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Introduction

This training manual is designed for LVVWD / SNWA personnel who are responsible
for monitoring the status of Work Requests. The manual is meant to be used as
both a training resource and a reference guide on how to use the Avantis system to
search for and view Work Requests.

Your comments and suggestions on how to improve this training manual are
encouraged.

Purpose

A Work Request is the document used to request work from one of the LVVWD /
SNWA maintenance divisions. Most Work Requests will eventually become Work
Orders. Before a Work Request is converted to a Work Order, however, LVVWD /
SNWA personnel may want to periodically check on and monitor maintenance Work
Requests for their department. This training manual will demonstrate how Work
Requests can be viewed and monitored.

Objectives of this Manual

Upon completion of this manual, the user will be able to:

LOGIN to Avantis

SELECT the LVVWD Work Request Cabinet
USE the Prompted Filter Details Dialog Box
SELECT a Work Request from the List
BROWSE the Work Request

REVIEW other Work Request Views

Rev: 03 iii Date: 4/3/2001
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1. Starting Avantis and Selecting a Work Request

To work with the Avantis asset management software, you must use your assigned
Login name and password. After login you should select your department specific
Desktop. Then you should open your department Work Request Cabinet.

When you select your department Work Request Cabinet the Prompted Filter
Details Dialog Box will open. This screen allows you to choose search options
based on several conditions. Then, only those Work Requests, matching those
conditions, will appear in the Work Request Cabinet.

From the list, which appears in the Work Request Cabinet, you can then use
different methods to open a Work Request for viewing.

Objectives of this Module

Upon completion of this module, the user will be able to:

Login to Avantis
Selecting the Work Request Cabinet
Using the Prompted Filter Details Dialog Box

Selecting a Work Request From the Work Request Cabinet

Rev: 03 1 Date: 4/3/2007
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Login to Avantis

Only authorized users are allowed to use Avantis so, when you launch the
application, you are required to login. The Login name field will default to the
same name as your network login. If this is correct then press the Tab key to move
to the Password field and enter the password assigned to you. Then click the OK
button to continue.

1. Enter your Login Name and Password in the Avantis Asset Management
Login Information window.

2. The fields for Environment, Site and Language are set by default, based
on your sign-on, and should not be changed.

3. Click the OK button.

1. Enter login name E 5]

Avantis Asset Managem

1. Enter password

- Login information oK
Login name:  [SULLIVANT/ ‘ '
Cancel
Password: [ ’ ‘
. 3. Click the OK button
Environment: |F‘toduclion =]
Site: | LWWDESNWS = Figure 1 — Avantis Login
Laniibe English ﬂ Screen

2. Environment, Site and Language
WS Attt S ——— =

Avantis® is a registered trademark of Invensys Systems, Inc, its
subsidiaries and affiliates. All other brands may be trademarks of their
respective owners.

This program is protected by US and international copyright laws as
described in Help About.

m NOTE: If you already have Avantis open and have used other options, you
will not have to login a second time.

Rev: 03 2 Date: 4/3/2007
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Selecting the Work Request Cabinet

After logging in, Avantis displays the Desktop screen which consists of a series of
Tabs containing lIcons representing department specific Cabinets. Each division
has its own version of the Desktop and Avantis remembers which Desktop you last
worked with.

(If you need to change the Desktop, click the Desktops... button and select from
the list that appears.)

1. From your department Desktop screen, select your department specific
Maintenance Cabinets tab.

2. Double-click the Work Request Cabinet icon to open your department
Work Request Cabinet.

| 1. Select your department specific Maintenance Cabinets tab ‘

~PROD Desktop - Avantis Asset Management b ¢ i 10| x|

Customization | Maintenance Value Lists | Open Objects | Planner Templates *Production Maintenance Cabinets |

@ Prod Entity Cabinet @Stalislics Reading Log
A5 OPS Open WO Search A Prod E ity History 4D Tele Triggered PM W0s
A9 OPS Triggered PM W0s @ Prod E quipment Status Cabinet @ Telemetry Tasks
A9 OPS Work Request Search A3 Prod Held Work Drders ¥ ® Trigger PM
%8 PM Forcasting Only - Tele @ Prod OpenWork Orders
-4111 45} Prod PM Job Cabinet
-4115 45 Prod Report Cabinet Figure 2 —
-4118 g Prod Schedule Cabinet Maintenance
-4119 Prod Work Order Backlog -
-Elec A3 Prod Work Orders Cabinets Screen

Prod Work Request Cabinet
) Procedure and Safety Catalog @ Production Tasks
A Standard Activity Lists Cabinet

DOpen I Qesklops...l Close |

Rev: 03 3 Date: 4/3/2001
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Using the Prompted Filter Details Dialog Box

When the Work Request Cabinet opens, Avantis displays the default View. This
view may contain a list of hundreds, or even thousands, of Work Requests. The
length of this list may make it difficult to work with, and challenging to find the
specific Work Request that you wish to display.

To allow the display of only a limited number of Work Requests, the Prompted
Filter Details dialog box will automatically appear each time you open a View.
This screen allows you to choose search options based on several conditions. Then,
only those Work Requests, matching those conditions, will appear in the list

(Each view of the Work Request Cabinet has a slightly different Prompted
Filter Details dialog box with different search options.)

in the Equal to field buttons to select the entity

Include Work Fequests with, ‘%wmg
~ Entity Number

- 3. The Entity Name
Equal To: I E Contains field

~ Entity Name /

Contains: I

= IEE a3y 1 Type in the Entity number F 2. Use the Entity Search

~Level ID

Figure 3 — Prompted Filter

Contains: | i N
Details Dialog Box

- Created on-
O
Equal to: l E” at | -

e From: — 4, The Created on
ange From: I Féﬂ;lj/\l" calendar tools

To: I i at I j

I Limit nuraber of rows to:
\ 0K :l Clear all | Cancel I

5. Use the check box to then enter
the number of rows to display

l 6. Click the OK button to display the Work Request List |

1. If known, type in the Entity Number in the Equal To field.

2. If the Entity number is not known, use the Entity Search buttons (the
Ellipses and Hierarchal buttons) to select the entity.

Rev: 03 4 Date: 4/3/2007
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To search for a Work Request by Entity Name, enter at least one word or
number, which should be in the name, into the Contains field.

To search for a work request by the date it was Created on, use the
calendar tools.

Select the check box for Limit number of rows to, and then enter a
number in the field that appears to the right. This will display only the
number of rows you selected, in the Work Request Cabinet.

Click the OK button and a list of Work Requests displays.

m NOTE: To search all Work Requests, leave all of the fields blank.

Rev: 03

5 Date: 4/3/2007
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Selecting a Work Request From the Work Request Cabinet

The Work Request Cabinet displays a list of Work Requests based on the
criteria selected in the Prompted Filter Details dialog box. From the Work
Request Cabinet, there are three methods to open a Work Request:

1. From the list that appears in the Work Request Cabinet, find the Work
Request you wish to display and click on it once to select it. Then do one of
the following:

a. Click the Open Selected Object tool, on the toolbar.
b. Double-click the selected work request or its Work Request Icon.
C. Click the Selected button to open its menu.

d. Choose the Open As option.
e. Select the General Information view.

2. The selected Work Request opens in its own window.

a. Click the Open tool

[ Prod Work Request ZFnet - Open WRs With No Work Orders — |I:I|__>_§J
Fle Edt YView Wing 4 Help
[w> o mane e
%) -
% Prod Work Request Cabinet
A I T v | =]
= ] b. The Work Request lcon )mesi Title F“j 1. Click once to select the Work Request Lot
(234l Open Work Requests lat
[EEZAll Work Rs ts By humbe Lius,
[aES ot Reate : [WELL 85 UNDERGROUND VALVES 1173012006 20000220 W’ ~FUMP STRING, WELL 85 WELL .
[2i0pen WR no WO By Location [remove- EL CAPITAN REMOVE OLD 4 PITAN INLET N_ B [EL CA Fi gure 4 — The
| E2E0pen WRs With No Work Orders : L Work Request
200pen Work Requests By Entity > = | il R
£ 3% 109205 |Production Template 20412007 1011295 | CAMPBELL BULDING CAMF Cabinet
[Z2Requested By * - T T ;
22 111058 |4119 Field Use Template 1A9/2007 183213 | DISINFECTION SYSTEM,WELL 102 |WELL
WRs With No WO By Priority 1% 112433 4119 Field Use Template 27172007 0615454 | DISINFECTION SYSTEM, TROPICAL | TROP
[ Work Request Templates 3% 113899 WASTE LINE FLAPPER VALVE 112472007 0 |131§4—AMSLLBUAD STRING, ECHO 5 WELL
N2 114300 |Field Check l2n720070 240 €. Clickthe  |eRmUDASOUTH  |BERM
N2 114301 |Field Check 21772007 0| 241 button \ermuban] g, Select the General
3% (114367 |Field Check 277720071 19613 [Cha Information view
dl 114392 linstrument Fail - canvon aate - pond level 11/25/2007 1 1?066 [Commb TR,
Ll

General Information
|
Status

For Help, press Fi [ [ OLECanvas

‘ d. Choose the Open As option |

m NOTE: If the Work Request has been turned into a Work Order, it is listed
in the Work Request cabinet but cannot be modified.

Rev: 03 6 Date: 4/3/2001
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Module 1 Exercise - Starting Avantis and Selecting a Work Request

In this exercise you will practice:

Starting the Avantis program
Opening your department specific Desktop
Using the Prompted Filter Details dialog box to select a list of Work Requests

Using different methods to open a Work Request

Start Avantis and login using the following information supplied by
your instructor:

Login name:

Password:

Environment:

Open your department specific Desktop.
Open your department specific Work Request cabinet.
In the Prompted Filter Details dialog box do the following:

Use the Entity Search buttons to select Entity:

Search for Entity names containing:

Search for Entities created on:

From the Work Request Cabinet, open Work Request

by:

. Double-clicking on the Work Request Icon
° Using the toolbar

. Using the Selected button

Rev: 03

1 Date: 4/3/2007
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Module 1 Review

In this module you learned to:

° Start the Avantis program

. Open your department specific Desktop

. Use the Prompted Filter Details dialog box to select a list of Work Requests
o Use different methods to open a Work Request

Rev: 03 8 Date: 4/3/2001



. Maintenance Training - Work Request Inquiry a

2. Browsing the Work Request

When the Work Request window opens, you can select different Views which
display different sets of information about the Work Request. The default View is
General Information. Within the General Information View there are a series of
Tabs containing specific information about the Work Request: General, More
Information, Keywords, and Categories.

As each Tab is selected, you can display further information about the Work
Request.

Objectives of this Module

Upon completion of this module, the user will be able to:

Browse the General Tab
Browse the More Information Tab
Browse the Keywords Tab

Browse the Categories Tab

Rev: 03 9 Date: 4/3/2001
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Warns AuTisomrTY

General Tab

The General Tab displays general information about the Work Request such as
the work request Number, Name, Location, Description, and Priority.

As each Tab is selected, you can choose to just display the data (all fields will

appear gray) or, if you activate the Allow Editing tool, you can modify the entries
(most fields will appear white).

‘ The Allow Editing tcol not activated ’

% Work Reque207221 - General Information

File Edt Y.« Window Help

I”TF& 'J % a @ el | The General Tab @ ‘

% 107221 Repair-BE/m REPAIR BULKHEADS ON TANKS

General'| More Information | Keywords | Categories |

;'_éjGen ral Information —Work requested for entity
@MK Number Y,

4/Status
Name:

The General
Information View

Cticality:

Location:

Classification:

|DISINFECTION $YSTEM, BERMUDA

IMedum Impact on Production
|BERMUDA

IO isinfection

Title:
Description:

‘Work type:

Priority:

Start no earlier than:
Finish no later thar:

lHepa&-BERMLIDA REPAIR BULKHEADS ON

Both NaOCL tanks at Bermuda need to have the one inchbulk head = |
fitting removed for retaping, and reconnection. Make sure this is add to
the 365 PM. This can be done when we clean the inside of the tanks.

|
|Reactive Maintenance

[Est -Fill i work

[1114/2008 at [07:55

{5/13/2007 at 0855

|

L

For Help, press F1

[woashw| (UM 4

Figure 5 —
General
Information View
- General Tab
(Allow Editing
Not Activated)

Rev: 03

10

Date: 4/3/2001
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ATEL AUTIORITY

¥

General Tab (cont.)

When the Allow Editing tool is activated, the fields that can be modified will
become available for editing and appear white.

\ The Allow Editing tocl activated I

i%. Work Requedl#07221 - General Information -10] x|
File Edit Y« Window Help
H“; ORRAE ‘ The General Tab 5| ‘
A <
% 107221 Repair-B UDA REPAIR BULKHEADS ON TANKS
ﬁﬁﬁe‘"ﬁq& Information | Keywords | Categories |
r~Work requested for entity
Nuriber: [ 23297 -|E|
Name: |DISINFEETIEIN SYSTEM, BERMUDA
The General : . H
Information View |“TooaW: |Medium Impact on Praduction Figure 6 —
Location: [BERMUDA General
Information View
Classification: |Dr-;|ruie-:laor'| j
- General Tab
Tille: [Repai-BERMUDA REPAIR BULKHEADS ] (Allow Editing
Description: [Both NaOCL tanks ot Bemmuda need ta have the one inch buk head =] ACtlvated)
fitting removed for retaping, and reconnection. Make sure this is add to
the 365 PM. This can be done when we clean the inside of the tanks.
7]
Work type: |Reactive Maintenance = |
Priority: |Lvl 4-Fillin work =l
Start no eatier than: — [11/14/2006 at o755 =
Finish no later than:~ [5/13/2007 B at [oess =
b >
For Help, press F1 LvvwDesNw | [NUM 4

Rev: 03 11 Date: 4/3/2001
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More Information Tab

The More Information Tab displays additional information about the Work
Request such as the Estimated Cost, name of the Planner, Requester
information, and when the Work Request was Requested on.

i%. Work Request 107221 - General Information -1O] x|
File Edit View Window Help

H“;b 0 g& ﬁ @ = ‘ & E The More Inf‘ormation Tab |

2% 107221 Repair-BERMUDA /P//‘Pf\lR BULKHEADS ON TANKS
|

General More Mmmation’ﬁqmmds | Categories |

| i=|Gegeral Information Details
[ OLE &was Estimated cost: |
0|Status Planner: [WOODWORTH, HAROLD D

The General | Requester information Flg ure 7 —
Information View General
Requested by: |ALEXANDER.JAMESW : H
Information View
Narme: IALEK&NDEB,JAMESW - More
Telephone:  [2583130 Ext[ Information Tab
EMail: iames. alexander@lvvwd.com
Requested on: [11/15/2008 at [07.55

b »

For Help, press F1 Lvwwoashw | NUM. 7

Rev: 03 12 Date: 4/3/2001
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Keywords Tab

The Keywords Tab displays keywords associated with the Work Request. This

information can be used to easily categorize and search for specific groups of Work
Requests.

i%. Work Request 107221 - General Information

=lof x|
File Edit View Window Help
H“;b ORRBRIDE gy ‘TheKeywordsTab
% 107221 Repair-BERMUDA REPAE LKHEADS ON TANKS
—[ General | More Information Kewmrd/ﬁdegoriesl
| i=|Gegeral Information ~ Keywords to use for searching
[ OLE Oiwyas Kewword [ Acd Aemove |
ol Bulkhead
R = Repair
Inflr:zsli?o: \?ilew ks
Figure 8 —
General
Information View
- Keywords Tab
« i
For Help, press Fi wwwoeshw | oM [ 2
Rev: 03

13 Date: 4/3/2001
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Categories Tab

The Categories Tab displays the Categories this object belongs to. The most
important category is the Level ID. This defines which department is responsible

for the Work Request.

i%. Work Request 107221 - General Information -1O] x|
File Edit View Window Help

o o RRdL oaPuaE |
%% 107221 Repair-BERMUDA REPAIR BULK.€ADS ON TANKS
|

General | More Information | Keywords Ca!enorier(

| :=|Gegeral Information 1~ Categories this abject belongs to
FoLE as Level ID: |L\AAWD. 4110 Production, 4119 Disinfection/Reservoir Shop
)/ Status Job Code: [
] Figure 9 —
The General | Enfity Class/Sub-Class: | g
Information View General

Mabile Application: | Information View
- Categories Tab

b »

For Help, press F1 Lvwwoashw | NUM. 7

Rev: 03 14 Date: 4/3/2001
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Module 2 Exercise — Browsing the Work Request

In this exercise you will practice:

° Activating and de-activating the Allow Editing mode

. Browsing the General Tab

o Browsing the More Information Tab

. Browsing the Keywords Tab

. Browsing the Categories Tab

1. Open the Work Request:

2. Activate and de-activate the Allow Editing mode.

3. On the General Tab, what is the Priority:

4, On the More Information Tab, whose name is in the Requested by
field:

5. What are 2 of the Keywords associated with the Work Request:

0. What is the Level ID:

Rev: 03 15 Date: 4/3/2001
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Module 2 Review

In this module you learned to:

° Activate and de-activate the Allow Editing mode
o Browse the General Tab

o Browse the More Information Tab

. Browse the Keywords Tab

. Browse the Categories Tab

Rev: 03 16 Date: 4/3/2001
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3. Other Work Request Views

The General Information View is the default View for the Work Request window, but
there are other Views that contain additional information about the Work
Request. These are the OLE Canvas and the Status View.

The OLE Canvas is a link to a Microsoft Word document that allows formatted
information to be attached to the Work Request.

The Status View contains a series of Tabs that have updated information on what
is the current situation of the Work Request.

Objectives of this Module

Upon completion of this module, the user will be able to:

View the OLE Canvas

Use the Status View

Rev: 03 17 Date: 4/3/2001
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OLE Canvas

If the text to be entered in the Description field, of the General Information view,
needs to be more than 2,000 characters, or simple diagrams are required, then the
OLE Canvas View should be used instead.

OLE stands for Object Linking and Embedding. The object that will be linked or
embedded to the Work Request is a Microsoft Word document. When working in
the OLE Canvas View, all the features of Microsoft Word are available to you. You
can type as much text as you need, use different fonts, use color highlighting, and
even add simple diagrams.

i% Work Request 107221 - OLE Canvas =10 x|

File Edit Yiew Window Help

e RRSU maPuaE |
2% 107221 Repair-BERMUDA REPAIR BULKHEADS ON TANKS

- This is the OLE Canvas View. In this view you are actually creating a
Microsoft Word document thatis linked and embedded to the AVANTIS

:=|General Information ! / R ! %
]MEC— object. OLE stands for Object Linking and Embedding. The Microsoft Word
=2 anes documentis also considered an object. .
|sta Figure 10 — The
: ‘ All the features of Microsoft Word are available to you in this view. You OLE Canvas View
The OLE can type in as much text as you need, use different fonts, use color
Canvas Viawe highlighting, and even add simple diagrams by using the Drawing toolbar:

Done ‘ Hevert

- »
A

For Help, press F1 lrl— F W [_ ’

Rev: 03 18 Date: 4/3/2001
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Warns AuTisomrTY

The Status View

Under the Status view, there are a series of Tabs containing specific information
about the current situation of the Work Request. The Tabs are Created, Work,
Approval and Audit.

Created Tab

The Created Tab displays information about when the work was Requested on,
Requested by, and the Priority of the Work Request.

i% Work Request 107221 - Status

File Edit Yiew Window

Help

=10l x|

|[[@% 0 B 18 E e createa a0 |8 l

S 107221 nepair-BEM REPAIR BULKHEADS ON TANKS

i=|General Information

~ Creation information

[\ OLE Canvas Requested on; 11/15/2008 at 07:55
[ +[Status Requested by: ALEXANDER, JAMES W
Pricrity: Ll 4-Fill in work Fi gure 11 —
Start no earlier than: ~ 11/14/2006 at 07:55 Status View -
The Status View Fiefi 0 Jaax thar S5 5 2ne s Created Tab
Created on: 11/15/2006 at 07:55
Created by: ALEXANDER, JAMES W
Type: Manual
f.d
¢ 3
For Help, press F1 LYYWDESNW | [NUM 4
Rev: 03 19 Date: 4/3/2007
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Work Tab
The Work Tab displays a table listing any Work Orders that have been created
from the Work Request.

% Work Request 107221 - Status
File Edt View Window Help

=10 x|
e 0 RBBE DS meworkTan |
% 107221 Repair-BERM /WREPAIR BULKHEADS ON TANKS
| Created Wok ﬁpprovd] Audt | -
:=|General Information ~Work status
[E\OLE Canvas Requestedon:  11/15/2006 a 0755
4| Status Completed on:
|| [ Worklinked to request Figure 12 —
[ work Order [ Task | Title [ Priority]  Status [ Supervisor [ Planner [ 4] Status View -
The Status View = Work Tab
(| ]
~|
h| 3
For Help, press F1 Lewwoesw | oM [ 2

m NOTE: To view a Work Order, double-click the Work Order icon and the
Work Order window displays.

Rev: 03 20 Date: 4/3/2001
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Approval Tab

The Approval tab indicates the approval history of the Work Request. The
information includes when it was reviewed, who reviewed it, reason rejected (if
applicable), and any approval comments.

. Work Request 107221 - Status =10 x|
File Edit View Window Help

J“ W,g :l % ﬂ ﬁj n | &' W The Approval Tab
2% 107221 Repair-BERMUDA ?@LKHEADS ON TANKS

|»

f'_éjGenerd Information ~ Approval information

[\OLE Canvas Approval status: Not applicable
+2|Status Reviewed on: at
=l ||| Revistod & Figure 13 —
Ao Toechd Status View -
The Status View ' Approval Tab

=
A 3
For Help, press F1 LawDeshw|  num [ 4

Rev: 03 21 Date: 4/3/2001
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¢

Audit Tab

The Audit tab is an electronic “paper trail” that lists the Date and Time of
Change and the User Name for every change made to the Work Request.

i% Work Request 107221 - Status o [=] 29|
Fle Edt View Window Help

“][;é? IRRAE BegPMEH ]|TheAuditTab

25 107221 Repair-BERMUDA REWKHEADS ON TANKS

:=|General Information

Created | Work | Approval Audi

~Change History
[\ OLE Canvas Al
+3|Status Use: [
2 User LITT, ROBERT F.
3 User LITT, ROBERT F. 1/19/2007 08:59
4 User LITT, ROBERT F. 1/19/2007 08:57
The Status View 5 |User WOODWORTH, HAROLD |11/17/2006 12:40
6 |User ALEXANDER, JAMES W | 11/16/2006 07:38
7 |User ALEXANDER, JAMES W |11/16/2006 07:35

1.1 O

b

For Help, press F1

Figure 14 —
Status View -
Audit Tab

Rev: 03

22

Date: 4/3/2001
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Module 3 Exercise — Other Work Request Views

In this exercise you will practice:

° Browsing the OLE Canvas

° Browsing the Status view, Created tab

o Browsing the Status view, Work tab

. Browsing the Status view, Approval tab

. Browsing the Status view, Audit tab

1. What information can be found in the OLE Canvas view of Work
Request:

2. When was the Work Request Requested on:

3. What Work Order was created from the Work Request:

4, What is the Approval status:

5. Name 2 people who have made changes to the Work Request:

Rev: 03 23 Date: 4/3/2001
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Module 3 Review

In this module you learned to:

° Start the Avantis program

. Open your department specific Desktop

. Use the Prompted Filter Details dialog box to select a list of Work Requests
o Use different methods to open a Work Request

Rev: 03 24 Date: 4/3/2001
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