UCDAVIS

FACILITIES MANAGEMENT

AggieFacilities (TRIRIGA) Training

Module: Technician
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TRIRIGA Access

Access the system at: aggiefacilities.ucdavis.edu
*Login using your Kerberos ID and password

Viewing Assigned Tasks

This section provides instructions on viewing tasks that have been assigned to you by your
supervisor/foreman. However, you can view all tasks in the system regardless of who has been
assigned to them.

Step 1

Sign into TRIRIGA as a Technician using the appropriate login credentials.

UCDAVIS

UNIVERSITY OF CALIFORNIA

Central Authentication Service (CAS)

Username:

Passphrase:

Need Help?

Protect your campus computing account login ID and passphrase. Use them only for cam pus
websites and campus online services.

UC Davis will never ask you to provide your passphrase via phone or email. A message

that asks you to is probably a phishing scam. Delete it without responding.

Be extremely wary of messages that ask you to enter your passphrase into a non-UC Davis

website. If you have doubts about a message or website, or think you have been tricked into
submitting your passphrase or personal information, call your local IT service desk

UC Davis Cam pus: IT Express at 530-754-HELP (4357)
UC Davis Health: Technology Operations Center at 816-734-HELP (4357)

Copyright © Regents of the University of California, Davis campus. All Rights Reserved.

Step 2

Select Tasks, which allows you to view various portals:
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https://ucd.valudconsulting.com/

AGGIE FACILITIES

My R 5 Requests

Home » Tasks

Assigned (Hon Pa)

[#] assigned (Fa)

[#] assigned Facility Project Task

[#] complete Tasks (Bulk Complete)

My Active Tasks

Assigned (Non PM): This section displays all of the assigned Non PM work tasks where
you have been selected as a resource by your supervisor/foreman.

Assigned (PM): This section displays all of the assigned PM work tasks where you have
been selected as a resource by your supervisor/foreman.

Assigned Facility Project Task: This section displays all assigned Facility Project Work
Tasks where you have been selected as a resource by your supervisor/foreman.
Complete Tasks (Bulk Complete): This section displays all of your active tasks and
allows you to Bulk Complete multiple tasks at one time.

My Active Tasks: This section displays all work tasks where you have been assigned as
a resource.

Step 3

Select the Active Task on which you plan to work

AGGIE FACILITIES

Home = [asks Dﬂ Open In Mew Window 1 Add to Bookmarks I My Bookmarks
=] assigned (Hon Pa) =k
Planned
Request  Work Request EST ACT Start Due
(o] Class Type Description Building Date Hours  Hours Date Dat
OHMS17MEET Owerhead Overhead — SAFETY, TRAIMIMG,MEET, TRVL 062372017 [} 3.75
14:51:51
OHMEA7CCOY  Owerhead Overhead CAMPUS COVERAGE 062372017 [} 45
14:51:01
OHMS17BRES  Owerhead Overhead  BREAKS & TIMEKEEFING 0&F2772017 [} 164
07- =.- 15
14746336 Too Hot Corrective - TDO HOT: Lecture hall room 101. Bowley Plant o7 11/2017 o 325
Event taking place today at 1:30 so Science Teaching 11:40:45
customer w._ Facility
E— —
1475897 Too Hot Corrective  The air conditioner is not working. Hoagland Hall a7 10/2017 [} &
10:00:0%
1475544 Too Hot Corrective  WE HAVE TWO ASC WaLL UMITS IM Medical Sciences | B 07/07/2017 o 2.25
THE SWAGGIE STORE {MEXT TO {Carlzon Health 14:27:00
CARLSOM HLTH 5CI LIBRAR... Sciences Libr
1472341 Alarms Corrective  Meyer Hall, 5K acct. 0604, zone 1, Meyer Hall 07r02/,2017 o 3
. .

environmental chambers.
Dehumidifier 2 fault...
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Step 4

A pop-up window will appear listing all current details on this Work Task.

Work Task: 1476326-TOO HOT: Lecture hall room 101 W T Bockmarks (2 Prive @ el
General  Procedures  Motes B Documents  WorkTaskinfo  Reports  sodit  Audit Actions Complete  Hold Save  SseBCloe  Mare =
(Required): Use this tab to enter, review, or change basic information about the task. -
= General
Task ID 1476336 Status Active
# Task Name TOO HOT: Lecture hall room 101 Assignment Status Assigned
Description | - TOO HOT: Lecture hall room 101, Event taking place today at 1:30 so customer was hoping temps could be lowered,
Task Relssue Reason
= Details
Task Type Corrective Fei«] Task Priority Low
» Request Class Too Hot youx] Service Class Mechanical
Primary Work Location cations'UC Davis Campus'Baowley Plant Science Teaching Facility Felx] Zone G083
# Customer Organization [\Organizations\IC Davis\UCD Campus|College of Ag & Environmental Sciences @ Funding Type
= Requests Find Create Extimate Request =
@ Export 1 totsl found Show: (10 ¥
! Request ID Created Date/Time Full Hame Work Phone Mobile Phone Email
1043061 07/11/2017 11:39:1% Gale Perez 1530)752-1748
= Alternate Contact
© 0 totel found show: [10__ ¥
! Full Name Work Phone Mobile Phone Email
Ha deta to display
= Accounting = DCA For Location
Accounting Code |3-6755881 € 0total found Show: [10_ ¥
Sub-Accounting Code BR109 Hotes Contract Type
Project Code
Object Code
= Comments Acd Remove = Related Documents Find Remove Uglazd
© oot found Show: (20 ¥ ® oot found Show: (20 ¥
| Reference Comment . ig , Document Document Document Revision  Revision File
Date Type ¥ Mame Number Status Mame
displa o display
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Elements of the Work Task
This section provides an overview of the relevant sections of a Work Task.

Important elements of the Work Task include:

Work Task: 1476336-TOO HOT: Lecture hall room 101 'i Add To Bockmarks = Prine @) He
General  Procedwres  Motes & Documents  WorkTaskinfo  Reports  awdit  Audit Actions Complete Held Save  Save B Clowe Lns &
(Required): Use this tab to enter, review, or change basic information about the tashk.
= Attention!
The time entry date is not within the selected pay period date range, please select the correct pay period.
= General
Task ID | 1476336 Status Active
# Task Name TOO HOT: Lecture hall room 101 Assignment Status Assigned
Description | - TOO HOT: Lecture hall reom 101, Event taking place today at 1:30 so customer was hoping temps could be lowered,
Task Relssue Reason
I = Details
Task Type Corrective = Task Priority Low =
» Request Class |Too Hot yelx Service Class |Mechanical e
Primary Work Location |\Locations\UC Davis Campus'\Bowiley Plant Science Teaching Fad O & Zone GOB3
» Customer Organization |\Organizations'\UC Davis\UCD Campus'College of Ag & Environm| O & Funding Type
- Requests Find Creste Estimate Request Remove
©  Export 1 totsl found Show: (10 ¥
! Request ID Created Date/Time Full Hame Work Phone Mobile Phone Email
1043061 0F /1172017 11:39:1% Gale Perez 1530)752-1748
= Alternate Contact
€ 0total found Show: |10 ¥

! Full Hame Work Phone Mobile Phone

No data ta display

1. General

Email

a. Task ID: Auto Generated unique number assigned to a work task

b. Task Name: Gives a brief description of the issue

c. Description: Long description of the issue either submitted via the web portal by

customer or filled out by Customer Experience when creating a task

2. Details
a. Task Type: Type of work the task is for

Request Class: Type of request (ex: too hot, too cold, etc.)

Task Priority: Priority of the task (high, medium, low)

b
c
d. Primary Work Location: Location of the work being performed
e

Customer Organization: Department of the requestor. This field needs to contain the
highest level organization or the task will not properly feed to Dynamics SL for billing

f. Zone: Auto Generated based on the Primary Building of the task

g. Funding Type: Auto Generated based on the accounting information that is input.

3. Requests: Reference to the initial request created by either customer or CSC

4. Alternate Contact: Alternate customer contact information
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= Accounting

= DCA For Location

Accounting Code |3-6755351

@ Ototal found how: |10 ¥

Sub-Accounting Code |ER109 DCA Hame MHotes Contract Type

Project Code fo data ta displa:

Object Code
- Comments Add Remeve = Related Documents Find Remeve Upload
@ 0total found Show: (20 ¥ @ 0total found Show: |20 ¥

| Reference Comment Comment  Created | Document Document Document Revision Revision File

Date Type By ) Hame Mumber Status Date Hame
o data ta displa o data to displa
= Responsible Organization Find Clear = Planned

Hame BMS Refrigeration Shop Organization Type Workgroup
Hierarchy Path “Organizations'\FM Service Desk\BMS Refrigeration Shop
Supervisor Mathan Cardoza
Low Priority Duration (days) 0
Medium Priority Duration (days) 0

3

5. Accounting

Assigned Date 07/11/2017 11:40:57
Planned Start (Respond Date)
Planned End {Due Date)
Project Task Sequence & O

Estimated Assignment Date

l

a. Codes: Account the work will be billed to. Customer Experience initially enters an
accounting code for every work task. The Supervisor/Foreman should be checking to
make sure that appropriate account numbers have been input.

6. DCA for Location: Customer Experience uses this section to help determine if the building

requires a recharge number for all work.

7. Comments: Comments should be input to provide updates or special instructions.
Technicians should be adding comments to update customers of their progress or important

details about the task.

8. Related Documents: Related documents are used to attach photos or documents that are

relevant to the task.

9. Responsible Organization: Customer Experience assigns each task to the appropriate shop
initially. Shops should re-assign to different shop when necessary

10. Planned

a. Assigned Date: System generated date when the responsible person is assigned. A
responsible person will begin work within 10 days of the assigned date.

b. Planned Start Date: Date used for planning purposes. Auto generated for PM tasks

based on the date the PM is due.

c. Planned End Date: Date used for planning purposes. Auto generated for PM tasks

based on the date the PM is due.

d. Project Task Sequence #: Sequence number of a task associated to a project.

e. Estimated Assignment Date: System Generated based on shop backlog by priority
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= Responsible Person Find Clear = Facilities Project Find Clear

Hame Kevin Fullerton D Status
Email Work Phone 530-681-7330 Hame
= Resources Asd Find Assats Find Peaple Find Locations Find Organization Quick Add Time Entry Remove
® Export 1 total found Show: [10_ ¥
Resource . P o Work Resource Percent
|
| Hame Trm Primary Organization eMail Phone FemmiemeT Allocated
Kevin Person \DrganizationstUC Davis\UCD Campus\WC-Finance, Operations & Administration'Campus Planning, Facilities & 530-681- _ Lired 100 percent
Fullerton — Safety\Facilitizs Management\Building Maintenance Services\Mechanical 7330 equire R -
Unibilled Time Log ] Product Request Invoices Project Estimates
= Unbilled Time Log
Related keports |-Select- Fy| Time Log - Active
@ Eport Ztotelfound  AgplyFilters  Clear Filters
! Resource Type Hamg Description Category Entered Hours Saved Hours  Date Pay Period Peri
Containg Containg Contains Containg Equais Fyquais Alter
i Person Kevin Fullerton traight Time 3.28 3.25 hours |07/132017 [F] €3 July-17 Biweekly Period 1 0702
E‘g PP MISMATCH Person Kevin Fullerton traight Time o 0 hours [97/272018 E_?] i3 January-18 Biweskly Period 2 04/28
3.2% 3.25 hours
13
= Billed Time Entries
© 0 total found
! Resource Type Hame Description Category Date Hours Rate Total Cost Loaded Rate
No dsta ta display
.00
= Resolution Description
AsSETs ] Asist Reading Logs  Procedure PM Materials  Location  Readings  Opportunities  Move Details work analysis Hold Log  Checklists  Chechlist items
= Assets Find Add Reading Add Oppartunity Remove
© 0 total found show: [10 ¥
1 D Hame Hameplate Primary Location Warranty Status
Ho data ta display

11. Responsible Person: Shop technician responsible for ensuring all work is completed for the
task.

12. Resources: Additional technicians assigned to assist with the task. Multiple shops can be
assigned as resources to assist with the task as well. *You must be a resource to charge time
to a task

13. Unbilled Time Log/Billed Time Log: List of all time entries for a task

14. Resolution Description: Description field for the technician to identify the work they
performed.

15. Assets: Technician assigns the asset that they performed work on. This is required for
corrective work only.
a. Work Analysis: Technician creates a work analysis to identify the failure, cause,
remedy, etc. of the task. This is required for corrective work only.
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= Quick Estimates Quick Add

@ 0total found

Quantity Labor Class Description Est. Labor Hours Est. Total Labor Hours Est. Labor Rate Est. Labor Total  Material Description Est. Material

Mo data to display

Adjustment Fat

[i] (1]
»
= Estimated Cost
Authorized Amount 5.00  US Dollars Estimated Procedure Hours 0  hours
Estimated Labor Cost 500 US Dollars Total Estimated Hours 0 hours
Estimated Material Cost 500 US Dollars
Estimated Service Provider Cost 5,00 US Dollars
Total Adjusted Cost 5.00  US Dollars
Estimated Procedure Step Cost 5.00 US Dollars
Estimated Procedure Material Cost 5.00  US Dollars
Total Estimated Cost 5.00  US Dollars
= Actual Cost Summary
Actual Labor Cost 5269.75  US Dollars Total Invoice - Submitted S.00  US Dollars
Actual Material Cost 5.00  US Dollars Total Invoice - Paid S.00  US Dollars
Tatal Inventory Consumable Cost 5.00  US Dollars Actual Labor Hours 3.25  hours
Total Inventory Assignable Cost 5.00  US Dollars
Total PCard Line ltem Cost 5.00  US Dollars
Total PO Line kem Cost 5.00 S Dollars
Total Service Provider Cost 5.00  Us Dollars
Total Cost 5269.75 US Dollars
= Material List
@ 0total found
! Item ID Description Quantity Item Unit Actual Cost Transaction Date Transaction Humber Purchaszed By
Ha data ta disalay
.00
= Actual
Actual Start 07/13/2017 00:00:00 Actual End
Actual Duration 0
E. Actual Working Days o F. Actual Working Hours 3.25 Total Actual Working Hours (E+F) 3.25 hours
Actual Percent Complete 0 percent Actual Cost 5269.75 US Dollars
Accepted DateTime On Site DateTime
Last Time Entry 07/13/2017 Completed Date
- Baseline
Baseline Start Baseline End
Baseline Duration 1 Day
A. Baseline Working Days 0 B. Baseline Working Hours g Total Baseline Working Hours (A+B) 24
Baseline Cost S.00  US Dollars
= Contract Find Clear
1D 1000144 Contract Hame FM Service Desk Service Agreement
Complete  Hold Save  Save BClame  Mare =

16. Quick Estimates: Estimate provided to customer for the task.
17. Estimated Cost
a. Authorized Amount: Amount authorized by the customer that is not to be exceeded
b. Estimated Costs: This section calculates the total costs from the quick estimates
section. If this is a PM task the procedure costs would be shown here.
18. Actual Cost Summary: Summary of Actual accrued costs for time entries and materials used.
19. Material List: Auto populated with actual materials charged against this task
20.Actual
a. Actual Start: System generated start date based on the date of the first time entry
b. Actual End: System generated end date based on the date of the last time entry upon
completion
c. Last Time Entry: System generated date of the last time entry entered

d. Completed Date: System generated date indicating when the task status was changed
to completed.
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Viewing All Work Tasks in System
This section explains the steps necessary to search for any Work Task in the system, whether it was

assigned to you or not.

Step 1

Sign into TRIRIGA as a Technician using the appropriate login credentials.

UCDAVIS

UNIVERSITY OF CALIFORNIA

Central Authentication Service (CAS)
Username:

Passphrase:

Need Help?

Protect your cam pus computing account login ID and passphrase. Use them only for campus
websites and campus online services

UC Davis will never ask you to provide your passphrase via phone or email. & message
that asks you to is probably a phishing scam. Delete it without responding

Be extremely wary of messages that ask you to enter your passphrase into a non-UC Davis
website. If you have doubts about a message or website, or think you have been tricked into
submitting your passphrase or personal information, call your local IT service desk:

UC Davis Campus: IT Express at 530-754-HELP (4357)
UC Davis Health: Technology Operations Center at 016-734-HELP (4357)

Copyright © Regents of the University of California, Davis campus. All Rights Reserved

Step 2

Select Home > Work Task Detail Report (in the left navigation, under “Related Links —

Task”)

AGGIE FACILITIES

Home
[F meminders - service Technician Mw |
b Hotices
» Reguests
w Tasks
Overdue Tasks @
Tasks Due This Week
Tasks Dus Today @
My Open Tasks [@
Emergency Tasks G
[=] Related Links - Task 0w
Document Manager B
¥ Tasks
Monitor Tasks @
b Time Sheets
¥+ Requests
b Contracts
b Location Reservations
k Set Up
Bulk Print Work Order (6
I ‘Work Task Detail Report @ I
[#] Last visited Ow
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Step 4

Type information in any of the column headers (e.g., Description, Technician, Task
Status, etc.) and select Enter or Apply Filters.

@ & total found

Apply Filters  Clear Filters
Task Request
I
! D Task Name Class
Contain:| fhet Conlaing
1476336 1’3:3 HOT: Lecture hall room Too Hat
1475897 TOO HOT RM 279 Too Hot
TOO HOT SWAGGIE STORE (MEXT
TO CARLSON HITH SCI LIBRARY )
e AW OME INSIDE THE STORE AND s
OME IN THE OFFICE
1469340 TOO HOT- COLD RM 12408 Too Hot
1469072 TOO HOT RM 272 Too Hot
1468436 TOO HOT: Room 1001A. Little to Taa Hat

no air flow.

Task
Priority

Contains

Requested
By

Contains

Gale Perez

Danislla
Hanson

Traci
Gastineau

Hancy
Mackay-
Taylor

James
Boschken

Bonald Lans

Building
Conlaing
Bowley Plant
Science
Teaching
Facility

i
Hoagland Hall £~
loor

Medical
Sciences | B
{Carlson
Health
Sciences Libr
E and
Physical 1st
Sciences Floor
Building

: ind
Hickey Gym £
Envirgnmental 15t
Horticulture Floo
Trailer # 3

Floor

Conkain:

Wark

Location
Conlaing
Bowley Plant
Science
Teaching
Facility

r2
g

Medical
Sciences | B

Sciences
Library)

Due
Date

Less TH

Export
Show: |50 ¥
Request
Status
Date
Egquais Conlaing

07 /1172017
11:40:45

07/ 1072017
10-00:0%

0707 /2017
14:27:00

0872772047
13:50:11

062672017 :
16:10:02

06/23/3017
14:24:43

Active

Active

Active

Active

Active

Please Note: in this example the key word “hot” was entered in the Task Name field.

Step 5

Select the Work Task you wish to view from the results of the search.

Please Note: do not select Clear Filters to conduct a new search, as the system will
load all tasks in the system. To do a new search, erase the criteria you no longer need
and type the new criteria in the header

Export
€ & otal found Apnly Filters  Clear Filters Show: |60 ¥
Task Request  Task Requested _— Work Dus Request
1
! D Task Hame Clazs Priority By Building Floor Location Date Date Status
Conlain:| |hot Conlaing Conlainsg Conlaing Conlaing Contain:| |Conlaing Less Th| | Equais Conlaing
BOwey FIant S T
TOO HOT: Lecture hall room Science Science 07 /1142017 .
1476336 09 Toofiot  Low GalePerez  Tenching Teaching 11:40:45  ACHME
Facility Facility
Danizlla — Tna 07710/2017
5897 TO M 22 t " Hamella 4ind 7 Qrro/ims i
1475897 TOO HOT Rm 229 Too He! Low Hansen Hoagland Hall Floor 229 10-00-05 Active
. Medical
TOO HOT SWAGGIE STORE (HEXT ;‘;g:'lc:;s B Sciences | B
TO CARLSON HLTH 5CI LIBRARY) Traci B {Carlson 07 (072017 .
147554% "SND OME INSIDE THE STORE anp 22Hot  Lew Gastinsay ’Hﬁ Health 142700 s
OME IM THE DFFICE . . Sciences
Sciences Libr .
E— Library)
Earth and
Hancy Physical 1st i
1469340 TOO HOT- COLD RM 12408 Too Hot  High Mackay- e s 12408 Active
Tavior Scisnces Eloor
S Building
James § 2nd 06/26/2017 .
1465072 TOO HOT RM 232 Too Hot  Low Bozchken Hickey Gym ¢ 21 15-10-02  Dctive
- 5 N Environmental R
1468436 1O0 HOT: Room 1001A. Little 0 1) oy oy Ronald lane  Horticulture Lo 10014 QE/23/2MT 4 ctive
no air flow. Trafler = 3 Eloor 19:34:43
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Submitting/requesting a new task

This section explains the steps necessary for a Technician to create a new Work Task for another
shop, which can be completed in lieu of requesting that the Customer Support Center create a new

“ticket.”

This also allows Technicians to complete “tickets” for themselves.

Step 1

Sign into TRIRIGA as a Technician using the appropriate login credentials.

UCDAVIS

UNIVERSITY OF CALIFORNIA

Central Authentication Service (CAS)
Username:

Passphrase:

Need Help?

Protect your campus computing account login ID and passphrase. Use them only for campus
websites and cam pus online services.

UC Davis will never ask you to provide your passphrase via phone or email. A message
that asks you to is probably a phishing scam. Delete it without responding.

Be extremely wary of messages that ask you to enter your passphrase into a non-UC Davis
website. If you have doubts about a message or website, or think you have been tricked into
submitting your passphrase or personal infarmation, call your local IT service des

UC Davis Cam pus: IT Express at 530-754-HELP (4357)
UC Davis Health: Technology Operations Canter at 016-734-HELF (4357)

Copyright © Regents of the University of California, Davis cam pus. All Rights Reserved

Step 2

Select Requests > Submit Request

AGGIE FACILITIES

Home = Requests

[E] reminders - Requests 0w [E #y Active Requests
b Hobices Request ID Regquest
¢ Requests 1043456 Glass or
1043455 Exit Ligh
[=] Related Links - Requasts 0w

Document Manager [§
+ Tasks
Monitor Tasks [

* Requests

] My Request History

I Submit Request &

Survey Request &

Reservation Survey Request &
Installation/Estimates/ Service @

Reguest ID Created Date.
1042456 02 /28/2017 14
1043455 02727 14
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Step 3

On the Submit Request page, select the arrow next to Facilities to view the drop-down
menu with available options (after the first time you do this, the menu should always

appear)

AGGIE FACILITIES

Home = Requests = Submit Request

[F] Request Central

[F] Reminders - Ri

Select the type of reguest you would like to maks

Facilities
Regquest facility repair

IT & Phones

Request repair or replacement of computer, equipment,

or phone

Space
Reguest to move, or update space assignments

Human Resources
Reguest wo add or update emplayee information

Contract

Regquest to add or update a real estate or procurement
contract

 Store

Regquest a store repair

Product and Services
Request Products and Office Services

Location Reservations
Reserve Locations, Eguipment and Vehicle

2 - Action ltem
43 - Notificatio

0 - My Pending

] my active Requ

Request ID
1043466
1043455

[F] Related Links -

Document Ma
My Request H
Personnel Dir
Location Dire
b Location Res
All Work Task

Step 4

Click the category that fits the request type.

TSIt CPLARSTIEEL R LRt O

[E] Request Central 0w
Lelect the type of request you would like to make
Facilities -
Request facility repair
ﬂ Estimate Request I
'._, Electrical, Elevators and Alarms
L ] Events
li| Building Exterior and Grounds
[¥] Eguipment/Furniture a8
#*  Leaks and Flooding
'-;'-’J Custodial Services
[ Building Interior
4, Keys/Cards/Locks
&, Plumbing and Steam _J
& Heating/Cooling & Ventilation
LE_l IT & Phones X

Request repair or replacement of computer, equipment,

or phone

Select one of these
categories
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Step 4

Fill out the details of the request

request, complete the form below then click Submit.

: ® Me
» Request is for Someone Else

= Request Details

In case of an emergency, please call 911. In case of an urgent safety concern or flooding, please call the appropriate customer service desk immediately after submitting this work request:
Facilities Management Customer Support Center (530) 752-1653

Student Housing Service Desk (330) 752-8200
# Location
Floor
Room

yel
o
yel
» Organization |\Organizations\UC Davis\UCD Campus\VC-Finance, Operations & Administration'\Campus Planning, Facilities & Safety\Facilities Management\Building Maintenance Service O

X << (X

= Service Request

® ool found show: 50
Mame Description
st ta display

= Describe Your Request

Please provide an authoerized amount and billing information if applicable.

« Description

= Other Locations Find Remave
©  Destal found Show: [20 ¥
1 image Name. Hierarchy Path Farent Building Parent Floar
a displ:
= Assets Find Remave
©  0eotal found Show: [20 ¥
[ Mame Description Status
izplay

1. Request for: indicate if the request is for yourself or someone else

2. Location: Enter the building. This is a smart-search function, so if you begin
typing the location, options will appear for you to select from

3. Organization: auto-populates

4. Service Request: once location is input, select the request class from the list
that is auto-generated (see example below)

5. Description: description of the work performed. Be as detailed as possible, as
this is the only information Customer Experience is provided with to route this
task appropriately

6. Other locations: use this if multiple rooms or locations need to be worked on

7. Assets: If you know the asset that needs to be worked on, please provide by
selecting find and indicating the correct asset

= Request Details

In case of an emergency, please call 911. In case of an urgent safety concern or flooding, please call the appropriate customer service desk immediately after submitting this work request:
Facilities Management Customer Support Center (530) 752-1655
Student Housing Service Desk (530) 752-8200

« Location [Academic Surge Building

Floor
Room

» Organization |'Organizations\UC Davis\UCD Campus\VC-Finance, Operations & Administration\Campus Planning, Facilities & Safety'\Facilities Management'Building Maintenance Ser,

Lol ol ol |

= Service Request
@ Export 12 total found Show:
Name Description

Alarms Alarms
Electrical & Lighting - other Electrical & Lighting - othel
Elevator - other Elevator - other
Elevator Alarm Elevator Alarm
Elevator Entrapment Elevator Entrapment
Elevator Light or Phone Elevator Light or Phone
Elevator Hot Respondin: Elevator Not Respondin:
Exit Lights Exit Lights
Exterfor Lights Exterfor Lights

Step 4

AGGIE FACILITIES

Last, submit the
request.

\y Reports

tome = Electrical, Elevators and Alarms (&) Print [ Open In Mew Window | Add to Bookmarks | My Bookmarks

General  Graphic  Notifications  Motes & Documents Create oart L
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Adding Time to Work Task

In this section you will learn how to add time (Straight Time, Overtime) to a Work Task.
Please Note: you can only put time a Work Task when you have been assigned as a Resource. If a
Work Task does not appear in your queue (i.e., you were never assigned the task) you can locate

the Work Task and add yourself as a Resource.

Step 1

Sign into TRIRIGA as a Technician using the appropriate login credentials.

UCDAVIS

UNIVERSITY OF CALIFORNIA

Central Authentication Service (CAS)
Username:

Passphrase:

Need Help?

Protect your campus computing account login ID and passphrase. Use them only for campus
websites and campus onling services

UC Davis will never ask you to provide your passphrase via phone or email. & message
that asks vou to is probably a phishing scam. Delete it without responding

Be extremely wary of messages that ask you to enter your passphrase into a non-UC Davis
website. If you have doubts about a message or website, or think you have been tricked into
submitting your passphrase or personal information, call your local IT service des

UC Davis Campus: IT Express at 530-754-HELP (4357)
UC Davis Health: Technalogy Operations Center at 915-734-HELP (4357)

Copyright @ Regents of the University of California, Davis campus. All Rights Reserved

Step 2

IBM TRIRIGA

Home

Select Tasks > Time Sheets

Step 3

All Work Tasks to which you’ve been assigned as a Resource will appear in this list.

1. Select the BOX or BOXES next to the task(s) on which you want to add time
2. Select Create Time Entry

fTasksT

Find Create Time Entry

= Tasks
Related Reports ¥ My Active Assigned Tasks
© Export 28 total found  Apply Filters Clear Filters Show: [1000 vV
-~ - Estimated  Actual
Asset s Responsible Responsible Task
1
O !t b Zone  Task Name Nameplate Work Location Organization  Person Labor Labor Status Type
Hours Hours
‘Cantafns HCanta/‘ns‘ ‘Conta;’ns ‘ iContains ‘ ‘Cantains | ‘Contains ‘ ‘Contains ‘ ‘Equals HEquaIs HCan[ams HContains ‘
PM Electrical Fire Alarms BE118 . Michael 5 2145, . -
1029495 Tnstion Electrical etRater 0 hours hoars Active Preventive
1064788 C043 mxm 2653200AL2 Security alarms \LOCMian\UC Davis BMS Security Scott Browne 208 hours 22401 Active New Work
e e e Campus\Mrak Hall Alarms e P hours = e
1064790 C043 mxm 2653200AL3 Fire alarms w mézcum Scott Browne 4 hours 0 hours Active New Work
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Step 3

section

—_—

daily)

You will now be able to enter time on your selected Work Task in the Time Log

Enter the number of Hours you want to charge to the Work Task

2. You can also enter an optional comment
3. Adjust the date to the day work was performed (you should enter your time

*Please Note: you must enter a ZERO when recording less than a full hour.
For example: 0.25, 0.5 & 0.75

BOX

Task # Task Name Category Date Enter Hours Saved Hours  Rate Comment  Time EntryID  Total Cost  Loaded Rate
[contains | [contains | [contains | [after | [£quats | [Equais | [2quais | [contsins | [contains
1098025  PM-E112-Water Treatment Temporary Building 202 - Monthly - Straight Time [02/09r2018 | Ea | 5] 5 hours 583.00 1184910 $415.00 $83.00
1097092 PM-BOO5-Water Treatment Hickey Gym - Monthl Straight Time [o2er201 ] @% [ 3] 3 hours $83.00 1184309 $249.00 583.00

4. Select SAVE at either the top right of the TIME SHEET PAGE or the TIME LOG

W Add To Bookmarks &= Pri

Done

OR

Select | Copy

Comment Category Rate
|Cunrains ‘ ‘Confaﬁ'ns | Equal{]

Heme » Tasks » Time Sheets

Please Note: your total recorded hours will appear in the General section.

" Open In Hew Window

Straight Time 5$83.0)

M #y Bookmarks

A Add to Bookmarks

] My Time Ow
My Time: 1084858 T 2o Bockmarks =y Bt @ tielp
o save
(Required)
= General
Timesheet For Kevin Fullerton Pay Period Total 18
UCD URL https://trs.ucdavis.edu £ Straight Time Total 18
|
= Organization = Pay Period Find Al Find active Clear = Time Category Fi o Hew ol
I 100059 % Pay Period |January-18 Biveekly Period 2 Hame [Straight Time
Hame Mechanical Pay_Period Year 2018 Time Type Straight
Type Start Date 01/28/2018 Multiplier 1
End Date 02/10/2018
Tasts |
= Tasks Find Create Tirne &

Related Reparts | -Seleci-

£}
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If you select the individual Time Log Entry you can change the type of hours applied
to it (e.g., On-Call, Overtime, etc.)

1. Select the individual Time Log Entry
2. In the pop-up window that appears, select Find in the Time Category section

= Time Entry Details = Pay Period Fird Clear = Time Category Clear Find| |
« Date |07/27/2018 |§_s'| % & Pay Period # January-13 Bivweskly Pericd 2 w Category |Straight Time Il
Entered Hours a Pay Period Year 2018 Time Type Straight
Saved Hours Q Start Date 01/28/2018 Multiplier 1 |
Labor Class |BMS Refrigeration Meche O £ End Date 02/10/2018
Base Rate $83.00) US Dollz i
Loaded Rate 583.00  US Doll:
Total 5.00  US Dollz

3

3. Inthe pop-up window that appears, select the circle next to the time Category
you want to choose

4. Select OK
—
0K Export Cancel
—
& Export 2 total found Apply Filters  Clear Filters Show: 50 b
! Category Time Type

Overtime Overtime
Straight Time Straight
5. That pop-up window will disappear and you should select Save & Close on the
Time Entry window.

*You can also update the date and pay period

If you get an error code when entering time:

Code Reason Solution

Correct the date in the task to be in

The date you selected is the current pay period OR open the
not within the current pay time entry record, select Find, select
period the appropriate pay period, Save &
Close
EST Time entered exceeds the Verify correct time on the task. This
estimated hours for that error still saves the “Enter Hours”
HOURS task column

Enter the correct hours for that day
in the “Enter Hours” column. Check
that you placed periods in the
correct spot (ex: .25 not 25)

Time entered is more than
24 hours of straight or
overtime hours for the day

Time entered exceeds Enter the correct number of hours in
ST ERROR regular straight time hours the “Enter Hours” column for that
for a day (ex: 8 or 9 hours) task OR create an overtime entry
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Printing a Work Task — Option 1 & Option 2

In this section you will learn how to print both Single Tasks and Bulk Print Tasks

Step 1

Sign into AMS (TRIRIGA) as a Technician using the appropriate login credentials.

UCDAVIS

UNIVERSITY OF CALIFORNIA

Central Authentication Service (CAS)
Username:

Passphrase:

Need Help?

Protect your cam pus com puting account login ID and passphrase. Use them only for campus
websites and campus online services.

UC Davis will never ask you to provide your passphrase via phone or email. & message
that asks you to is probably a phishing scam. Delete it without responding

Be extremely wary of messages that ask you to enter your passphrase into a non-UC Davis
website. If you have doubts about a message or website, or think you have been tricked into

UC Davis Campus: IT Express at 530-754-HELP (4357)

submitting your passphrase o personal infarmation, call your local IT service desk:

UC Davis Health: Technology Operations Center at 916-734-HELP (4357)

Copyright @ Regents of the University of California, Davis campus. All Rights Reserved

Option 1
Step 2

1. Navigate > Tasks tab > Open the task you want to print

AGGIE FACILITIES

Home » Tasks [ OpenIn New window 1] Add to Bookmarks  J| My Bookmark:
[E] Assigned (Hon PM) Ow
Request  Work EST ACT Planned Start  Due
[} Class Type Description Buildin RequestDate  Hours  Hours  Date Date  Status _Priorit
OHMSITMEET Overhead  Overhead  SAFETY,TRAINING,MEETTRVL 2017 175 Active  Low
51:51
OHMSITCCOV  Overhead  Overhead  CAMPUS COVERAGE 06/23/2017 &5 Active  Low
14:51:01
OHMS1TBRKS Overhead  Overhead  BREAKS & TIMEKEEPING 164 Active  Low
1476336 TooHot  Corrective - TDO HOT: Lecture hall room 101 Event taking place today at 1:30 so Bowley Plant Science Teaching Facility  07/11/2017 125 Active  Low
customer w. 11:40:45
— —
THT5E9T Too FIot | COMTECTE  ThE Sir CoNGITioner 15 Nt working. Tioagiand Ml B Active  Low
1475544 TooHot  Corrective WE HAVE TWO A/C WALL UNITS IN THE SWAGGIE STORE (NEXT TO CARLSON  Medical Sciences | B (Carlson Health 2.25 Active  Low
HLTH 5CI LIBRAR Sciences Libr
1472341 Alarms Corrective  Meyer Hall, 5K acct. 0604, zone 1, environmental chambers. Dehumidifier  Meyer Hall 3 Active  High
ult 8:51
1469340 TooHot  Comrective TOD HOT- COLD RM 12408 AT RM TEMP Earth and Physical Sciences Building  06/27/2017 18.25 Active  High
13:50:11
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Option 1
Step 3

A pop up of the selected task should appear containing the details of the task. Select

the Reports tab

‘Work Task: 1476336-TOO HOT: Lecture hall ream 101

Hl 20070 Bocimarks =2 prive @) Hep

General  Procedures  Motes & Documents  Work Task info Audit  Audit Actions. Complete  Hold Sare SaveBCme  Mare 3
(Required): Use this tab to enter, review, or change basic information about the task. &
= Attention!
The time entry date is not within the selected pay period date range, please select the correct pay period.
= General
Task ID 1476336 ] Status Active
+ Task Name [TDO HOT: Lecture hall room 101 ] Status Assigned
Description | - TOO HOT: Lecture hall rcom 101. Event taking place today at 1:20 so customer was hoping temps could be lowered.
Task Relssue Reason
= Details
Task Type |Corrective |0 @ Task Priority Low oo
 Request Class Too Hot o)) Service Class | Mechanical Fegx]
Primary Work Location |'Locations\UC Davis Campus\Bowley Plant Science Teaching Facility Lo Zone G083
# Customer Organization |\Organizations\UC Davis\UCD Car (College of Ag & Environmental Science O £ Funding Type
.
Option 1 You should now see the Work Task report
Step 4 Work Task: 1476326-TOO HOT: Lecture hall roem 101 T A To Bokmarks (S it @ Help
General  Procedures  Motes & Documents  WorkTaskinfo  Reports  Awdit  Audit Actions b
Form Exgort  Print -
AR S Showing page 1 of 1 44 P 1P Gotopage:
UCDAVIS Work Task Print Date: 0862018
UNIVERSITY OF CALIFGRNIA
Tasx ID: 14TE23E Status: Acthe Azzignment Status: Assignod
Tazk Mame: TOO HOT: Lecture hall room 101
Description: - TOD HOT: Lectune hall room 101. Event taking place tocay 2t 1:30 S0 cusiomor was hoping lamps could be lowened.
Location Name: UC Davis Campus'Bowley | Zone: Goe3 Wiarranty? o
Flant Science Teaching
Faciity
Task Pricrity: Low Azsigned Date: 0712017 11:40:45
Task Type: Cormectiva Planned Start Diate:
Reques: Class: Toa Hot Planned End Dat=:
Fequest 1D R d Oate Fequsstor Requestor Fhone # Requestor Mobde Fhone | Email
|| 1042061 [o7112017 |sak Paraz |rsanymsa-172n [ [ |
Authorized Amount Accounting Code Sub - Accounting Code Project Code
| |3-5755221 |BRICS |

Mame Wiarkgroup Phone

Email

Heanvin Fulkarton BMS Refigeraiion Shop 530-681-7330

|A55i;ned Resource Laber Class Organizstion FPhone Email

| v Fuiarton | REFRIGERATION MECH [machanica | s30-6R 17330 [

Material
Caost

IBtirnaled Heurs: Estimates Toal Cost Actusl Hours Actusl Matenial Cost Toral Cost

o 500 500 3.25 $.00

$269.75
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1. Select the print icon
2. Select the PDF option
3. Select OK

Wark Task: 1476336-TOO HOT: Lecture hall room 101 T 2d o Bockemais (= prie @

General  Procedwres  Motes & Documents  Work Task Info Reports  Aodit  Awdit Actions

i Expart

it Print
ﬁﬂgt};lgl Showing page 1 of 1 di 4 ¥ P Gotopage: E
UCDAVIS Work Task Print Date: DB/06/2013

UNIVERSITT OF CALIFORSIA

Tazx ID: 14TEZ3E Status: Actin Azsignmeant Status: Assignad
Task Mame: TOO HOT: Lescture hall reces 101
Descﬁpﬁun: - TOD HOT: Lactuna hall raom 101. Evant tking place loday 2t 1:30 50 cuslomer was haping 1amps could b |owansd
Location Mame: I Davis CampusiBowhy Zone; E0E3 'L‘lhr[a,rﬂ)l? [m]
Plant Science Teaching
Faciity
Task Pricrity: Low Azzignad Date: OFAAET 1128045
Task Typs: Cormactive Plznned Swan Date:
Fegues: Claszs: Toa Hot Planned End Date:
Request I0 Requested Date Requestor Requestor Phone # Requestor Mobide Phone  |Email
1043061 o7 T Gak Paraz 1530752178
Authorized Amount =
Fame .
O POF [Amo v |
Hoarwim Fulbarion
® alpapes | Curentpsge | Pages:
Acsigned Resource ( Enter page number{s} andfor page ranpge{s). For example: 1-Gor 1,36
Kavin Fullarion

| Estimates | oK | Cancel

Estimated Hours E

i $.00 £.00 325 500 $260.75

Option 1
Step 5

Select the printer to which you'd like to send the Work Task

1. Select Print

Print
UCDAVIS Work Task ‘. -
fetRiEhectotipapey R
Task I3 1azne Statm: Acars JI—— At
Tk e T ——
I [l | concel | e e e ——
—n gt o [T e .
e
meh
! [ FAC-OpsRocks on CFO-. P p- P S
Destination Tt — -
M ] Ruspact Chuns: T Mot Planacd End Dt
| Change.. | e
e pi—— [ [ e —
= == e =
Pages @ Al s e
prery— prm——ry v i G| P o
e i
O |eg 1581113 [ ]
e [ o ot
i e —— f—
Copies 1 |
J— f— p— e ot
P— T e
Bmae ek
& p— - [ ey ey o gy ey
e —
Scale ¥ Fitto page
Options (¥ Two-sided

+ More settings

Print using system dialog... (Ctrl+Shift+P)
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Option 2 -
Bulk Print
Step 1

Sign into AMS (TRIRIGA) as a Technician using the appropriate login credentials.

UCDAVIS

UNIVERSITY OF CALIFORNIA

Central Authentication Service (CAS)
Username:

Passphrase:

Need Help?

Protect your cam pus computing account login ID and passphrase. Use them only for campus
websites and cam pus online services.

UC Davis will never ask you to provide your passphrase via phone or email. & message
that asks you to is probably a phishing scam. Delete it without responding

Be extremely wary of messages that ask you to enter your passphrase into a non-UC Davis
website. If you have doubts about a message or website, or think you have been tricked into
submitting your passphrase or personal information, call your local IT service desk:

UC Davis Campus: IT Express at 530-754-HELP (4357)
UC Davis Health: Technology Operations Center at 016-734-HELP (4357)

Copyright © Regents of the University of California, Davis campus. All Rights Reserved

Option 2
Step 2

Navigate to the Home Portal and scroll down to the Related Links portal. Select Bulk Print

Work Order

AGGIE FACILITIES

Home
=] reminders - Service Technician Ow _[
b Hotices
¢ Requests
w Tasks
37 - Overdus Tasks
0 - Tasks Due This Week B
0 - Tasks Due Today @
37 - My Open Tasks @
0 - Emergency Tasks @
[=] Related Links - Task Ow
Document Manager Bl
¥ Tasks
Monitor Tasks &
b Time Sheets
» Regquests
¢ Contracts
b Location Reservations
k Set Up
| Bulk Print Wark Order [
‘Work Tazk Detail Report
[#] Last visited Ow
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Option 2
Step 3

A Bulk Print Work Order portal will appear. Please Note: this portal will be populated
with all Active Tasks assigned to your Work Group

Home »

1. You may select one or multiple Work Tasks by selecting the checkbox to the
left of the Work Task
2. Select Save

Bulk Print Work Order ' Open Intew Window | Add to Bookmarks  J| My Bookmarks

= Print

= Bulk Print Work Orders Single Print Combined Print Cambined Print with At Details Combined Print with Procedures Cambined Print All Dot
3 /6 @ Expot S17)totalfound  Apply Filters Clear Filters Show: (1000 ¥
Priority  Task ID Task Name Lol | RETOEAR | oo g el | pon Floor Work Location Ao
Organization  Person By Status
— Contzins | [Contains Contains Contains o Contzins Cor 1o Contzins
Eis Breventive
los7g  PACHOAT-A/C OX Package ACT Animal  porl oy Maineemance (Single Medium Animal Resources fnimal Resources 1000172007 5., Unassigned
— Resource Services K2 - 3 Times Per Year on = Service K-2 Service K-2
Shop Task/Asset)
ioas7ag  DH-HOAT-A/C DX P: Cf Amimal P2 i Animal Resources Animsl Resources Q470172018 , [
F— P Resource Serices Times Per Year Eg; nsls Hecum Service K-2 Service K-2 oBop00  S<HE Hnessaned
PM-HO47-A/C DX Package AC1 Animal  SH=. Ereventive Animal Re: Animal Re: 0740172018
1045783~ COCHOATASC DX Package ALTAmimal — poqipeavion Maintenance (Single Medium e e - Active Unassigned
Besource Services K2 - 3 Times Per Year Service K-2 Service K-2 08:00:00 =
S ——— Task/Asset) e e e
Bas ot 0
. EM-HO47-A/C DX Package AC1 Animal =02 : - einele Mest Animal Resources Animal Resources  OF/O1/2017 , .
== 104979 oo irce Services K2 - 3 Times Per Year EEIngSration fnaintenance (Single Medium Service k-2 Service k-2 oBop:pg  Active et
Shap Task/Asset) —
. BMS Preventive
1057413 CA-BO1E-Cooling Tower Memaral Umien - poriioeravion Maintenance (Single Low Memorial Union Memorial Union QTIOAIINE o ie Unassigned
Semi Annual :
Shop k/ Asset
i B .
1057434  CikBO1e-Cooling Tower Memorfal Union - Maintenance (Single Low Memorial Union Memorial Union LT e Unassigned
F— 1BPE semianal Heimenance | femoraLunion femoraLunion os00:00  “CHE e
SemiAnnual 2 Task/Asset) e
EiMS Ereventive
B e Maintenance (Single Low Memorial Union Memorial Union | Unassigned
Semi Annual e 08:00:00
S

Home = Bulk Print Work Order

Select one of the following options:
e Single Print — will create a page for each task selected

e Combined Print options — are for PMs, to print all PMs for one building
|,E,| Print D" Open In New Window

" Add to Bookmarks I My Bookmarks

Zave =

=  Bulk Print Work Orders I Single Print Caombined Print Combined Print with Asset Details Caombined Print with Procedures Combined Print All Data I
¥ /6 % Export 5286 totslfound  ApplyFilters  Clear Filters Show: (1000 ¥
oc Task Responsible Responsible  Request S Requested S Work
Rty D T TR Organization Person Class =iy Er B iz Location
Con [ Contains Co 3
PM-HD4T-ASC DX Ereventive
Package AC1 BMS m{e Animal Animal 1070172017
o] 1045734 Animal Resource Refrigeration Gingle Medium Fesources Fesources 2E-00.00 &
Services K2 -3 Shop {amnale Service K-2 Service K-2 =
Times Per Year e
BMS _ Animal Animal 04701 /2018
-2 1045745 Animal Resource Rafrigeration Medium Besources Resources rar—— 1)

Shann

Servirac K7 - 3

Servica K-7

A pop-up will appear showing the Task Bulk Print Report.

AGGIE FACILITIES

Home y Re

tiome » Bulk Print Work Order

Bulk Print Work Orders

|.E. Print

Single Print Cambined Print

Cambined Print with Asset Details

D’ Open In Mew Window

W 4dd w Bookmarks

Combined Print with Procedures

Servica K.7 08:00:00 =

I My Bookmarks

Save  x

Combined Print All Dsta

¥ T ] Export 5286 total found Apply Filters  Clear Filters Show: 1000 ¥
S —— -
Package AC1  BMS Animal Arimal e101/2018
. 1045745 Animal Resource Refrigeration Medium Resources Rasources e
— o o le — - 08:00:00
Services K2 -3 Shop o Service K-2 Service K-2 —_—
Times Per Yea Lack/Asset),
EM-HO47-A/C DX Preventive
Package AC1 BMS o e— Animal Animal
’ 1045763 Animal Resource Refrigeration MaINtENENe yedium Besources Besources DI/01/INIE
{Single 08:00:00
Services K2 -3 Shop Service K-2 Service K-2
Task/Asset)
Times Per Year
£
EREEEY Showing page 1 of 2 4l 4 F IF Goto page:
LJ( J DAVIS Combined Print Print Date: 08/06/2018
Location: Animal Resouncss Senvice K-2 Floar: Space:
Zone: HO47 CAAN: 4432
Spec Class: AC DX Package
Responsible Person: PFhonz: Email:
ble O i Snop Supeniisor. Nathan Cardoza
Account: 3-HUSEDRY ‘Sub Account HOLG Project Code:

DA D Sk sem
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Option 2
Step 4

1. Select the Printer Icon
2. Select the PDF option
3. Select OK

AGGIE FACILITIES

Home

tome » Bulk Print Work Order

& Print D" Open In Mew Window " Add to Bookmarks

I My Bookmarks

Save =

- Simgle Print Combined Print Combined Print with Asset Details Cambined Print with Procedures Combined Print All Data
ulk Print Work Orders 5
b /6 % Dot S286total found  Apply Filters  Clear Filbers Show: | 1000 ¥
4 < Task Responsible Responsible  Reguest 4 < Regquested . Work Due -
[ (1] Task Name Organization Person Class L By Building Flaor Location Date
Conlain:| |Conlains ConLaing Containg Containg Contains Containg Contain:| |Containg Less Than ¢ (L
PM-HO47-A/C DX Freventive
Package AC1 BMS m{e Animal Animal 10701427
o 1045734 Animal Resource Refrigeration _[Sl'nT dium Resources Resources W &
Services K2 -3 Shop T;Ig’xsset Service K-2 Service K-2 E—
Times Per Year Task/Aszet)
PM-HO47-A/C DX Eroventive
Fackage AC1  BMS Mainranance Animal Animal N4 /01 /9M R
z
ﬁ ﬂ éli"l-—‘jl Showing page 1 of 2 44 B 1P Gotopage
UCDAVIS Combined Print Print Date: 02/06/2018 -
NIVERSITY OF CALIFORNIA
Location: Animal Resowces Sarvics -2 Floor: ‘Space:
Zone: HI4T CAAN: 4432
Spec Class: A DX Package
Responsble Person:
Responsible Organization: BMS Refrigeration Shop
Account: FHHUSBORY
M Prigrity: Medium Print Fonmat
‘Customer Crganization: OrganizationsiLC DavisVLCI
PM Information & ML
J 3 v
TaskiD | TaskName pre=yayel| BT ]
Barcode
1045734 [PHHOAT-AG 10018213 ACC | @ agpoges ) Cumentpage | Peges|
AC1 Animal { Enter pape nurniber(s) andior pape range(s). For example: 1-6 or 1,3.6)
Resource:
Barvices H2-3
Times Per Year
1045740 FANHDT-A/C 10018313 | AC T
O Package T TOETIgErETC
. . . s .
Option 2 Select the printer to which you’d like to send the Work Task
Step 5 :
P 1. Select Print
Print
UCDAVIS
Total: 1 sheet of paper (2 pages) AT Combined Print
Locatn: Anaral Reserces Sarvce K-2 Floar: Spas
ﬁ Cancel p— cans a2
Spec Clam: AXC DX Fackage
Puawmmet
Repomaile Persn: Phanc: Esmed:
L EAC-OpsRocks on CFO-... Rexpemaiale Urganiszion: B B clrgertion Shop Sepervice: Naiba Cardey
Destination P Acoonst: 1-HUSBDRY S Accrers: HOLG
M Praority: Medium
Costomer (epasization: \Crgmizations L Dervis! UCT) Campun!W'C-Fisance, Admisstration & Operations
PM Information
Twk D | Task Mame At IV Barcode | Assct Mame Name Plaic PFlasncd Stant Labor Clos | Eat.
Pages u Al Ha
Lo EMET AT 08113 AC DX Pk ACEACL o (B
GROUND Mecmie
eg. 1-5,8 11-13
15T |PMRTAC 10019313 | A DX Package AC1 | ACT sl |BMS 2
DX Package OUTSIE Reingeam
. ACI Araral GROUND Mechmic
Copies 1 S 3
Times Por Year
1045783 PM-HT- A 10019303 | AT DX Package ACT | ACT 0L [ BMS 2
P SRAND ria
Color Color = e o
Services K2 -3
Times Fer Year
[k AT A 10019303 | AT DX Package ACT | ACT ATOL01T | BMS 2
Fepe aom -
Scale ¥| Fit to page o
Options V| Two-sided TakID | Tak Name R p—— Name Faic Ml Mai. D
Barcode
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Completing a Work Task
In this section you will learn how to complete a Work Task and all the steps needed to successfully
do so (e.g., Assigning Asset (s), completing Root Cause Analysis, etc.

Step 1

Sign into TRIRIGA as a Technician using the appropriate login credentials.

UCDAVIS

UNIVERSITY OF CALIFORNIA

Central Authentication Service (CAS)
Username:

Passphrase:

Need Help?

Protect your campus com puting account login ID and passphrase. Use them only for campus
websites and cam pus online services.

UC Davis will never ask you to provide your passphrase via phone or email. A message
that asks you to is probably a phishing scam. Delete it without responding.

Be extremely wary of messages that ask you to enter your passphrase into a non-UC Davis
website. If you have doubts about & message or website, or think you have been tricked into
submitting your passphrase or personal information, call your local IT service desk

UC Davis Campus: IT Express at 530-754-HELP (4357)
UC Davis Health: Technology Operations Center at 816-734-HELP (4357)

Copyright & Regents of the University of California, Davis campus._ All Rights Reserved

Step 2

Select Tasks to view your Active Tasks

1. Select the Work Task you want to Complete. This will open a pop-up window
containing details on that Work Task.

AGGIE FACILITIES

Home » Tasks D’ Open In Mew Window " Add to Bookmarks I My Bookmarks
[=] assigned (Hon P 0w
Plannec
Request  Work Request EST ACT Start
o] Class Type Description Building Date Hours  Hours  Date
OHMS1TMEET Overhead Owerhead — SAFETY, TRAINIMG,MEET,TRVL 0&6/23/2017 [} 375
14:51:51
OHMS17TCCOV  Overhead Owerhead CAMPUS COVERAGE 0672372017 [} 65
14:51: M1
OHMS17ERES  Overhead Owerhead BREAKS & TIMEKEEPING 0672772017 i} 164
07:53:15
1476336 Too Hot Corrective - TOWD HOT: Lecture hall room 101. Bowley Plant oFrM112017 (] 3.25
Event taking place today at 1:30 so Science Teaching 11:40:45
customer w... Facility
1475897 Too Hot Corrective  The air conditioner is not working. Hoagland Hall or 002017 o &
10:00:09
1475544 Too Hot Corrective  WE HAVE TWO ASC WALL UNITS IM Medical Sciences | B 07/07/2017 i} 2125
THE SWAGGIE STORE (MEXT TO (Carlson Health 14:27:00
CARLSOM HLTH 5CI LIBRAR. .. Sciences Libr
1472341 Alarms Corrective  Mayer Hall, 5K acct. 0604, zone 1, Meyer Hall o7 022017 ] 3
asnuirnnmantal chambars T-4R-Rd
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Step 3

Scroll down to Assets

1. Select Find. Please Note: this will bring up a list of assets in the Work Location.

aszet Reading Logs Procedurs PM Materials Locatian Readings  Opportunities Move Details work analysis = Hold Log  Checklists  Chechdist items

-  Assets Find Add Reading Add Oppartunity Remove
] Export 1 total found Show: |10 ¥
1 o] Hame Hameplate Primary Location Warranty  Status
Fire Alarm Control Panel FIRE ALARM SYSTEM AD128 RM \Locations\UC Daviz Campus\Bowley Plant Science Teaching
10004626 -
———— AQMIE 108 Facility

2. Inthe pop-up window that appears, select the box(es) next to the Assets you
worked on.
3. Select OK, which will populate the Assets field.

Assets | Assst Beading Logs Frocedurs PM Materials Lacation Readings  Opportunities Move Details work Analysis  Hold

= Export Cancel

Related Reports |-S glect- Tl Azses records
6 Export 49 total found Apply Filkers  Clear Filters Show: 3
1 Type [[u] Hame Primary Locaticn Spec Hame Spec Class -
|C|.lr|!:l'r|a | |C|.lr|!:l'r|;- | |C|.lr|!:l'r|;- | |C|.lr|!:l'r|;- | |C|.lr|!:l'r|a | |C|.lr|!:l'r|a |

\Locationsh\UC Davis

i Building 10004626 Fire Alarm Control Panel CampusiBowley Plant Fire Alarm Fire Alarm .
Equipment — — — A0128 Science Teaching Control Panel Control Panel
Facility
sLacationsilIC Davis Variable Variable !
Building | ,nnepqp  Yariable Frequency Drive CampushBowley Plant o - = F—
Equipment — ——— AHU-1 Science Teaching Erequency Erequency
= Dirive Dirive
Facility — —
\LocationshUC Davis Variable Variable
Building 10005013 Variable Frequency Drive CampusiBowley Plant Erecusn Erecusn
Equipment — — — RF1 Science Teaching Erecusncy Erecusncy
= Dirive Dirive
i Facility E— E— .
\Locationsh\UC Davis L
Building CampusiBowley Plant

100094630 Air Compressor #1 Air Compressor  Air Compressor L

Equipment Science Teaching
Facility

\LocationshUC Davis

Buildin CampusBowley Plant
surding 10010717 Exhaust Fan 1 SAMELE BOVAEY LA Eobaust Fan Exhaust Fan
Equipment Science Teaching
Facility
\Locations'\UC Davis
LT P AT
4. Select Save
Work Task: 1476336-TOO HOT: Lecture hall room 101 T 2cdTo Bockmarks (S pine @ Help
General  Frocedures  Motes & Documents  Work Taskinfo  Reports  Awdit  awdit Actions Complete Hold Save | Save B Close | More £
- ssafs Fimd Add Reading Add Oppartunity Remove -
Asset:
© Dport 1 total found Show:
! v} Hame Hameplats Primary Location Warranty  Status
10004826 Fire Alarm Control Fanel FIRE ALARM SYSTEM A01Z28 RM \LocationsiUC Davis Campus\Bowley Plant Science Teaching
AD12E 108 Facility
= Quick Estimates Quick Add
®  0total found
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Step 4
Only
Required
For
Routine
Corrective
Work
Tasks

This step explains the process for entering a Root Cause Analysis and is ONLY
REQUIRED FOR ROUTINE CORRECTIVE WORK TASKS

Scroll down to Assets

5. Select the Work Analysis tab. Please Note: this hides the Asset information.
6. Select Add

Azsets  Asset Reading Logs Frocedure P Materials Location Feadings  Opportunities  Move Details [l work analysisf| Hold Log  Checklists  Chechlist Ikems

=  Work Analysis Acd

Remove

@ 0 rotal feund Show: |20 ¥

! D Failure Problem Cause Remedy Description

Mo data ta display

A pop-up window titled Work RCA will appear.

Work RCA:- = iy ) Help
Create =

{Requirad): Work RCA Details.

= General
# MName Too Hot Status
= Details
Failure Felx
Problem Felx
Cause o ES
Remedy o ES
Description
Create x

7. Select the magnifying glass next to each of the Details which will produce a
dropdown menu offering a series of codes

Work RCA- = Print @ Help
Creste  x

(Required): Work RCA Details.

= General
# Name Too Hot Status
= Details
Failurg e
Froblem® o, Failure Codes (RCA Code) ~
Causg = ACE&R Compressor ~
Remedy e
= ACER Heat Exchanger [
Description .
« Air Compressor
= Air Filter
= Bathroom Furnishing
Creste  x « Battery
= Bearing

= Belt/Chain/Linkage
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8. Select the appropriate code for each of the fields:
a. Failure

b. Problem
c. Cause
d. Remedy

9. Enter a Description
10. Select Create which will close the Work RCA pop-up window.
‘Work RCA: =y Print B Help

Create x

{Required): Work RCA Details.

= General
# Name Too Hot Status

= Details
Failure Folx
Problem -
Cause Felx
Remedy el

Description

’

The Work RCA you just completed will appear in the Work Analysis section.

1. Select Save or Save & Close

Waork Task: 1476336-TDO HOT: Lecture hall room 101 i Add To Bookmarks (== rint @) Help
Ganeral Procedures  Motes B Documents  Work Task Info Reports  Audit  Audit Actions Complete Hold Save Lo e
=  Aszets Find Atd Reading Add Oppartunity Remove “
€ Export 1 totsl found Show: (10 Y
! (5] Hame Hameplate Primary Location Warranty Status
rapne Fire Alarm Control Panel FIRE ALARM SYSTEM AD128 RM \Locations\UC Davis Campus\Bowley Plant Science Teaching
10004626 P .
—— ADM2E 108 Facility
= Quick Estimates Quick Add
®  0total found

Step 5 When the task is Complete (Only the responsible person should complete the task)
and you have added the following information:
1. Make sure all other trades, as applicable, have completed their work
2. Make sure all time is entered for the task
3. If corrective, aslo:
i. Assign Asset(s) for (only for Routine Corrective Work Tasks)
ii. Complete the RCA (only for Routine Corrective Work Tasks)
Then, select Complete
Work Task: 1476336-TOO HOT: Lecture hall room 101 ":.:dr: Bockmarks =y Prime @) Help

Ganera Procedures  Motes B Documents  WorkTaskinfo  Reports Asdit  Audit Actions Held Save  Save @ Close  More =

-

= General
Task ID | 1476336 Status Active
# Task Name TOO HOT: Lecture hall room 101 Assignment Status Assigned

Description | - TOO HOT: Lecture hall reom 101. Event taking place today at 1:30 so customer was hoping temps could be lowered.
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Bulk Completing Work Tasks
In this section you will learn how to bulk complete Work Tasks

Step 1 When the tasks are Complete (Only the responsible person should complete the
tasks) and you have added the following information:
1. Make sure all other trades, as applicable, have completed their work
2. Make sure all time is entered for the task
3. If corrective, aslo:
iii. Assign Asset(s) for (only for Routine Corrective Work Tasks)
iv. Complete the RCA (only for Routine Corrective Work Tasks)

THEN, go the Tasks tab and scroll down to Complete Tasks (Bulk Complete)

AGGIE FACILITIES

Home My Reports Requests

Home » Tasks [ Open InHew Window Tl Add to Bookmarks ]| My Bookmarks
Assigned (Hon P} 0w
Assigned (FM) 0w
[#] assigned Facility Froject Task Ow
[=] complete Tasks (Bulk Complete) Ow
= v =
(3] Task Name Description Building Mameplate Houwrs Date  Hours  Class Type Date Status  Prioi
OHMS1TMEET MECH HVAC: SAFETY, TRAIMING, MEET, TRVL 3.75 0 Overhead Overhead 06/23/2017 Active Low
SAFETY, TRAINING, 14:51:51
MEETINGS, TRAVEL
FY 17-18
OHMZ17CCOY  MECH HYAC: CAMPUS COVERAGE &5 0 Overhead Overhead 06/23/2017 Active Low
CAMPUS COVERAGE 14:51:01
- GEMERAL

SUPPORT TO
CAMPUS FY 17-18
OHMS17BRKS  MECH HVAC: BREAKS & TIMEKEEFING 164 0 Overhead Overhead 08/17/2017 Active Low
BREAKS AND END 07:53:15
OF D&Y RECORD
KEEFING Fr 17-18

1476326 TOO HOT: Lecture - TOO HOT: Lecture hall room Bowley Plant FIRE ALARM 3.25 0 Too Hot Corrective  O7/11/2017  Active Low
hall room 101 101. Event taking place today Science SYSTEM 11:40:45
at 1:30 so customer w... Teaching A28 RM
[T Ane

Select the Maximize button
AGGIE FACILITIES

Home » Tasks D" Open In Mew Window " Add to Bookmarks I My Bookmarks
[#] Assigned (Hon Pa) 0w
Assigned (PM) 0w
[#] assigned Facility project Task Ow
[E] complete Tasks (Bulk Complete) l [m) '
ACT  Due EST  Request Work Request Sl
"] Task Hame Description Building Hameplate Hours Date  Howrs Class Type Date Status  Prio
OHMS17MEET  MECH HWAC: SAFETY, TRAINING,MEET, TRVL 3.75 0 Overhead Owverhead 06/23/2017 Active Low
SAFETY, TRAINING, 14:51:51
MEETIMGS, TRAVEL
FY 17-18
OHMS1TCCOV  MECH HWVAC: CAMPUS COVERAGE 65 0 Overhead Overhead 062372017 Active Low
CAMPUS COVERAGE 14:51:01
- GEMERAL

SUPPORT TO
CAMPUS FY 17-18
OHMS17BRES  MECH HWAC: BREAKS & TIMEKEEPING 164 0 Overhead Overhead 06/27/2017 Active Low
BREAKS AND END 07:53:15
OF D& RECORD
KEEPING FY 17-12

1476336 TOO HOT: Lecture - TOO HOT: Lecture hall room Bowley Plant FIRE ALARM 3.25 0 Too Hot Corrective 0771172017 Active Low
hall reom 101 101. Event taking place today Science SYSTEM 11:40:45
at 1:30 s0 customer w... Teaching AD128 RM
i, 10
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Step 2

Select the checkboxes for the Tasks you want to complete

Home » Tasks [ Open in New Window | Add to Bookmarks | My Bookmarks
[=] complete Tasks (Bulk Complete) -
Complete

e 1151804
1151846
1151864
1152021
1151883
1151944
1152010
1145920
1334381
1234470
1469072

1475897

36 total found

PM-HOO1-

ASC DX Package ACT Animal Resource Service 11 -

Sprin

PM-HOO1 -

A/C DX Package AC4 Animal Resource Service 11 -

Spring

PM-HOO1 -

AJC DX Package ACS Animal Resource Service 11 -

Spring

PM-HOO1-.

AfC DX Package ACE Animal Resource Service 1 -

Spring

PM-HOO1 -

Chiller 1 Animal Resource Service 11 - Annual

PM-HOO1-Chiller 2 Animal Resource Service J1 - Annual

PM-HOO1-Chiller 2 Animal Resource Service J1 - Annual

PM-HOZ3-A/C 0¥ Package AH1 Animal Resource Service M2 - Semi Annual

PM-HO30-Chiller 1 Animal Resource Service M3 - Semi Annual

PM-HO30-Chiller 2 Animal Resource Service M3 - Semi Annual

TOO HOT

RM 272

TOO HOT

RM 279

- TOO HOT RM 227

Animal Resgurce Ser

Animal Resource Ser
Animal Resource Ser
Animal Resource Ser
Animal Resource Ser
Animal Resource Ser
Animal Resource Ser
Animal Resource Ser
Animal Resource Ser
Animal Resource Ser

Hickey Gym

The air conditioner is not
working.
WE HAVE TWO A/C WALL

Hoagland Hall

Step 3

Select Complete

tome = Tasks

[E] Complete Tasks (Bulk Complete)

[ Open in New Window | Add to Bookmarks | My Bookmarks

@ Export
&

¥ B 1151804
S 115184
B3 1151864
B 1152021
B 1151883
B3 1151944
B 1152010
B 1145920
B3 1334281
B 1234470
B 1465072

o
o
o
o

B 1475897

36 tatal found A

PM-HOO1 -

AJC DX Package ACS Animal Resource Service 11 -

Spring

PM-HO01 -

A/C DX Package AC4 Animal Resource Service 11 -

Spring

PM-HOO1-.

ASC DX Package ACS Animal Resource Service 1 -

Spring

PM-HO01 -

AJC DX Package ACE Animal Resource Service 11 -

Spring

PM-HO01 -

Chiller 1 Animal Resource Service 11 - Annual

PM-HOO1 -

Chiller 2 Animal Resource Service J1 - Annual

PM-HO01 -

Chiller 3 Animal Resource Service 1 - Annual

PM-HOZ3-A/C DX Package AH1 Animal Resource Service M2 - Semi Annual

PM-HO30-Chiller 1 Animal Resource Serdce M3 - Semi Annual

PM-HO30-Chiller 2 Animal Resource Service M3 - Semi Annual

TOO HOT

R 272

TOO HOT

RM 229

- TOO HOT RM 227

Complete

ey
Animal Resource Ser

Animal Resource Ser
Animal Resource Ser
Animal Resource Ser
Animal Resource Ser
Animal Resource Ser
Animal Resource Ser
Animal Resource Ser
Animal Resource Ser
Animal Resource Ser

Hickey Gym

Hoagland Hall
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Creating a Product Request (Ordering Materials Not Commonly Stocked by Location 3)
In this section you will learn how to create a Product Request for materials needed to complete your
Work Tasks. You will use this process ONLY to order supplies not commonly stocked by Location 3.
The process for ordering materials commonly stocked by Location 3 does not change with the
implementation of TRIRIGA.

Step 1 Sign into TRIRIGA using the appropriate login credentials.

UCDAVIS

UNIVERSITY OF CALIFORNIA

Central Authentication Service (CAS)
Username:

Passphrase:

Need Help?

Protect your campus computing account login ID and passphrase. Use them only for campus
websites and campus online services.

UC Davis will never ask you to provide your passphrase via phone or email. A message
that asks you to is probably a phishing scam. Delete it without responding.

Be extremely wary of messages that ask you to enter your passphrase into a non-UC Davis
website. If you have doubts about a message or website, or think you have been tricked into
subm itting your passphrase or personal information, call your local IT service desk:

UC Davis Campus: IT Express at 530-754-HELP (4357)
UC Davis Health: Technology Operations Center at 016-734-HELP (4357)

Copyright © Regents of the University of California, Davis cam pus. All Rights Reserved.

Open the task you wish to request products or service for. Find the product request tab.
AGGIE FACILITIES

Home My Reports

Step 2

Manage Tasks + ons rocedures Set Up

Home > Tasks > Manage Tasks O Open InNew Window | Add to Bookmarks | My Bockmarks
[E] Assigned [Hon PM) Ow
Request Waork EST ACT Planned Start Due

i Class Type Description Buildin Request Date _ Hours _ Howrs _ Date Date _Status _Priorit

OHMS1TMEET  Overhead Overhead  SAFETY, TRAINING,MEET, TRVL o 375 Active  Low

OHMS17CCOV  Overhead  Overhead  CAMPUS COVERAGE 0 &5 Active  Low

OHMS1TBRKS ~ Overhead Overhead  BREAKS & TIMEKEEPING o 164 Active  Low

1476336 Too Hot Corrective - TOO HOT: Lecture hall room 101. Event taking place today at 1:30 so Eowley Plant Science Teaching Facility 0 3.25 Active  Low
customer w.

1475544 Too Hot Corrective WE HAVE TWO AfC WALL UNITS IN THE SWAGGIE STORE (NEXT TO CARLSON W "] .15 Active  Low
HLTH 5CI LIBRAR

47234 Alarms Corrective  Meyer Hall, SK acct. 0604, zone 1, environmental chambers. Dehumidifier 7/02/2017 o 3 Active  High

2 fault.... 21:48:51
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Step 3

To create a Product Request

1. Select Product Request
unbilled Time Log | Product Request | Invoices Project Estimates
= Product Request Add Remove
®  0otal found Show: 0 ¥
Suggested 4 r Priority Line Item Requested Regquest Request Full
|
: o Vendor s Reason Total EEIE Delivery Date Classification Hame
Ho data to display
2. Select Add
Unbilled Time Log | Product Regquest l Invoices Project Estimates
= Product Request Add Remove
® 0 total found Shiowe: 0 ¥
Suggested 4 Priority Line ltem Requested Request Reguest Full
|
’ . Vendor [emis Reason Total e Delivery Date Classification Hame
Ho data to display

3. A new window will pop up for the Product Request

4.

5.

In General section, select the following

In Request Details

Request is for: Me

[ ] b_l
# Request is for e

{Instruction): To submit a Product request, complete the form below then click Submit.

Someane Else

section, enter the following:

Building: Defaults to Primary location of the task.
Requested Delivery Date: Enter the requested date for delivery
Suggested Vendor: Enter the Vendor you would like these items purchased from.

*Note: Only one vendor can be selected per product request.

Request Details

'I Building |Bowley Plant Science Teaching Facility

« Organization |College of Ag & Environmental Sciences

#» Reguested Delivery Date

G §

#« Delivery Option

Hold for Fickup

® Ship ltemis)

Total With Tax

5.00 LIS Dollars

Priority |Low

» Sugpested Vendor ||
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6. Enter your Priority from the pick list
7. Enter your Priority Reason in the open text box

8. Enter any special instructions in the open text box.

Request Details

» Building Bowley Plant Science Teaching Facility ol x
& Organization College of Ag & Environmental Sciences ol x
# Requested Delivery Date [EQf=

Hold for Pickup

® Ship ltemi(s)
Total With Tax 5.00 US Dollars Priority |Low
# Sugpested Vendor

# Delivery Option

-]

Emergency
= Describe Your Request High
|  Priority Reason| Medium
Lo

|| Special Instrucﬁnn}

9. Scroll down to the Products Requested section and click Quick Add.

Products Requested Quick Add Remove

@ 0total found Show: |20 ¥

Ho data 1o display

! ltem Mumber  lem Order Type Item Description Quantity  Hem Unit  Rate  Total Tax Rate Tax Total With Tax

10. Under Products Requested enter the following:

¢ Item Order Type: Select Materials or Services from the drop down

¢ Item description: Describe the item requested

¢ Quantity: Enter how many are needed

e Unit of Measure: Select from the drop-down list

e Rate: Enter the cost per unit

e Tax Rate: This portion auto-defaults to 7.5%, however you can change if needed
= Products Requested

i

Item Humber Item Order Type Item Description Quantity Item Unit Rate Total Tax Rate Tax Total With Tax

4
4

s00]US Dollars .00 75| percent  $.00 $.00

1. You can click Quick Add to add as many items as you need
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Step 4 Submit your product request:
1. Click the submit button. The screen will close and you will be back on the task

page.

Your product request is now submitted for processing.

Product Request: " Add To Bockmarks =y Print U i=p

Create Draft x

.4

il |

=  Products Ordered

€ 0 total found Show: 10 ¥
Total
Item Iem Order Item . Item Tax \
|
’ Humber Type Description Quantity Unit | I Rate Tax g:h
Ho data ta display
= Products Requested Quick Add Remove

2. Save and Close the work task when you are done.

Work Task: 1476336-TOO HOT: Lecture hall reom 101 " Add To Bookmads  g=y Pint @) Help
[ e |
General  Procedures  Motes B Documents workTaskinfo  Reports Audit  Audit actions Complets  Hold Seve | Save B Close ) Mare =
LUYY CIun Ly LUlauae juaysy o FIUTLL 1R JICYUTIILT # (U —

Medium Priority Duration (days) 0

¥ Estimated Assignment Date
- Responsible Person Find Clear = Facilities Project Find Cleer
Hame Kevin Fullerton D Status
Email Work Phone 530-681-7330 Hame
= Resources Add Fird Aszets Find People Fired Locatians Find Organization Quick Add Time Entry Remove
] Expart 1 total found Show: (10 ¥

3. You should receive an email from the system once your request is submitted.
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