DSI Training for Goodwill .
Account: GCNA/GIMV YOUR NEIGHBORHOOD STORE

Oct 27,2023
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Overview W

DSl Setup
Cell Data vs Wi-Fi
DSI on iPad screen

Landscape Orientation

DSI Operations
Logging In and Data Replication

Overview of Main Screen

Searching Work Orders

Creating Work Orders

Adding Photos to Work Orders

Status Work Orders

Closing Work Orders )
Non-Applicable Sections ‘%‘ EMCOR
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IT Overview W

IT Equipment and Applications
Keep iPad up to date
When in doubt, reach out
For issues regarding your physical device/iPad, contact Goodwill IT
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Wi-Fi vs Cellular Data

YOUR NEIGHBORHOOD STORE

Use Cell Data where possible, and

turn Wi-Fi off

If using Wi-Fi, make sure Cell

Data is OFF

11:28 AM Thu Nov 18

Settings
Willis Thompson

Apple ID, iCloud, Media
& Purchases

More for Your iPad e

!); Airplane Mode

S-OAIKB_S5GEXT

a Bluetooth On

g (7 Cellular Data

@ Personal Hotspot Off

al = 52%m

Cellular Data

Cellular Data

Personal Hotspot Off

Manage Verizon Account...

\intnformation or add more.data

VERIZON

SIMPIN

CELLULAR DATA

Current Period 1.9 GB

Current Period Roaming 0 bytes
System Services 1.4 GB
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Choosing DSI on iPad w
‘ {

Choose either Cloud Inventory
icon from the home screen or
quick access bar at the bottom
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Viewing In Landscape W

Make sure iPad is in Landscape
orientation. Hold horizontal with
front facing camera on the right
(or left), not at the top.

If iPad is held vertically, info will

be cut off from view.
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Logging Into DSI

o
YOUR MEIGHBORHOOD STORE

User ID
Will be provided on startup

First initial and last name
Ensure no extra spaces at the end of
the User ID

Password

Will be provided on startup
Settings

Steps to get the screen oriented
properly to not have overlapping
fields and text

11:50 AM Thu Oct 28

Logon

Enter User ID:

JSCHMOE

Enter Password:

OK Settings

W T 79% @A)
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Data Replication

o
YOUR MEIGHBORHOOD STORE

Data Replication does the Following:

Updates DSl on your iPad to sync with
EMCOR Via (new WOs, updates, etc.)

Updates servers with your
additions/changes to work orders

May take up to 15 minutes
Recommend performing Data
Replication:

3 times daily (morning, noon, afternoon)

If you disconnect from Wi-Fi

Data Replication

Pending transactions: (1)

Upload transactions only

Pending Transactions (Work Order Changes, Standard Procedures, Maintenance Loops or
Meter Reading Transactions Either Exist or Uploaded During This Session) Receiving data from
server Partial Replication .....
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Data Replication — Cont’d

o
YOUR NEIGHBORHOOD STORE

© Click Data Replication. Do not
leave the DSI interface while
replication is in progress.

* Wait a few minutes.

“ Click Work Order.

“ If you receive an error (partial
replication), Data Replication was
not completed successfully.

© Click Data Replication.

“ If you continue to receive errors,
contact Goodwill IT.

11:55 AM Thu Oct 28

&3 P Card Log Entry
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DSI Main Screen W

11:55 AM Thu Oct 28 o T 78% W)

© Once Replication is complete, ——
Select Work Order &= P Card Log Entry

— If you see Work Orders, replication
was successful
— Be patient

— N\ay take 10 seconds to populate a
new screen
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DSI| Work Order Panel — Part A

YOUR MEIGHBORHOOD STORE

Work Orders Panel shows:
Work Orders available to you
Work Order #

Status
“Dispatched” in this case

Description

12:55PM Thu Oct 28

Exit

40588240 - G - Dispa
375128 - ABC Gustomer

T
40588238 - G - Dispatched
375128 - ABC Customer

Thom
40588237 - G - Dispatched
375128 - ABC Customer

A

Work Order: 40588240 Dispatched (35)

Record Count:

ol = 73% ()

Work Order

Customer 375128-ABC Customer
Information 100001 Location: 1041679 testing location adds

8687 N Central Expy

Dallas, TX 75225

Eguipment: 0

Required Completion Date/Time:
Requested Start Date/Time:
Requested Completion Date/Time:
Scheduled Start Date:

Priority:

Work Order Type:

Description:

Request Class/Code:

Service Location:

12/01/2021 03:00:00 AM

H - Low Priority (4)
General Maintenance (G)

Training WO - DO NOT ROUTE

Building

Building General-Interiar (130}

(073)
Assigned To: 842195-Thompson, Willis J
More details: [OO-SELECT OPTION v J
Status Gompiste Status Ghange Add Labor save
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DSI| Work Order Panel — Part B

YOUR MEIGHBORHOOD STORE

Shows current Work Order

" |mportant M
Confirm number is correct based on

WO# in part A
Easy to confuse which WO you are

working on

12:55PM Thu Oct 28

B

Exit  Nork Order: 40588240 Dispatched (35)

40588240 - G - Dispatched
375128 - ABC Gustomer

T
40588238 - G - Dispatched
375128 - ABC Customer

] Thom
40588237 - G - Dispatched
375128 - ABC Customer

A

Record Count:
Sort by: Assigned To v

ol = 73% ()

Work Order

Customer 375128-ABC Customer
Information 100001 Location: 1041679 testing location adds

8687 N Central Expy
Dallas, TX 75225

Eguipment: 0

Required Completion Date/Time: 12/01/2021 03:00:00 AM
Requested Start Date/Time:
Requested Completion Date/Time:
Scheduled Start Date:
Priority: H - Low Priority (4)
Work Order Type: General Maintenance (G)
Description:  Training WO - DO NOT ROUTE

Service Location:

Building

Request Class/Code: Building General-Interior (130)

(073)
Assigned To: 842195-Thompson, Willis J
More details: [OO-SELECT OPTION v J
Status Gompiste Status Ghange Add Labor save
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DSI| Work Order Panel — Part C

YOUR MEIGHBORHOOD STORE

Work Order Detall

Customer Information at top

Work Order info in bottom
Completion Date

Priority

Description

Assigned To (Service Provider)
“More Details” drop down

Add comments

Use “general” when available

View other work order info

B

Exit Work Order: 40588240 Dispatched (35)

40588240 - G - Dispatched
375128 - ABC Gustomer

12:55PM Thu Oct 28

40588238 - G - Dispatched
375128 - ABC Customer

40588237 - G - Dispatched
375128 - ABC Customer

A

Record Count:
Sort by: Assigned To v

Customer 375128-ABC Customer

Information 100001 Location: 1041679 testing location adds

8687 N Central Expy

Dallas, TX 75225

Eguipment: 0

Required Completion Date/Time:
Requested Start Date/Time:
Requested Completion Date/Time:
Scheduled Start Date:

Priority:

Work Order Type:

Description:

Service Location:

Request Class/Code:

Assigned To:

12/01/2021 03:00:00 AM

H - Low Priority (4)
General Maintenance (G)

Training WO - DO NOT ROUTE

Building

Building General-Interiar (130}
(073)

842185-Thompson, Willis J

ol F73% )

Work Order

More details:

[oo-SELEcT OPTION

Status Gomplete ‘Status Change

Add Labor Save
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DSI Work Order Panel — Part D W

B

12:55PM Thu Oct 28 ol = 73% )

Option Bar at bottom of screen

40588240 - G - Dispatched
375128 - ABC Customer Customer 375128-ABC Customer

S h Information 100001 Location: 1041679 testing lacation adds

8687 N Central E
40588238 - G - Dispatched Dallas, T:;;zsxw

375128 - ABC Customer

Add New - Create new WO at

40588237 - G - Dispatched

curren t LO Cca t| on | n .F| e | d C 975120 - ABC Gustomer Required Completion Date/Time: 12/01/2021 03:00:00 AM

Requested Start Date/Time:

Requested Completion Date/Time:
Status Complete e
Priority: H - Low Priority (4)
Work Order Type: General Maintenance (G)

Sta t u S C h a n ge Description: Training WO - DO NOT ROUTE

Add Labor - if not completing work A C
order; can also add labor at WO SO

(073)

M Record Count:
O Pletlon aS We” Assigned To:  842195-Thompson, Willis J
Filter by: More details: [OO-SELECTOPTION vJ
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Sea rc h Wo rk O rd e rS YOUR MEIGHBORHOOD STORE

12:55 PM Thu Oct 28 W T 73% )

Press “Search” as Circled to the

40588240 - G - Dispatched
375128 - ABC Customer Customer 375128-ABC Customer

I _F Information 100001 Lacation: 1041679 testing location adds
e t = 8687 N Central E

40588238 - G - Dispatched Dallas, T 75205 |
375128 - ABG Customer

Equipment: 0

Can only search for Work Orders

375128 - ABC Customer Required Completion Date/Time: 12/01/2021 03:00:00 AM

at locations you CURRENTLY et

Priority: H - Low Priority (4)
Work Order Type: General Maintenance (G)

have other work assigned. el

CANNOT search all locations at

Request Class/Code: Building General-Interior (130)
073)

.
all tII I leS Record Count:
Assigned To: 842185-Thompson, Willis J

Filter by:

More details: (g gELEGT OPTION

<
J

Search recently assigned
locations

Status Complete Status Change Add Labor save
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Search Work Orders Cont’d

o
YOUR MEIGHBORHOOD STORE

Search Via fields on left

Any one or multiple of criteria In
fields can be used to narrow or
expand search function

Limit search to Location

Press Clear in bottom middle to
start over

Press Search icon to proceed

Priority: [ -0 S ]
Assigned To: 2 ( o G ]
Requester 3 [ ‘
Contact: I 4 i ‘

Sort by: (Wcm ore v ]

* 61%® )
K7
Description: { ]
WO Type: [(J VJ
w tus: [n v]
ssssssssssss 3 [0 VJ
eeeeeeeeeee ; (l) vj
To
Required Completion: o “ngm
Scheduled Start:

Requested:

21 ‘ 1012021
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Search Work Orders Cont’d

o
YOUR MEIGHBORHOOD STORE

Left Screen: WO search results

Right Screen: Individual WO
detail with WO number in black

bar across the top

Press Exit in upper left to leave
search results and return to main
start screen

Press Work Order in upper right to
return to list of Work Orders
assigned to you

Exit Work Order: 40588591 Dispatched (35)

40588590 - G - Completed

333333 - ABC Customer

Equipment: 0

40588589 - G - Dispatched
375128 - ABC Customer

40588588 - G - Dispatched Request Class/Code: Building General-Interior (130)
333333 - ABC Customer (073)
Assigned To: 389239-Hal
40588587 - G - Dispatched
375128 - ABC Customer
Management Proc
Regulatory:
40588586 - G - Dispatched Customer GL: TEST

333333 - ABC Customer
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Search Work Orders Cont’d

YOUR MEIGHBORHOOD STORE

After search results make sure:

Work Orders are assigned to correct
technician

Communicate with others if
assigned to another technician

9:55 AM Fri Oct 29

w = 59% @ )

Exit Work Order: 40588591 Dispatched (35)

40588590 - G - Completed
375128 - ABC Customer

40588589 - G - Dispatched
375128 - ABC Customer

40588588 - G - Dispatched
375128 - ABC Customer

40588587 - G - Dispatched
375128 - ABC Customer

40588586 - G - Dispatched
375128 - ABC Customer

Sortby: (\york Order Number v

Filter by:

Search Parameters

v

Work Order

Customer 375128-ABC Customer
Information 100001 Location: 1041679 testing location adds

8687 N Central Expy

Dallas, TX 75225

Equipment: 0

Service Location:

Request Class/Code:

Assigned To:

Management Process:
Regulatory:
Customer GL:

Customer Cost Center:

Building

Building General-Interior (130)
(073)

389239-Hart, Austin R

TEST

Moré cetae: [OO-SELECT OPTION

<
u

Status Complete Status Change

/Add Labor Save.
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Creating Work Orders

YOUR NEIGHBORHOOD STORE

Press Add New as circled on

bottom menu

9:56 AM Fri Oct 29

Exit Work Order: 40588591 Dispatched (35)

40588590 - G - Completed
375128 - ABC Customer
1041

2 2021 1052425-Garner, Eni
40588589 - G - Dispatched
375128 - ABC Customer

10416

40588588 - G - Dispatched
375128 - ABC Customer

2/01/2021 38¢ arl, Austin R
40588587 - G - Dispatched
375128 - ABC Customer

1041679 - testing tion adds

2/01/2021 1052425-Garner, Eri
40588586 - G - Dispatched
375128 - ABC Customer
1041679 - testing locat
Training WO - DO NOT R(
112021 @ -

Sort by: Work Order Number v

Filter by: ('5earch Parameters v

Customer 375128-ABC Customer
Information 100001 Location: 1041679 testing location adds

8687 N Central Expy
Dallas, TX 75226

Equipment: 0

service Location:

Request Class/Code:

Assigned To:

Management Process:
Regulatory:
Customer GL:

Customer Cost Center:

Building General-Interior (130)
3]

More details: (g0 5ELEGT OPTION
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Creating Work Orders Cont’d

o
YOUR MEIGHBORHOOD STORE

Create new Work Order at
another location or create at
same location you are on from
previous screen

Enter in the:
Location (specific store)
Service Location (where in facility)
Description
Request Class/Code

Press Next to create a new Work

Order

Add Work Order
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Work Order Creation W

LS shovs 25 B digit number, R Ao R o R

WO was created successfully

If WO# shows as “-17 “-2” etc., information
perform these troubleshooting "°“w°"‘°"’°'""’“°°“°'°“°"
steps:

Click Pencil icon next to Description

Put in a space (spacebar), lower the
keyboard, click checkmark, scroll up
and click “Save”

If you still don’t have a full WO#:
Click Replicate

This i1s slower than the previous

steps. ‘_é_ EMCOR
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Adding Photos to Work Orders W

Ad d i n g B e.FO re a n d A-Fte r P h Oto S Exit Work Order: 38678072 Dispatched (35)

38679141 - G- Dispaiehed
375128 - ABC

Customer 375128-ABC Customer

. . \BC NE Information ABC NEW LOC R24 Location: 1043820 ABC NEW LOC R24
IS @ requirement

TTON CENTER BLVD
38678100 - G - Waiting 4050 E COTTON Cl

PHOENIX, AZ 85040
375128 - ABC Customer

Allows for proof that work was o
completed o

Request Class/Code:  (205)
(292)

o Ty
Make sure Work Order across the E
top is the correct number

Under More Details, choose Goorson Posserora =
e . e — — — e — e—
Documents
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Adding Photos to Work Orders

o
YOUR MEIGHBORHOOD STORE

Camera will show as on the
picture here

Line up photo in grey rectangle
Choose before or after photo
Take photo

Work Order: 38678072
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Status Work Orders (Other than Complete)

YOUR MEIGHBORHOOD STORE

Confirm number across top of
the page is the Work Order

number you want to status

Press Status Change as circled
on bottom menu

12:55 PM Thu Oct 28

Exit Work Order: 40588240 Dispatched (35)

40588240 - G - Dispatched
375128 - ABC Customer

40588238 - G - Dispatched
375128 - ABC Customer

40588237 - G - Dispatched
375128 - ABC Customer

W T 73% )

Work Order

Customer 375128-ABC Customer
Information 100001 Lacation: 1041679 testing location adds

8687 N Central Expy
Dallas, TX 75225

Equipment: 0

Required Completion Date/Time: 12/01/2021 03:00:00 AM
Requested Start Date/Time:
Requested Completion Date/Time:
Scheduled Start Date:
Priority: H - Low Priority (4)
Work Order Type: General Maintenance (G)
Description: Training WO - DO NOT ROUTE

Service Location:

Building

Request Class/Code: Building General-Interior (130)
073)

Assigned To: 84215-Thompson, Wills J
More details: [OU—SELECT OPTION v }
Status Complete Status Change Add Labor Save
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Status Work Orders (Other than Complete) W

Ch oose: :40588237 Stats wgc
Sta Cod (Dis (35) VJ
Status Code -
Date will populate automatically

Time will populate automatically

Add Remarks regarding status

change

Press No Time Entry to enter
changes

If you click Next, you will be asked | € QG
to enter time.
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Closing Work Orders

YOUR NEIGHBORHOOD STORE

Press Status Complete circled
on the bottom menu

9:55 AM  Fri Oct 29

Exit Work Order: 40588591 Dispatched (35)

40588590 - G - Completed
375128 - ABC Customer
1041 location ¢

2 202 1 £ E
40588589 - G - Dispatched

375128 - ABC Cu:

1041679 - t

stomer
loca

aining WO - [

021 389 J-Hart, Austin R
40588588 - G - Dispatched
375128 - ABC Customer

40588587 - G - Dispatched
375128 - ABC Customer

2 021 Sarner, Eri
40588586 - G - Dispatched
375128 - ABC Customer

Record Count:
Sortby: [y, Order Number v
i

Customer 375128-ABC Customer

Wi = 59% @ )

Information 100001 Location: 1041679 testing location adds

8687 N Central Expy
Dallas, TX 75225

Equipment: 0

service Location:

Request Class/Code:

Assigned To:

Management Process:
Regulatory:
Customer GL:

Customer Cost Center:

389239-Hart, Austin R

Building General-Interior (130)
(073)

More detalls: - (o9 s ECT OPTION

A~
-
dir——
AE———
a—
~——
—
~—
d

Facilities Services



Closing Work Orders

o
YOUR NEIGHBORHOOD STORE

Press Next (no need to change
anything that auto-fills)

Wait - only press it once

May take several seconds

All fields must be populated

Work Order: 38679141

Work Order Type: General Maintenance (G)

Description: please secure the outlets int

Equipment: [l tes/Scan Equipment \IIIJ D
Service Class: [ g,jiqing General-Interior (125) v
Service Code:

General Building Interior (125)

<

Safety Related Issue: o8

<
<

0
®
S
<
e/ A A N A

(

(
Action Code: [ =

(

(

g
<
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Closing Work Orders w

Choose Statu S Cod e Work Order: 38679141 :
“Completed (99)” from drop - 5

Enter Dz Cancel
down menu

Enter Tir

Remar completed (99)

Add detailed Remarks to

describe the work performed

Press Next
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Time Entry — For Closing Work Orders w

ShOWS “GCNA/GIMV” as the Work Order: 38679141

Customer Name and WO

Description at the top gt |

Enter time in Hours, as Hours 5 ) [T 3
and Minutes. Use unit increments | CE | T T — i -

Notes:

of 15 for minutes

Shift code is 1 Shift/Standard
Shift (0)

Pay Type is 1 - Regular
Add Notes if needed
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Non-Applicable Sections w

* At main start screen:

— Labor Review and Entry 7T) Labor Review and Eny
&3 P Card Log Entry

— P Card Log Entry

 These options do not apply to
Goodwill technicians

— You do not have to enter any
additional time

— You do not have to enter P Card
information
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