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always address the tasks in order of priority; ‘Critical’, ‘High’, etc.
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6. Select the ‘Short Description,” in this case it is ‘TEST’ in order to assign each task a
‘Task Manager’ and view the work order details..

7. You are now able to view the entire work order. Update the ‘Task Manager Group,’ (it is
the facility the work order is for), and the ‘Task Manager.’
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8. Scroll down the page to ‘Task Info.” You will use the information located in this section to
create an email in Outlook.
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9. The emall will be sent to the ‘Task Manager’ for the noted facility. Make sure the email -
subject line includes the ‘Priority’ listed for the work order.

Follow Up and Resolution

1. I is the Business Manager's responsibility to follow-up with each ‘Task Manager’ in order
to ensure all work orders are addressed according to their priority and ciosed.

2. Update the work order status by going to the ‘Task Manager Info’ section.
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3. Afier the Business Manager has been notified that the work order is officially completed,
they will update the status as ‘Closed’ in the ‘Task Manager Info’ section and the ‘Task
Info’ section at the bottom of the page. Alsc be sure to update the ‘Resolution’ and ‘Time
Spent’ if work order has been completed.
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4. Press the ‘Update Task’ button after each status update.

a
*

TR I

IRITLYAY hh:rﬁ

! ifz#ﬁﬁﬁfﬁma}

Requests Outside the System

1. Work orders submitted via voicemail, email or any other means of communication outside
of the Work Order Processing guidelines PM-712 should be returned to the originator with
directions to submit via the facilities help desk system. EXCEPTION: if this is a critical or
safety issue, get the appropriate Task Manager started on the work order immediately, and
then contact the originator to submit the request via the help desk system.

BY DIRECTION OF THE CHIEF EXECUTIVE
OFFICER:
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DR. PATRICIA NELLIUS-GUTHRIE

Chief Executive Officer

CBC of Brevard, Inc.
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(FACILITY WORK ORDER FLOW CHART)

Work Order is
input
Http://facility/

—1 "

Sent to 1% Tier
responder for
action w/in Priority

/ TIER 1 RESPONDER

IF THIS PERSON IS
UNAVAILABLE AND THE
ISSUE CANNOT WAIT,
CONTACT THE BUSINESS
MANAGER

Guidelines

North Drive
Business Manager,

A

SCC
Center Manager

a

CccC
Center Manager

Center Manager

< NCC

Cby25
IL Supervisor

N

A
1 Tier Responder
contacts Business
Magr to resolve
(Tier 2)

Is the issue

Work Order Closed

resolved?

Business Manager

Works with
landlord or vendor
to handle issue

Business Manager
works with CFO
for appropriate
next step
(Tier 3)

i

Issue will be

Is the issue

By Business Mgr

Work Order Closed

resolved?

By Business Mgr

Work Order Closed

resolved

By Business Mgr




