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Objectives: 

 

1. Review of Service Request 

2. Work Order Statuses/Conversion 

3. Closing/ Adding Time 
  

 



FAMIS: Service Request Review 

Let’s review Service Request… 

 1)  What is the status that all service request must begin in? 

 2)  What two areas can modify a service request into a work 

 order? 

 3)  Can you find your recently created Service Request by 

 using your knowledge regarding querying? 
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FAMIS: Statuses 
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Validation Billable work request, awaiting 

business office approval 

Approved Awaiting manager assignment 

Canceled Work has been canceled 

Estimate Requested Customer requests an estimate 

Estimate Received Customer has received an estimate 

Estimated Approved Customer has approved an 

estimate 

Awaiting Materials Parts/Materials have been ordered, 

pending reception 

Received Materials Parts/Materials have been 

received, order has been filled 

Assigned/In Progress Work order has been assigned to 

technician and is in progress 

Hold Work is on hold, pending customer 

response 

Asbestos Area Location contains asbestos, will 

need abatement 

Asbestos Free Location does not contain 

asbestos, can be assigned to a 

technician  

Awaiting Time Approval Work has been completed, time 

has been added and manager will 

need to approve time 

Complete Work has been completed, pending 

invoicing or closeout 

Closed Work has been closed; customer 

invoiced no further work is required 

Review Work is unable to be closed, needs 

further review by crew or FSC. 



FAMIS: Work Order Conversion 

 

1) In the search request form, you will navigate to the field, “General Information”.   

2) In the ‘Status’ field, you will change this from Requested to Scheduled.  Once the status is 

changed, save the service request.  The service request becomes a work order. 

 

 

 

 

 

3) On the right panel, you will notice that work order link.  By selecting this link, you will be 

taken to the work order form.  In this form, you have the capability to manage the work 

order through manipulation of the statuses.   
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FAMIS: Work Order Conversion 

4) Utilizing the different tabs, you can update your work order.  The more information, the more 

you have for historical purposes.   

 

 

 

 

 

 

Attributes- Depending on the configuration, the debit and credit areas will be housed here. 

Tasks- Area in which a description of the work will be located or additional descriptions of 

services 

Crews- May be known as the shop, will be the department responsible for the work along with 

the assigned technician. 

Parts- Location in where parts for the particular service will be housed.  Allows user to select 

parts for different warehouses. 

Tools- Items that will be needed to facilitate in the completion of the work. 

PO’s- Handled by the business office, will be the invoicing and location of PREQ historical data 

Routing- Description of the changes that have occurred in the work order 

Readings- Allows the crew to put a record of the data that has been collected. 

Closing- Description of when the work order was completed, who completed the work, 

condition of the equipment, and equipment data. 
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FAMIS: Work Order Conversion 
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5) In the General Information location, you can input the method, assigned to, and outage class.  The 

type and priority level will transfer from the service request.   

 

Method- This is the type of serviced used to complete the work: Contract- Outside university crew, 

IHSE_CNTRC- Combination of outside university crew and shop assistance, IN HOUSE- University 

crews 

Assigned To- This field gives you the option to input the employee that is assigned to the work order. 

Outage Class- Allows one to input if the equipment will be on or off during the service. 

 

6) The Current Status and Dates section allow you to change the particular status as work is being 

performed.  All other information is fed from the service request form and the labor form. 

Screen shot to instruction 5 Screen shot to instruction 6 



FAMIS: Work Order Conversion 
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7) In the primary labor section, you will have the opportunity to assign the crew which is your specific 

department, the craft is a subsection of your shop (Ex: North Zone Maintenance= Crew, Carpentry= 

Craft).  Crew size would be the number of technicians working on the particular work order and Est. 

Hours, will allow you to track the estimate of hours versus the total. 

 

8) The location information will transfer from the Service Request.  This can be changed if any errors 

are made.   

Screen shot for instruction 7 Screen shot for instruction 8 



FAMIS: Work Order Conversion 

9) These additional fields, allow you to continue to input historical data. 

 

Library- This is where a procedure library can be input or built.  A procedure library allows you to apply the same 

tasks to every work order based on request.  This will be built out by the crew supervisor. 

Request- Allows the user to view the service request tied to the work order 

Related WO- If the work order was a parent or child work order, this would show the other work orders that were 

tied to this particular work. 

Create WO- Allows you to create a child work order associated to the parent work order. 

Billing- Location were accounting information is housed. 

Estimates- Location in which estimates can be entered and sent to the customer.  This will include, materials, labor, 

equipment, etc. 

Dates- Will highlighted the time period in which a service request was converted, scheduled, printed, modified, and 

closed. 

Conv. To Project- Allows user to convert work order to a project 
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FAMIS: Labor 

1) Begin by selecting the labor charges form.  This can be found in the labor folder, this will 

bring the initial form for employee labor. 

2) Select the employee tab at the top of the screen, select the crew field, and press the F9 

button.  In this step you are querying particular crews 

3) Select the particular crew and press the F8 button.  This will bring back the record for crew 

members within the specific area. 
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Screen shot for instruction for step 1 and 2 Screen Shot instruction for step 3 



FAMIS: Labor 

4) Select the work order button, which will take you to the screen to pick the work order. 

5) Pick the criteria in which you wish to select the work order (crew, craft, assigned to) 

6) Press the F7 button to enter the query and the F8 button to execute the query. 

7) Select the check box for the work order that you will be applying time. 
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Screen shot for instruction 4 Screen shot for instruction 5,6,and 7 



8) Press the okay button at the bottom of the screen 

9) In the hours form, add the amount of hours that were worked on the job.  Remember, this should be 

entered in half hour increments. 

10) The pay code will need to be entered (overtime or regular time) 

11) Additional comments can be entered against the work order as well. 

12) Once all the information has been entered, select the save and approve button 
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