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Assigning PM Work Orders

PMs can be assigned one-at-a-time or you can select multiple PMs to assign to one team member. Remember, PMs
can only be assigned to one person. The process for tracking additional team members’ work on the same PM is an
internal leadership decision.
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Step 2: To assign multiple PM work orders to one person, click and drag your mouse to highlight the PMs or cherry-
pick the PMs by holding down the CTRL key and clicking each work order.
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Step 3: To Unassign follow the same steps to select the
PM(s) and click on the Unassign button in the upper left-
hand corner.

Click on Assign/Reassign button in the upper left-hand
corner and choose the team member.

Welcome Page " Active PM Work - ing | | Welcome Page . Active PM Work - Engineering | o
View | Assign/Reassign | Unassign Complete Cancel Mass Actions = [] Show Future Items ~Clear Filter View Assign/Reassign Complete Cancel Mass Actions ~ |[] Show Future Items _ Clear Filter
Select Location Fikter Clear Location Fiter Select Location Fiter Clear Location Filter
Aging - ID  ~ Location Work Requested Occupied State.. Assigned To Last Completed
e = Aging <D - Loation Work Requested Occupied State... Assigned To Last Comple
i o o o e e -

Garden Oasis Pool Pool PM-WKL Not Occupied  [None] 3/6/2020
Bldg 3, Pool Pool PM-WKL Not Occupied  [None] 3/6/2020
Bldg 1, Pool Pool PM-WKL Not Occupied  Jones, Teresa 7/23/2021
| Unit #3302 (2 Bdrm) | A/C Filter Change PM-MTH | Brown, Janice (Off-Shift) [11/3/2020

=4 Reassign Work Orders Not Occupied

Unit #3109 (1 Bdrm) A/CFilter Changy Unit #2205 (1 Bdrm) A/C Filter Change PM-MTH - 0

Unit #3108 (2 Bdrm) A/C Filter Changd AssignTo v Unit #2105 (1 Bdrm) A/C Filter Change PM-MTH Confirm Unassign 3

e e — u

n rm er Chan

Unit #1205 (1 Bdrm) A/C Fiter Chaﬂ: :‘r::‘r‘:‘w: Z":"Zﬁe Uk 2102 2 54m) AL R Cange P AT 0 Unassigned the selected work orders? 2

Wit tinia) G ke TN o Unit #3309 (1 Bdrm) A/C Filter Change PM-MTH ig) ? 0
- fubeadl Il 4 Unit #2302 (2 Bdrm) A/CFilter Change PM-MTH 0

Unit #1210 (2 Bdrm) A/CFilter Changd PM-MTH  Not O Beringer, Richi

Unit #1104 (2 Bdrm) A/C Filter Changd PM-MTH  Not O Brown, Janice Unit #2201 (1 Bdrm) A/CFilter Change PM-MTH 0

Unit #1108 (2 Bdrm) A/CFilter Changd PM-MTH ot 0 Bullock, Sandra Unit #1110 (2 Bdrm) A/C Filter Change PM-MTH 0

Unit #1307 (1 Bdrm) A/CFilter Changd PM-MTH ot O¢ g::l"‘a;’;;‘:’""am Unit #1202 (2 Bdrm) A/CFilter Change PM-MTH 0

Unit #3307 (1 Bdrm) A/CFilter Changd PM-MTH  Not O¢ Chnsﬁ:m ) . Unit #2104 (2 Bdrm) A/CFilter Change PM-MTH

Unit #1200 (2 Bdrm) A/C Fiter 1 FCHpTR——NOTEY Unit #3109 (1 Bdrm) A/CFilter Change PM-MTH  Not Occupied  [None] 2/27/2020




