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Change log 
 

Date Changes Author 

11/18/2010 Initial Draft Michelle Costantino 
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F&S Mobile Application  

Login 
 
Mobile Web Location: 

https://my.fs.illinois.edu/m 
 

Log into the Application with your  
System Login and Password 

 

Screen Header 
Click on one of the screen “tabs” to enter time against the appropriate Work Order/Phase. 
 
Description of the “Tab” abbreviations: 
 

 
 
 
 
 
 
 
 
 
 
[R]egular includes the following: 

• WO/Phases that are not Preventive, Standing, or Benefit Time 
• WO/Phase assigned directly to an employee 
• If Shop is using Building Zones then WO/Phases in Buildings in the Zone that employee is assigned 

to. 
• If Shop has selected “Mobile view of all Shop WO OK” then all WO/Phases for that Shop will 

display. 
[P]reventive Type Work Orders 
[S]tanding Work Orders:  

• Including Benefit WO/Phases that will accept Overtime 
 [F]requent includes the following: 

• The most frequently used WO/Phases in the last 90 days, in order by the most used to the least used.  
(this does not include Vacation, Sick or Holiday Time entered in the last 90 days) 

[A]lternate includes the following: 
• Completed WO/Phases until they are Closed in AiM (28 days) 

[B]enefit Time includes the following: 
• Benefit type WO/Phases but no Overtime is allowed (see [S]tanding Tab) 

[T]ime Card Detail includes the following: 
• All timecard entries for the current pay period will display on this screen. 

Hours entered 
Current Date 

Time 
Card 
Detail 

Benefit 
Time 

Regular WOs 

PM WOs 

Standing WOs 
(your SHOP) 

Frequent 

Alternate 
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Work Order Queues 
NOTE - Periodically you need to refresh your browser to view New/High Priority Work orders.  Switching 
to a different “tab” will refresh the data also. 
 
WO/Phases are prioritized by: 

• Priority on the phase (1-EMERGENCY, 2-HIGH, 3-NORMAL, 4-LOW, 5-SLIGHT) 
o All WO’s created through the my.fs Service Request are 3-NORMAL 

• Created Date (Oldest on top, newest on bottom) 
 

1. Click on the Appropriate “Tab” to view the associated Work Order/Phases.  The Default “Start 
Page” is the [R] Regular Work Orders “tab”. 

2. Click on the Work Order/Phase Link 
 
 
 

 

 

 

 

 

Timecard Entry 

3. Click the button, and the system will start counting the time spent on this job.   
a. Return to this Work Order/Phase later and the system will have calculated the time spent. 

 
 
 

 

Click “Start To Work” 

WO/Phase 
Description 

 

Contact Info 

Current Status 

Select Work Order/Phase 

Select Appropriate “Tab” 
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4. The Phase Status is changed to “IN_PROCESS” once you “Start to Work” 
Note:  Dispatch Work Orders do not have an “IN_PROCESS” Status. 

5. Click on the  button, to view time spent or to manually enter the time on this job. 
 

 
 

6. Change the Work Date, if applicable (defaults to current day)  Only dates in Current Pay Period are 
available.  Except for Sunday through Monday 10am on “Payroll Monday” this time period will 
display previous and current pay period. 

7. Enter time:  (your total Regular Hours cannot exceed your eligible daily hours) 
a. Validate time calculated (which started when clicking “start to work” button) 
b. Manually enter REG and OT values 
c. For OT values, select appropriate OT Code from list: 

1= time and a half 
2=double time 
3=straight time 

8. Enter Timecard Comments: 
a. These display for the supervisor approving the timecard 
b. These comments are loaded as Phase Notes in AiM, as type “TIMECARDCOMMENT” 

9. Press the  button 

 

 

Click to “Enter Time” 

New Status 

Enter or Validate Time 
Calculated 

Click to “Save” changes 

Enter Comments, if applicable 

Change Work Date 
(if applicable) 
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Completing Phase (available on a shop by shop basis) 

1. Click the  button 

 

 

 

2. Please note that once the Phase is COMPLETED this WO/Phase will be removed from you work 
queue, but you can continue to enter Mobile Time Cards.in the [A]lternate tab for 28 days. 

3. Enter “Closing Comments”, if applicable. 
a. These comments are loaded as Phase Notes in AiM, as type “CLOSING_COMMENT” 

4. Click  button.  

 

Previous Time 
Cards Display Here 

Click for 
Completed 

Work 

Record 
Closing 

Comment(s) 
Click  

“Complete Phase” 
Button when Done 
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Reviewing/Editing Timecard 

1. Click on the [T] “tab” to review time enter for the current pay period.  

 

2. Approved Timecards CAN NOT be edited. 
3. On Pending or Declined Timecards, Click “Edit” to do the following: 

a. change the hours 
b. change codes 
c. add, change or delete comments 
d. delete the time card 

 

Summary of 
Daily Hours 

Reported 

Click to 
View/Edit 
[T]imecard 

Details 

Click to 
Edit 

Click to 
Edit 
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4. Change any of the fields, then press the  button. 

5. If necessary, press the  button. 
a. Situations for this would be Different WO/Phase or Different Work Date 

 

Timecard Info can 
be Deleted  

 

Update Timecard 
Info and Re-Save 

 


