University of Wisconsin Reference Guide

Stevens Point —
Technician MobileTMA Go

How to use WebTMA on your Computer for checking Work
Orders.

This handout includes;
- 1.1 How to use the QP Cost to put in Tech Comments, Hours, Date, etc.
- 1.2 How to open up a Work Order and Check — Results, Labor, Parts, and Other

- 1.3 How to view pictures you have added to a Work Order
Info: webtma urlis webtma.uwsp.edu
Login Info: Use the same credentials you use for the MobileTMA Go app on your iPhone

1.1 How to use QP Cost
QP Cost — stands for Quick Post Cost. It will allow you to do the following on a Work Order....

1. Change date (The date should reflect the day work was done)
2. Add Labor
3. Add Tech Comments

4. Add Finish Date (if done with Work Order)
eeeoooall from one window on your computer

To get to the QP Cost menu — log in with your username and password to webtma.uwsp.edu
You should see this screen (below). Click once on the QP COST to open it.

File Help
= \ebTMA
2 Home | 3 Logout ‘ Ed p e s A @ Help |
Action Menu |ty whrk Orders
Retresn 1y Work Orders
*
rrrrrrr
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o
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FulScreen
P P Cost @ ES201609433  Routine 03/13/2016 1105 DEBOTCENTER 00420137 Repair/InstalMaintain Fs
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See Page 6 for additional
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Work Order Cost Entry =G =\ X

information regarding the screen at
left — Very IMPORTANT details
that need to be followed.

Work Order # [FS-201608538
Task: [1900-HVAC RepairiReplace(HVAC)

Area: 0042-0124

]

At Left: This window should now appear.

Technician: | 931 -

Date of Work: |03/29/2016 10:45

i\

1. Check Date — click on calendar to change
it.
Add Labor Hours Here

Account # [ 155131 ™
<& _—
Hours: [« Shift Desc: | First Shift |
Time Type Cude:l R " o Failure Code

Failure Subcode: i

Correct Failure?:
Finish Date

Tech Comment:

e

_Technician / save & Close #Cam\ >

age

Add Tech Comments Here
If WO is done, Add Finish Date Here

(otherwise leave blank)
THEN - 2 SAVES
5. Save & Close Here
6. And SAVE Here, aka “The BIG SAVE!”

DONE

1.2 How to open up a Work Order and Check Results, Labor, Parts,
Schedule, etc.

MyPage

£ tome | «ff Logout | Delete First / @ Help.
Action Menu. /My Work Orders |
P Refresh My Work Orders
. Work Order # A‘g"ﬂ'“ on  ReauestDate Bulding Name Location ID Request WoType Repar &
-
oP Cost 5 (G-201608538 Routine 02/24/201608:23 DEBOTCENTER 00420124 eskccoming from the hood vent o tnstalMaintain S A
& 0P Cost @ ES201608979  Routine 02/25/2016 10:07  SCIENCEBULDING  0005-80124C Repair InstallMaintain Fs
DREYFUS _—
& OPCost @ Fs201603063  Routne 03/01/2016 09:58  UNIVERSITY 0040-0270 Repair/InstallMaintain Fs
ca
- FullScreen
;| OF Cost 4 F5-201608433  Routine 03/13/2016 11:05 DEBOTCENTER 00420137 There is 2 sml vibration on Repair InstallMaintain Fs
R DREYFUS
Add Faverte 0P Cost @ FS-201609614 Routine 03/18/2016 12:53  UNIVERSITY 0040-0233 Repair InstallMaintain Fs
o c
0P Cost # FS:201603649  Routine 0321/m016 1226 T R 00020013 *  Repair/Instal/Maintain Fs

You have 4 tabs across the top menu!

1. The IDENTITY Tab

Techwo
-t @rvi/ﬁ“ O N ) Last | [& Search| i Pt - @ lick = =
&

Area: [0008-0101F

20

MUSFUM SHOWCASF

Work Order #: [FS-701809574
Heparr Cantar Coda: FS

WO Type: RepaininsialiMainiain

Charge

Notify Mo

WO Subtypo: [Labor not Chargeable

Roforonce #:
Roquost Log #: (11504

Supenvisor Name: |1rans Olsen

Task 1900
Trade: HVAC

IIVAC Repair/Replace
HVAG

Rate Schedule:

On the Identity tab you can review the primary information. (

0, What, Where)

You can choose “Edit” here and add a “Finish Date” if the WO is finished. But only do this if all
labor hours and tech comments have already been added.

Then the final step is to click on the Big SAVE on top menu

\Q-Hdﬂ-} |l save ¥ cancel |

bar.

TechWO
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2. The RESULTS Tab

1ML~ BOL MEUO WBED MEUV) - INETTEL EXPIOTET L —— - — ———

elp
=2:\\ebTMA —
e Hewa J[Daw Ges Drist Qriev  Ohet @ Last | (3 Seuch| G Pl - @ o S =

= —

22 o

Work Order #: |[FS-201609524

On the Results tab you can review any “Task Comments” you have uploaded from your phone. To add
additional comments here — click the “Edit” button on the top menu bar and choose the “Add
Comment” that will appear.

@ Help | [@l save ¥ cancel ‘

Resuits {8 ‘Schedule

Work Order #: F8-201606560

P Add Commen its <
Date Task
INo records to display.
Waork Order # [FS-201606560
Task: 1900 - HVAC Repair/Replace :
Comments: | =
4+—

At Left — This is where you type your
additional comments.

1. Make sure you ADD when
done typing.

2. And then Click SAVE on Top
Menu Bar — 2 Steps or it will
not b§ saved.

L TechWO

= =
i) Help o save @) cancsl |

Add || cancel |

: F5-201606560
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3. The COST tab

[
=Es WebTMA Techwo
Dtome | BFogout |[ ) ase  aea 4:Co Dete | @ Fist D Prev o Mext (last | (3 Search| c§ Pt - (@ Help Save ance
188 1dentity 7 Resuits MR schedute |
W Work Order #: [FS-201609524
st Eavoia arges Hours Labor Material Other Total
= ngoste: 1.00 59.60 0.00 0.00 0.00 59.60
0.00 0.00 0.00 0.00 0.00| 0.00
1.00 59.60 0.00 0.00 0.00 59.60
Al
Cost Type Task Description Date Item / Technidan Quantity Cost. Charge Tax Amount. Taxable Account
Labor HVAC Repair/Replace 03/17/2016 Bob Medo 1.00 59.60 59.60 155131

Here you can choose to Add your LABOR HOURS here if you like. (Instead of the QP Cost)

Click the “Edit” option form the Top Menu Bar.

In the lower right CW/‘\ —

Click on the “Cost” button

And this window will appear (below) — it is the same window you get when you choose the QP Cost
option on from the Main Window or the aka HOME Page. See Page 1 of this handout for how to
complete this and remember 2 SAVES!—- Save and Close at the bottom of the window and the Big
Save on the top menu bar.....

£ Work Order Cost Entry {5 G B X
Work Order #: FS-201606560 Area: |0005-0152
Task: |19907HVAC Repair/Replace(HVAC) ﬂ
CostType:[Labor V| Date of Work: (0373012016 | [ 08:15
Technician: 9317|
Account #
Hours: ShiftDesc: [Frstsnn [~

Time Type Code: | R |5 Failure Code: : L]
Failure Subcode: \v-\ i
Correct Failura?:
Finish Date:

Tech Comment:

\_Technician / Save & Close ¥| | Cancel

Now the Final Tab......
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4. The SCHEDULE tab

File  Help

= \WebTMA

tome  offf Logout ‘ 1) Add LA Edit opy Deiete | @ Fist  Qrrev Net Last | [ Search| < Print v (@) Hel
188 sentity | Resuits | cost TR

Action Menu

iy Linked Documents Work Order # |FS-201609524

\  Add Favorite

o & 4 Task Technician Trade Start Hrs. Completion Date

HVAC Repair/Replace  Bob Medo HVAC

03/16/2016 07:57 0.25

On this tab you cannot edit anything
here — this is for you to view only and
see who else may be assigned to the
Single Task Work Order. If others are
assigned make sure to coordinate
who will finish the WO when done.
(aka put in the finish date on PC or
check the finish task on iPhone\iPad
in MobileTMA Go.

1.3 How to view pictures\documents you have added to a Work

Order

Techwo

=2 WebTIVIA
e

cearch| o prnt

@ ke

Area: [0008-0101E MUSEUM SHOWCASE

Work nrder #: [F5-201609524

Task: 1900 IIVAC Repair/Replace
Trade: [ IVAC IIVAG
rrrrrrrrrr
Rare Schedule

When you have the Work Order open — on the left side bar is a “Linked Documents” option.
If you have attached pictures this is where you will find them.
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Additional Instructions:

3/31/16 - Two things have come up that I need to let you know about.
1. When leaving Task\Tech Comments on your Work Orders — PLEASE make sure to include your Initials
at the beginning of the comments. This is very important, do this whether on your iPhone or the PC.

2. When adding labor hours on your computer — please make sure you change the name of the
technician to yours, if not already.....see screenshot below.

g
Add Edi 2% Copy Deleie | First Pre Next Last Sedrch ¢ Print = Q_,I Help H Save ¥} Cal
£E Work Order Cost Entry o 5 S e i
Waork Order #: |F5-201608538 Area: |0042-0124
o Task: |1900-HVAC Repair/Replace(HVAC) v
Unp Cost Type: | Labor V| Date of Work: |03/31/2016 08:48
- Technician:| 931 | | Bob Medo i <
Trade: | HWAC V| Account #:| 155131
|- Houra: Shift Desc: | First Shift hd|™
. Cos T T . =
Time Type Code: | R ™ Failure Code: | |
Failure Subcu:ude:| |v
‘ax An
Correct Failure?:
Finish Date:
vV <
Tech Comment: (EM) - Changed Filter.
v
< \_Technician | | Save & Close v| | Cancel | >
| I‘E ages
| Al |
— _I
H1NN%L -

Page 6 was hand delivered to the techs and also emailed to the techs on 3/31/16.

***When multiple people are scheduled to the Work Order the first person scheduled is who the
Technician box will default to. You need to make sure the tech listed is you for the work you are
doing.
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