PURPOSE:

Commonly used by a tradesperson to view a calendar of work on the day in which the work is scheduled to be
completed.

STEPS NEEDED:

1. Log into EZMaxMobile

Note: If you are not using the campus internet service (EduRoam), please make sure you are logged into and running
the VPN using the CISCO AnyConnect Application. For more information, please review SOP E3: EZMaxMobile Install
and Setup on an iOS Device.

a. Tap the EZMaxMobile app on your mobile device to open it
b. Log into EZMaxMobile using your NetID and Cornell password
c. The first screen displayed is your Start Center

2. Open the calendar view of scheduled work orders assigned to you
a. Tap "My Work Schedule” on the Start Center
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T10: Utilize My Schedule View (cont'd)

3. Select a day to see work scheduled
a. Tap the day (number to see associated work orders schedule for you to perform)

4. View work order details for work scheduled

a. Below the calendar you will see that day'’s list of work with associated details
i. Some of the work order details shown will mirror what you see in your Work Orders
Assigned to Me screen
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Assignments

13789978 (3) (COMP) (20) (COMPLETE)

Olin Chem Wing Weekly Quality Water PM &System Check
Facility Code: 2083

Facility Name: ST Olin

13789997 (4) (APPR) (20) (ASSIGNED)

Baker Lab Weekly Quality Water PM & System Check
Facility Code: 2019

Facility Name: Baker Laboratory

13790016 (5) (APPR) (20) (ASSIGNED)
Clark Hall Weekly Quality Water PM & System Check
Facility Code: 2082

Facility Name: Clark Hall

13790035 (7) (APPR) (20) (ASSIGNED)
Kroch Library Weekly Quality Water PM & System Check
Facility Code: 2047A

Eenrilitns Mamma: Krach Corl A 1ihran,
. Fescormal

hitps: 7id=14298593

Scheduled Start: 11/16/21 12:00 PM
Hours: 1:00

Scheduled Start: 11/16/21 11:00 AM
Hours: 1:.00

Scheduled Start: 11/16/21 10:00 AM
Hours: 1:.00

Scheduled Start: 11/16/21 9:00 AM
Hours: 1:00

Location: 2083-089-0074
SR Room / Area:

Location: 2019-089-0231
SR Room / Area:

Location: 2082-089-0100
SR Room / Area:

Location: 2047A-089-0229
SR Room / Area:

PM Location: Penthouse Equipment Room
Area Served:

PM Location: West Attic
Area Served:

PM Location: 700UD SE Mechanical Room
Area Served:

PM Location: Basement Mech Room Mezzanine
Area Served:
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i.  Other details shown are schedule specific such as Scheduled Start, which shows the
day and time work is to take place, and Hours, which is the estimated duration the
work should take to complete

5. Entering time & labor to work orders
a. Tap the arrow on the right side of a work order row to access Work Order Tracking screen
i. In this screen, you will be able to enter your labor (hours) and work logs (referenced in
SOP T4)
ii. You will also use this screen to complete your work order assignment for that day
(referenced in SOP T4). You will see multiple assignments for a work order when you are
scheduled to work on it more than one time. Note: ONLY COMPLETE YOUR
ASSIGNMENT FOR THE CURRENT DAY
iii. To return to the My Work Schedule screen, tap “<" in the upper left-hand corner of the

screen
b. Repeat Task 5 for each work order schedule for that day

i. In the calendar, once a work assignment is completed for that day, the color dashes
representing each assignment completed will change to dark green
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T10: Utilize My Schedule View (cont'd)

ii. Incomplete assignment dash will remain red

RESULT:

Easily view your work scheduled for each day which will provide clarity of work to be performed and aid with
efficiency of work order labor/log entry.
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