butub, Janat

Calderan, Yanesza

bolares, Dizpatchio

Flares, Carrmen

Joseph, Siancanslli

Marotta, Danlal

rmasha, kholkiows

Mazha, Khokhlova

Mancada, Jocaly ';

IDEOOBROOEERD

| ok | |canmcel|
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3. Choose the team you want to view from the drop-down menu. The team must have acces to
the property or portfolio in the main Calendar View scope setting.

4. Mark the boxes next to the technicians whose workload you want to view.

5. If you want to view unassigned work order for this day as well, check Display Unassigned
Work Orders.

6. When you are finished, click OK.

Viewing and Editing Work Orders in Calendar View
There are three ways to view the details of work orders from the calendar pane:

e Hover over the scheduled time slot with the mouse to see a summary.

| I

Fj.apu_ccnn_

STATUS: New; TYPE: B; woO#: aPLCO042; LOCATION:

7 AP LS Lighting; \WORK DESCRIPTION: :Lighting:Inspect

lighting:Lighkt bulb for can light outside of middle elewatar in

building 11 on lobby level appears to be the wrong size

F3aeLconen bulb. Please replace with bulb that matches other can
= ightts;. SCHEDULED START: 327 /2006 10:00:00 AM,

T AP L 8351GN: Dolores, Dispatchio; PRT: 2; ACC/APFPT:

= = Appainkment; DUE BY DATE: 1272005 2:00:00 AM;

APEereoe I

E

¢ Click on the work order icon T beside the work order number to open the View/Edit Work
Order dialog.

® (lick on a work order number to bring up the Work Order Details page.

Scheduling and Rescheduling Work Orders in Calendar View

To schedule a work order in the unscheduled list:

® (Click the shortcut arrow F.in the Scheduled Start column to bring up the small scheduling
calendar. Selecting a date and time will remove the work order from the unscheduled list and
place it in the calendar pane.

Or:

e C(Click the arrow F.beside the work order number to bring up the View/Edit Work Order dialog.
Editing the Scheduled Start field will remove the work order from the unscheduled list and place
it in the calendar pane.

To reschedule a work order in the calendar pane:
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Click on the work order icon T:] beside the work order number to open the View/Edit Work
Order dialog. Editing the Scheduled Start field will move the work order when the Calendar
refreshes.

Or:

Click on a work order number to bring up the Work Order Details page. Editing the Scheduled
Start field will move the work order when the Calendar refreshes.
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Glossary

A

Action Log: A work order feature showing the chronological history of actions on the work
order.

Alerts: Automatic notifications received by email or mobile device that can be set to notify
personnel of appointments, status changes to work orders, and other critical
information.

Assets: The real property, equipment, or service that defines where and on what a work
order is to be performed. Examples of assets are buildings, appliances, utilities, and
equipment.

Attributes: Custom fields for models that can be set up to identify particular features of an
asset, such as color, serial and model numbers, condition, and inspection date.

Cancelled: A work order status that renders the request inactive. Work orders can be
cancelled at any point in their life cycle.

Completed: A work order status indicating that the required work has been performed
satisfactorily and the objective met. Work orders with the status Open, Needs
Attention, or On Hold may be completed.

Contract: The agreement that associates customers with assets and the services performed
on those assets. In some implementations, contracts may be called Service
Agreements or Leases.

Customer: The entity serviced by the enterprise; may be called Tenants, Residents, or
Homeowners in some instances.

Item: A specific asset for which a work order is created.

Labor code: A specification for a rate of compensation or remuneration for specific type of
labor (e.g., straight time and overtime). Labor rates may differ from work zone to
work zone.

Materials: Parts and accessories used to complete the work order objective.

Models: Definitions for all of the assets in the CorrigoNet system on which work is to be
done. Models have associated attributes and tasks defining them and the work to be
done on them.

Mobile Device: A portable, internet-connected device used for creating, receiving, opening,
and updating work orders and related information from the field. Mobile devices
used with Corrigo include select phones, BlackBerrys, Pocket PCs, and similar.

Needs Attention: A status that flags a work order for attention from a user. Any open or
new work order can be given this status.

On Hold: A work order status indicating that work has ceased due to circumstances beyond
the technician’s control, such as a need for parts or authorization. Any open work
order can be placed on hold.

Open: A work order status indicating that a work order has been picked up by a technician
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or vendor.

Open: In-Progress: A work order status indicating that work has started. Work orders are
in progress when a user indicates via mobile device that work has begun.

Permissions: Also called Privileges. Rights assigned to users governing access and use of
P the system. A user's permissions determine his or her role. Each role has a specific,
defined subset of the system which it can see and use.

Personnel: Human resources, either employees or vendors, who perform the work to
complete work orders. All personnel are Users in CorrigoNet and may be referred to
as Employees in the interface in your implementation

PM/RM: Preventive maintenance and routine maintenance. PM/RM work orders are
generated automatically as scheduled, not in response to service calls.

Portfolio: A collection of work zones. Might be referred to as Region, District in the interface
in some implementations.

Priority: A ranking of relative urgency assigned to each work order.

Property: A typical name in many instances for work zone; other implementations might
use Subdivision, Community, or Campus.

Punch List: A task list that can be attached to a work order.

Reports: Statistical data generated by the system in various forms and levels of detail. Data
R related to work zones and work order generation and completion can be tracked for
analysis.

Role: Personnel designation comprising a collection of permissions assigned to each user.
Examples of roles are system administrator and technician.

Service Request: A solicitation for work to be performed originating from the customer,
S typically either by phone or through the Customer Portal.

Specialty: A specialized service capability associated with a user; may be used in auto-
routing work orders.

Task: The action to be completed in connection with the asset in satisfying the work order.
T This is the central issue for which service is being requested.

Team: A group of users associated with a work zone.
Unit: An asset, such as an apartment, suite, or store, to which a contract can be attached.

User: A person, typically an employee or vendor, with access to CorrigoNet via user ID and
password. Users are assigned roles with a set of permissions that determine what
they can see and do in CorrigoNet.

Work Order: A statement of work to be performed, defining the location, assets or services,
W tasks, and other details, usually assigned to a single technician to be completed in a
single session.

Work Zone: The top-level asset containing all other assets and defining an area in which
service is provided. Work zones may be called Properties, Job Sites, Subdivisions,
Communities, etc. in different implementations.
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