MREA S

= FMX TRAINING DOCUMENT
WORK ORDER REVIEW AND UPDATE

‘i
A0

{ATE ¢
g oy,
L3y 15

4. .
“are the fute™

In this sheet we will review the steps involved in reviewing an existing Work Request.

This document has been developed to assist SCASD Employees with navigating the new Computerized Maintenance
Management system known as FMX.

To access the FMX system please navigate to https://scasd.gofmx.com/ .

The FMX system is designed to recognize your SCASD Google Login. If you are accessing the site from a device that
you are currently logged in with your SCASD account, the screen should look like this:
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IF THE DEVICE YOU ARE LOGGING IN FROM HAS MORE THAN ONE USER AND YOU ARE NOT YET LOGGED INTO THE
DEVICE:

After clicking the “Log in with Google” button you should receive an option to pick which account you would like to
log in with and enter your password information.

Once you are logged in the system will open to the Calendar page as shown below
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To review Work Requests that you have submitted, have been submitted on your behalf or that you were
connected to as a Follower, you can use either the Calendar View or the Maintenance Requests views.

Both of these are available on the left side of the screen and are noted in the screen shots below.
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A sample Work Request can be seen in the screen shot above. It was created on 7/11 and the system assigned a
default resolution date 7 work days later.

Clicking on any work request in the Calendar View will open a window showing the Work Request details.
Scrolling down will show any updates and notes that have been added to the Work Request
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From this window you have the ability to update the Work Request by clicking the Edit icon. This will allow you to
adjust any of the initial information you put into the request if it is incorrect.
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When Edit mode is enabled the screen will change to look like this
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The Respond icon can be clicked to allow you to add relevant information to the Work Request.
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Additionally, if the Work Request is no longer needed, you have the option to Resolve it and remove it from the
work flow. NOTE: This option will require you to enter a reason why the work request is being resolved.
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When clicking on Maintenance Request on the left side, your screen will convert to a list style containing all of the
Work Requests you are currently connected to.
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When clicking on the Work Request Name from the list, the screen will open up the details page. This has a similar
appearance to what appears when clicking on a Work Request on the Calendar view. The same options of Edit,
Resolve and Respond are available on this page.
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NOTE: ANY CHANGES MADE TO A WORK REQUEST WILL NEED TO BE SAVED OR THEY WILL BE LOST.



