Navigating and Using Online Help

faccruent

NOTE: The fields displayed on the screen may vary from the illustrations below based on

an individual user’s security rights or based on the specific configuration of the database.

For any questions related to these fields, contact your system administrator. For

additional definitions of fields which are not shown below, see Online Help.

Dashboard Inventory Incident Admin Sign Out

360Facility.

© Logbook Asset Schedule Knowledge Company Inspection Vistor

Estimated Amount: $0.00

REQUEST HISTORY

Comments
Please supply dumpster for trash disposal.

Type Update Date
Intial 7172011 9:25 AM CDT

UPDATE REQUEST

[ create Request || MyRequests || FindRequest ||  RunReport || workioading Ealli DaFarmo at 544 AM
REQUEST DETAILS

GENERAL INFORMATION Print Work Order | Work Order - Financial
Request ID: 2346

Requested By: Patti DeFarno Date: 71712011 9:25 AM COT

Phone: 123-123-1234 Company: 360F acility

Fax: B847-425-1675 E-mail: n/a

REQUEST DETAILS Property Comments | Create inspection | Find Company
Property: 10001 Grov: - Space/Floor: General

Type: Cleaning Sub Type: Dumpster Request

Assigned To: Patti DeFarno - 360Facilty Complete By: 71172011 9:25 AM COT

Priority: Normal Status: Open

Not to Exceed Amt.: $0.00

Status  Assigned To Updated By
Open Patti DeFarno Patti DeFarno
| Reclassify WO

General Comments:

=] Notify Assigned To ™
& Notify Requestor [

Re-schedule for: |

7 [s:00 =] am =]
Re-Notity? ™

Assigned To: | DeFarno, Patti Lll Status: ]Open LI
Closed By: | zl Date Closed: ]— 5] Time: Ii
Billable?: [Y_esﬂ 0.00 Hrs $0.00 Billing Status: Not Billed
Asset: | Select Failure Code: ] ;l
Statement of Work: Please supply dumpster for trash disposal. d

H

Click UPDATE to save: _ UFDATE

Miscellaneous Fields:

Procedure:

File Attachments:

Other Options:

1. Modules are displayed in the top

right hand corner of each page.
These are links to the main areas
of functionality. For example,
“Logbook” consists of work
orders”, and “Asset” consists of
equipment data. A user’s access to
modules is based on that user’s
security profile. If you require
additional modules, contact your
system administrator.

2. Anarrow points to the module

that you are using. For example, in
the illustration to the left the user
is in the Logbook module.

3. Each module is divided into Tabs,

which display below the module
links. For example, “Create

Request” and “Find Request” are
tabs within the Logbook module.

4. Blue links are usually shortcuts to

other pages. For example, clicking
the link for the Property would
display a window showing the
service address for that property.

5. Clicking on a Slider will expand a

section to provide additional data.
To the left, “Miscellaneous Fields”
and “Procedure” are examples of
sliders.

6. The Help link in the lower right

corner will display the Online Help
window.

7. TIP: You can right-click a module,

tab or link to open a new window,
and then close that window to
return to your original screen. To
update your original screen with
new data, click “Refresh” on your
browser toolbar.
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Powered by: Log Off Sign Out<i Help > ONLINE HELP:
38@Fac|||tq. v.24.A copyright © 2000-2010 380F acility LLC all rights reserved. 8. You can access Online HeIp by
clicking the Help link from any

page when you are logged into the
system. Help is located in the

/5 http:/[training.360facility.net/360Help.asp?SRC=Ib_find_request - Windows Internet Explorer | X IOWer rlght corner Of the screens.
@ http://training. 360fadiity.net/360Help.asp?SRC=b_find_request i~
ToC Bk Sees  P¥lapxzDBDo@ R 9. Online Help is organized in
H {o“ "
[idess & Feedvack _ sections (see “TOC”, Table of
= Online Help Contents, to the left). If you click
(JBASE Modules on folders in the TOC portion of
Q Asset Online Help provides easy access to relevant system information. The Online Help system is context-sensitive—when . .
@ Company you ciick the Help link on any page, information specific to that page is automaticaly displayed. the window, they will expand to
%322::3:? LSV utodh S fhioe evinmeusng pleie A TEoe er e e e display sections or subsections.
@inventory . T:I:(Ievof(:on;?ts (T0C) -mmwe ofcon‘;ents lists all topicsmvns'rﬁ': the o;\l‘r;e hebmanmctdmg
@Knowledge a displays selected topic expands the selected topic W any topics ath it.
@Logbook « Search - Click Search to perform a text-based search of the entire online help system. Searches are
not case-sensitive and will look for any of the terms entered. To search for a phrase, endose itin
[HCreate a Request quotation marks, for example "default contact.”
% :::15;12?;215 « Toolbar -dd(mt:e icons’zbthe toolbar to perform v;neous functions such as returning tor; previous
K topic, opening the online home page, or hiding the navigation pane. As your mouse hovers over an
[#Request Details icon, a quick tip about the function it performs is displayed.
[AiRequest Financial The online help system provides information about the functionality available to full users and system administrators.
[#Print a Request Your login will control the functionality you have access to. If you are accessing the system with a guest login, your
[#Run Report-Logbook —|  system functionality wil be mited.
[#HjWorkloading If you have suggestions or recommendations related to the online help, please send them to us at Online Help
i Feedback. If you have other questions or recommendations please reference Ideas Feedback.
[#Month End Review Eeedback. If ference [deas and Feedback
@ Schedule For information about new features, see What's New.
[ETimeCard =l
O Toc
J7 Search
H100% v 4

10. The What’s New section describes

=) http:/ /training.360facility.net/360Help.asp?SRC=Ib_find_request - Windows Internet Explorer | h h h
e http://training. 360fadiity.net/360Help.asp?SRC =lb_find_request \8\ newen ancemenFS t at. aYe
= Dol PP ARX2TDBLAD B been released. This section is
: = updated on a regular basis.
%f:ast R 2l what's New
g bout Online Help This page is intended to keep you informed of the enhancements recently made to the system. You can view the H : H : B
[#{What's New latest new features as well as a examine a change history and a list of additions made to the global translation 11. Details display in right side of the
e i ot i ey dn e e window. If you click a blue link in
@ Company that section it will expand the
Dashboard .
%,nspedwn Desarption section, or take you to another
[@nventory 2013 - A Favorites menu has been added to the system, providing quick and easy window.
aKnowledge June [General System access to the application pages you use most often.
J)Logbook 2013 - [Administration - User  |The User Security page has been redesigned with collapsible panels, making it .
m_ﬁcreateaReQueSt e |seaurity s 6 e i e G e l 12. You can search Online Help by
4 dministration Menu page has designed, making it ¢ i . . .
[#My Requests DB it astar 158 Youi can riow eninas:aeid Hide et faima thit aré nat clicking the Search box in the
[#Find Requests frequently used and save custom menu configurations. .
[#)Request Details Newfids Fave been 303edth e Creite Aaact pone Gasetiypey oaset lower left corner of the window.
[#)Request Financial 2013 - lAsset keyword, barcode number, finandal system ID, warranty vendor, and warranty
Print a Request June PO) to more efficiently manage assets. These values are also available when
%R;n Repo(rliu- Logbook — searching for and running reports on assets.
S Two new administration pages have been added to allow system administrators
j\'vorklozdmg 2013 - inistration - Asset |t0 Maintain asset types and keywords: Asset Type and Asset Keyword. An
#Month End Review June loption has been added to the Asset Confiquration Options page, allowing you
@Sztl:nedule to turn the display of these fields on or off.
- = -  The Globalization Options page has been added which allows you to select
@TimeCard = i’ﬁ: & “*""!‘";m" & which countries, states, and provinces display to users when they diick any
@ Toc [Siobaization Select link used to define an address in the system.
2013 - New custom reports have been added to the Space module: Floor Details -
~ . h e ISpace Custom and Space Details - Custom. These reports allow you to define which
us“'c standard and user-defined fields are indluded in the report.
New fields for location ID, territory, accrual account, and cash account have
2013 - bk been added to properties. In addition, property subTypes, used to further ﬂ
®100% v 4
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£ http://training.360fadility.net/360Help.asp?SRC=Ib_find_request - Windows lnmm = |ﬂ|£l
@ http://training, 360fadiity.net/360Help. asp?SRC=b_find_request I~
Search Behgloes 1P ¥ARXRERDLE DR
—
< [workioading Search | =
e Online Help
| Rank & Title =
f1 Workloading Online Help provides easy access to relevant system information. The Online Help system is context-sensitive—when
2 Workloading you dick the Help link on any page, information spedific to that page is automatically displayed.
;3 Workloading You can navigate through the online help system using elements in the navigation pane on the left side of the
la Workloading - Logb window or in the toolbar above.
00K « Table of Contents (TOC) - The table of contents lists all topics within the online help system. Clicking
5 Whats New a link displays the selected topic and expands the selected topic to show any sub-topics beneath it.
ls Admin - Logbook C « Search - Click Search to perform a text-based search of the entire online help system. Searches are
onfiguration not case-sensitive any of terms entered. To sear aphrase, jose itin
| i s and will look for f the ed ch for a phrase, end
l; FAQ - Work Order R quotation marks, for example “default contact.
| eassignment « Toolbar - Click the icons in the toolbar to perform various functions such as returning to a previous
ls ‘Online Help topic, opening the online help home page, or hiding the navigation pane. As your mouse hovers over an
;9 User Security icon, a quick tip about the function it performs is displayed.
10 Loabook The online help system provides information about the functionality available to full users and system administrators.
00000 Your login will control the functionality you have access to. If you are accessing the system with a guest login, your
m Schedule system functionality will be limited.
|12 Provision If you have suggestions or recommendations related to the online help, please send them to us at Online Help
l13 Task Based Sched Eeedback. If you have other questions or recommendations please reference Ideas and Feedback.
! ules g For information about new features, see What's New.
14 Worker Availability | «
@ Toc
) search

H100% v 4

/£ http:/[training.360facility.net/360Help.asp?SRC=Ib_find_request - Windows Internet Explorer

[E)ADDITIONAL Modules
[EJADMINISTRATION
@MOBILE
() TRAINING
EHowTo
[@Tutorials
((jProTips
[#Base Modules
[#Additional Modules
[HAdministrative
[@ General Information
[@ Troubleshooting
[HTokens
Braa

1«]

@ Toc

) search

@ hitp://training. 360fadiity.net/360Help.asp?SRC=b_find_request 5\
T0C = @ccer P FABRXIDD LGB
E]Requesl Details ;’
[#Request Financial ProTips
g:nnt; Re(:iueLst o The ProTips section of the online help provides short instructional videos on key functionality of the system.
#Run Report - Logboo! 2
[#Workloading ProTips are available in the following areas:
[#Month End Review o Base Modules ~These ProTips provide information about using the standard modules that are delivered
[@ Schedule Withthe basé system.
QTimeCard « Additional Modules - These ProTips provide information about using the add-on modules that can be
purchased to enhance the base system.

« Administrative - These ProTips are provide information about configuration and set-up capabilities
available only to system administrators.

H100% v
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13.

14.

15.

16.

17.

18.

The screen will then display a box
in which you can type a keyword
for searching.

Enter the keyword and click
SEARCH.

The system will display below the
Search box all the pages that
reference the keyword you
entered. You can then click any of
the pages in the left portion of the
window to display the details from
that page in the right portion of
the window.

To return to the Table of Contents
in the left portion, click TOC.

To access instructional videos on
key functionality of the system,
choose the ProTips folder under
the TRAINING folder in the Table
of Contents, TOC.

In the right side of the window,
choose one of the displayed links
to access specific ProTips, such as
Base Modules.
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/© http://training.360facility.net/360Help.asp?SRC=Ib_find_request - Windows Internet Explorer

@ http://training. 360facility.net/360Help. asp?SRC=lb_find_request ‘ ®R ‘
Toc Bihgloes  [P¥PARXEHE LG EH

= N
[#Request Details Al =
[HiRequest Financial Base Modules
[afrinta Request The following ProTips videos show you how to perform tasks using the Base modules that are indluded in the
[#jRun Report - Logbook system. These ProTips demonstrate, step-by-step, how to use a feature, and provide information, tips, and
[#Workloading tricks to make the feature more useful for your installation.
[AMonth End Review To watch a video, simply dick the video titie and then enter Facility742 if prompted for a password. If you

[@Schedule enter the password, you do not have to re-enter it during the same session to watch an additional ProTip

@ TimeCard
DITIONAL Modules Asset

J ADMINISTRATION Creating an Asset

B MOBILE Learn how to create an asset, a piece of equipment that the system will manage. In this ProTip, you will
LMTRAINING create a healthcare asset, an oxygen meter, and associate a document with it.

HowTo

@Tutorials Compony:

(ProTips Creating a Company i
[#Base Modules Learn how to create a company, any type of business that the system will manage. In this ProTip, you will
[HAdditional Modules create a company that operates as a vendor.

[#HAdministrative Automatic t Expiration Notifications

@ General Information Learn how to set up automated document expiration notifications for y documents. In this ProTip,

Troubleshoolmg you will have automated email notifications sent to a tenant when their certificate of insurance expires.

[#Tokens |

FAQ = Knowledge
Modifying a Procedure
D os Learn how to modify a procedure, a set of instructions workers use to maintain equipment. In this ProTip,
you will copy a quarterly procedure and then modify it to create an annual procedure
J~ search
Logbook
H100% ~
*

vimeo

Login Create Watch Upload

Private Album

This is a password protected album. Do you have permission to access
it? If so please provide the correct password.

« Return to the previous page.

accruent

19. To watch a video, click the video
title. For example, in the
illustration to the left, you could
click “Creating an Asset”.

20. In the next screen, enter
Facility742 if prompted for a
password.
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