There’s a Template for That

Using ReADY Requests for More than Just Work Orders
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About Western Washington University

Bellingham, WA | 16,000 students | 2,000 Faculty/Staff | 3,445,000 GSF

¢ ReADY, AiM, Go Implementation

e [jve since June 30, 2018

e 21 Live ReADY Templates

* 79 mobile devices active in the field

* AiM timecards only for all tradespersons
e 20,076 Assets loaded in AiM

e Rooms will soon be loaded as Assets
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Why a Request but no Work
Order?

An administrative internal process
Timecard Adjustments

Travel/Training Requests

Surplus/New Equipment

A small request that is tracked/billed to overhead
Building Hours Change

A sub process within a template that does

generate a work order
Key Return/Key Re-Release

A common platform for all customer requests

Fuel System Requests

fAssel 2019
www.Assetworks.com/IWMS ld
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Time Cards at Western

Washington State has a positive time
requirement

Employees have to initiate changes
certain changes involving their timecard

Supervisors need to approve all changes

Auditable trail

www.Assetworks.com/IWMS
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Time Card Adjustments — The Issue

owe the MLD by teturn emad, 1 alr

et Adustment for him for payment on the next pay penod

d? i 0, please ket me k

w the timecard #5 10 the adustments

Subject: Thvee Timecard Transactions to be moved to a ditferent WO
ey,

Would you move the following Shift Diff entries to WO 180036397 They aren't posted 50 you should be able to g0 In and just change the Work Order

EL)

From: Glean Huschia

Seot: Tuesdey, July 24, 2018 3122 AM
To: Chrig Valejo <Ch pornw
Subject: FW; July 13 Higher level duty pay

SR = OB OP was to email timecard adjustments

80) 391, 14800l

" $ur

o -—
From:

Sent: Friday, July 20, 2018 10:10 AM

Tot Ghenn Huschica <Glenn Hschia @wws

Subject: sy 13 sagher Sevel duty pay [ [P
Hi Glean, Doesa't look like the higher level duty pay was paid for July 13th when | filled in. My time card sthows we used the standing Higher Ll duty WO for that day. Perhaps just a missing

connection somewere in the AIM system when | enter the time, Hope you can dig Into It for me. Please let me know if you need acything from me ot . —— -

nconsistent information

Froox: Gary Hodge
Sont: Thursday, lune 7, 2018 3:49 P
Yot Jube Larmate <jube

Gz Jesse Atking <

approve this time card adpustment froer

froem:

Sent: Thursday, June 7,
Toc Gary Hodge <Gary
Subject: trme card a03Don needed for June &

nconsistent approvals

Timecard ¥ 2347
WO# 15002628 Phase 001
Please 23d 1.5 reguiar pest control hours

018 336 P\

Please add 0.5 OT pest control hours Good aftemoon AIM team
Tharks! I bope that you are dong well bad overtime for thas time card and has not been able to 234 thas to this ime card. [ have added Chns V as thy
following
18-001250-001 OVT 1 bousr
Sean: Thursday, May 24, 7018 10:27 AM_ | Please let kosow that you have received thas and entered 11 [ Bave added 10 this ezaed 10 she can peovide confirmanon of this request of =
Tot Devin Sweeney <Devin Sweeray@wwy ody>; James Yates <james Yates@wwy adu>; Julke Larmore <jube Larmore @wi
Subject: PW: Aum Revision « Katy MacCoy Thanks for vous assastance’

Changes Approved !

nconsistent originators

Changing Live

Frome Michael Srmth

Sent: Thursday, May 24, 2018 546 AM

Toc Wayne Galloway <Wayme Galowsy Bwwy edu>
Subject: PW: A Revison

a8 the nlormation needed ?Dat

From.
Sent: Thursday, May 24, 2018 5:44 AM
Toc Michael Seven <Michael Serth@rwou edu>

Subject: Re: querbion

nconsistent recipients

Hs Mke,

1 thask the timecard transactson # w 1552

Ounly the labor class needs 10 be changed from Custodsan to HLD Custodian. The tume type 1s still REG, The work order sumbers remaun for BI (15-001082) and PH (15.001062). The bours
are sull 7 foe Bl and 1 for PH

Let me know 1f [ can be of anymore help

www.Assetworks.com/IWMS
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ReADY Time Card Adjustment

W myWestern: Employee X E Timecard Approval X € Request x +
& c & https://ready.eas.wwu.edu/#
PN

WESTERN

Request Process Setup

Request a Service

av
LT
" A
Plumbing Elevator Repair Event Cleanup

N

Parking Maintenance Surplus Fueling Timecard Adjustment

ReADY
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Vehicle Repair

Paint/Graffiti

=\

351:;; =\

PW Azzist

¥ System Configuration

)
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P
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i

Temperature

Carpet/Tile

Custodia

\l/

AlJA
Y

Issue Not Listed

Questions? Need Help?
(360) 650-3420

fixit@wwu.edu

1 User Profile

= X

o« % ® 0® @O0

A Notifications About Logout

)

| 4
AW,
S5z

Pest Contro

Estimated/Planned Work

¢ Only visible to FM

staff
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Access Requests at Western

Many types of access requests

Some end in work orders others do not

Approvals and risk reviews needed

Auditable trail

www.Assetworks.com/IWMS
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Access Requests — The Issue

Lockshop Document#

Maintenance/Repair and Key Request V1158114
€35 106 * 650-2687 * M3-9130

Z=2
WESTERN

WAESMINGTON UNIVERSITY

OLD FORM do not use. Visit ReADY for service
requests

Use one form for up to 20 people or 20 keys.

P Electronic Device Requests - Please fill out a Lockshop Prox Template Form and attach at the
bottom of this form.

P The Lockshop will assign a job number and lock this form. You will receive an email stating this
form is complete. This only means the form is complete not the work.*Please do not assume this
means the keys or electronic devices are ready.” Please be patient.

* The Lockshop will make notifications when keys or electronic devices are ready. Please do not
call requesting a time frame of when the work is complete.

Keys or electronic devices must be signed for at pickup time with proper I.D. Campus mail is not an

option. Keys and electronic devices will be held for a period of 30 days.

REQUESTOR INFORMATION

Theresa Tripp Geology 9080 3582 oy
Mame Department and Mail Stop Fhone Date

Details of Request: [Please Note: Lines DO NOT WRAP, please tab at the end of each line)

We need (4) Faculty Master keys for check out. hook 104K

Inconsistent workflows for some
requests

Inconsistent information

We need (4) Grad Master keys for check out. hook 105K

Space Admin - Please attach W numbers to the keys requested and we will approve the reguest.

104k 21 + 4 =25 total checkout keys
105K 94 + 4=93 fotal checkout keys

BUDGET AUTHORITY USE ONLY

Inconsistent approvals

Check One: ESTIMATE REQUIRED ¥ PROCEED WITHOUT ESTIMATE
Charge To:

FEGEOL
chart index fund orgn prog acct actv loc

Inconsistent originators

www.Assetworks.com/IWMS

Physical Plant Job Mumber (if appropriate) Date

Material: Labor:

DATE RECEIVED: LOC CODE: LOCKSHOP JOB NUMEER:

11672017 ES Wo204106 I . . k .
KEYS REQUESTED - One Key Per Line LOCKSHOP USE ONLY n CO n SI S te n t rl S r e VI e WS

Mame WwWu 1D Bldg Room Mo. Hook MNo. Unigue Number Date Returned

1. Theresa Tripp  A24-03-1000 ES Faculty

2. Theresa Tripp  A24-03-1000 ES Faculty

3. Theresa Tripp  A24-03-1000 ES Faculty

4. Theresa Tripp  A24-03-1000 ES Faculty

5. Theresa Tripp  A24-03-1000 ES Grad N

6. Theresa Tripp A24-03-1000 ES Grad N

7. Theresa Tripp A24-03-1000 ES Grad N

& Therasa Trinn  A24-03-1000 F& Grad

© 2019 AssetWorks LLC. Proprietary and Confidential.
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Access Requests Sub Processes
Key Return/Key Release & Building Hours Change

Request Process Setup
) N N
. Q ]
L1 L r Y T Y
L \d/ L \d/
Plumbing Acress Request Residence Access Request
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zzzzzi
22002
22233|
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Parking Maintenance

| Rl

Surplus

ReADY
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Request a Service

I o v |
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Elevator Repair
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Training/Travel Request
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Event Cleanup

2

Timecard Adjustment

Lx ¥

Asset Repair

-

Vehicle Repair

o

PW Azzist

¥ System Configuration

—_— —
- .vl\_ -
&

Issue Not Listed

Questions? Need Help?
(360) 650-3420

1 User Profile

=
A Notifications About

Estimated/Planned Work

€) Access Request is
visible to all
faculty & staff

¢) Residence Request
is visible to all
URES staff only
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Fuel System Requests at Western

Requests from customers with vehicles

Requests for fuel cards

Requires billing information and
authorized users

Status tracking

www.Assetworks.com/IWMS
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Fuel System Requests— The Issue

www.Assetworks.com/IWMS
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One man shop

Inconsistent information

Inconsistent approvals

Inconsistent originators

Extra administrative time
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Access Requests Sub Processes
Key Return/Key Release & Building Hours Change

XN

W myWestern: Employee X E Timecan: d Approval X € Request x + - X ] [ ] [ ] [ ]
& c & https://ready.eas.wwu.edu/# o r O ® o (4] u e I n g I S v I S I e
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Plumbing Acress Request Residence Access Request Elevator Repair Event Cleanup \ehicle Repair Temperature Custodia Pest Contro
| ST
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Parking Maintenance Surplus Fueling Training/Travel Request Timecard Adjustment Paint/Graffiti Carpet/Tile Issue Mot Listed Estimated/Planned Wark
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Aramark Only Asset Repair PW Assist
Powered by ReADY Request Questions? Need Help?
R@AD I ©2018 AssetWorks LLC (360) 650-3420
' fixit@wwu.edu
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Thank You!

Julie Larmore Ryan Browning
Assistant Director, Facilities

Financial & Business Services Technology Operations Manager

Western Washington University

Western Washington University

ryan.browning@wwu.edu

julie.larmore@wwu.edu



