Service Technician Procedures

Technician FFM / Payroll Procedures

Beginning January 1, 2008

a) At the start of your shift, on your Verizon phone, press Timesheet (#5)

i. Start Start Shift (#1)

ii. In the pop-up box, enter your job number.

i. Use a SPACE to replace the dash (i.e. 071101 0004), then press DONE.

b) Upon completion of the job:  

i. Complete your work order.

i. Enter the customer’s email address on the work order signature line.

ii. Email the work order to the office (service@gerstertrane.com), with a carbon copy to the customer, if applicable.

b) On your phone, again go to Timesheet 

i. Start End Shift (#4)

a) In the pop-up box, again enter the job number.

b) Use a SPACE to replace the dash, as above.

c) On your phone, again go to Timesheet

i. Press Start Shift (for the next job #, repeating steps 1a and 1b, above.  

ii. If your job number is not available because it has not yet been dispatched, enter Job # 202.

iii. If your time is to be charged to the office, enter Job # 101.

d) Drive to the next job.

c) Lunch breaks

a) Are required by law and must be used within 6 hours of the start of your workday.  Lunchbreaks may not be used at the end of your day.

b) On your phone, again go to Timesheet

i. Start Start Break (#2)

ii. Upon completion, Start End Break (#3)

General Conditions & Supplementary Information

a) Payroll will be based on FFM Timecard punches (Start Shift, End Shift, etc.)

b) All job assignments and details will remain assigned through FFM in the job module.  You will no longer be required to punch in/out of jobs in the job module.  When a job has been completed and you no longer need the job # on your phone, return to the Job Module (#1) and mark the job complete

c) Do not start or end any shifts while driving.

d) If traveling more than 45 minutes at the start or end of your workday is required, determine a safe cut-off point (i.e. Angola Service Station) and use your FFM to Start or End Shift.

e) Make every attempt to punch into your jobs at 8:00 AM, and complete by 4:30 PM.

f) If you have two or more jobs at the same location, you must follow the steps 1-2 above and Start Shift / End Shift of each job separately.  (Start Shift / End Shift one job, then Start Shift / End shift the second.)
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· REMOTE ACCESS / CITRIX 

1) Double-click the internet icon.

2) In the address bar, type www.sales.trane.com   Press GO.

3) Click on the “For Employees” link.  

4) Enter your user name (ts#) and password; click Log In.
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· EMAIL

1) Double click “TCS Sales Office Server Remote Access”

2) Double-click the internet icon.

3) In the address bar, https://webmail.am.trane.com.  Press GO.

4) Click OK on the ‘entering secure site’ dialog box.

5) Enter your domain/user name (ts#) and password  
6) Select PREMIUM @ Client checkbox, and Private Computer at SECURITY checkbox (unless you are using a public or shared computer), and click “Log On”
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GREAT PLAINS  (REQUIRES REMOTE ACCESS)
1) Follow instructions 1 – 4 as outlined above in Remote Access. 
2) Double click the terminal server icon. 

3) Enter your user name (ts#) and password 

4) Keep the “Log on to BUFSNS4 (this computer) and click enter. 

5) Double click the Great Plains icon. 

6) The server should be “Gerster”. 

7) Change the user ID to your ts# (the last person to log into GP will show as default). 

8) Enter your password and enter. 

9) Chose Gerster Sales & Service as the company you would like to work in, and click enter. 

10) To view equipment, work orders, or log sheet attachments, click on Cards→Service Management→Service Manager.

b) Lookups can be used by typing at least the beginning character of Customer Name or Location Name (the default); use the lookup icon (magnifying glass) to select the location or customer you are looking for.

c) To view a location’s equipment & equipment attachments, click on Equipment button.

d) To view work orders, log sheets, etc., on any particular job, click on the History button.

e) You must log off Great Plains when you are finished.  (Gerster Trane has a very limited number of licenses).  Click on Start, and then Log Off.

f) See the full PowerPoint presentation at K:\Powerpoint\Great Plains\Great Plains-PDF Grabber 10-16-06.ppt
· HVAC KNOWLEDGE CENTER  (REQUIRES REMOTE ACCESS)
1) Follow instructions 1 – 4 outlined in Remote Access, then click on the following link:  http://hvackc:8080/siteCSO/categoryBrowse.do   or.  

2) Double click the Internet Explorer icon.

3) Click on “Who Am I” (This will force your User name to appear) 

4) Type in your password and click Log In* 

5) Click on the following link: orange HVAC Knowledge Center Button (half-way down the page on the right), or this link:  

6) Type in your question in the text-box and press Enter or click FIND.

7) Narrow answers to specific content sources by using Browse Contents feature.  Answers can be narrowed by product family.

a. After searching, only topics with answers to your specific question are displayed.  

b. Narrow your search results by selecting a topic from “View Results by Topic” list.

c. To modify your search criteria, simply type a new question in the “What you told us so far” box.

d. Results are sorted by relevancy.  

e. To see more results, click the forward arrow.

f. To open an answer, click the Title link.

8) To view Trane’s HVAC Knowledge Center Training, click on the Training tab.

9) See the full PowerPoint presentation at:  K:\Powerpoint\HVAC Knowledge Center instructions.ppt
· E-LIBRARY  (REQUIRES REMOTE ACCESS)
1) Following instructions 1 through 4 as outlined above for HVAC Knowledge Center

2) Follow this link:  http://itrane/portal/server.pt?space=CommunityPage&spaceID=0&in_hi_userid=91905&control=SetCommunity&PageID=0&CommunityID=285&, or, the click e-Library button (about half-way down the page @ right)

3) Click on delimiters (Literature Type, Literature Format, Language)

4) Type in what you are looking for and click the binoculars.

5) Select item that matches what you’re looking for and press OK.

6) Click the Search Now button.

7) Details will appear regarding document(s).  You can view, print, fax or download the document.  Note if you chose to print, you should first download the file, then print.

8) To download the document, click on the download button and click open.  To then print the document, at the top toolbar, press File, then Print.  Make print choices then click OK.

9) See the full PowerPoint presentation at K:\Powerpoint\e-Library Instructions.ppt
· WEBCATS  (REQUIRES REMOTE ACCESS)
1) Following instructions 1 through 4 as outlined above for HVAC Knowledge Center.

2) Follow this link:  http://itrane/portal/server.pt?space=CommunityPage&spaceID=0&in_hi_userid=91905&control=SetCommunity&PageID=0&CommunityID=285&  or
3) Click on TCS Americas, then 

a. Click on “For Service Technicians”.

b. On the upper right corner you will find WebCats Parts ID

· PDF GRABBER  (REQUIRES REMOTE ACCESS)
1) Follow instructions 1 through 4 for Remote Access, above.

2) Follow this link to the PDF Grabber: ( K:\Jeff\GTPDFGrabber\GTPDFGrabber.jar.lnk  ) (or click the shortcut on your desktop).

a. Enter the job name and/or job/contract number.

b. Chose a type of call.

c. Chose the dates you are interested in looking at.

d. Click on Change Directories button.

e. Click on the folders you want or don’t want to search.

f. Click on the Search button.

3) See the power point presentation at K:\Powerpoint\Great Plains\Great Plains-PDF Grabber 10-16-06.ppt
· WORK ORDERS [ELECTRONIC]  (REQUIRES REMOTE ACCESS)
1) Follow instructions 1 – 4 for Remote Access, above.

2) Use the work orders found in K:\SERVICE\Master Forms Templates & Instructions:

a. Microsoft Word Versions: 

i. K:\SERVICE\Master Forms Templates and Instructions\Blank SWO.doc or 
ii. K:\SERVICE\Master Forms Templates and Instructions\Service WO.doc 

b. PDF version:  K:\SERVICE\Master Forms Templates and Instructions\Fill in SWO.pdf 

· LOG SHEETS  (REQUIRES REMOTE ACCESS)
1) Follow instructions 1 – 4 for Remote Access, above.

2) To access the K-drive, click the My Computer icon.

3) Use ONLY the log sheets found in the following folder:  K:\SERVICE\Log Sheets\Trane Nat'l Log Sheets, which are:

a. K:\SERVICE\Log Sheets\Trane Nat'l Log Sheets\AbsorberLog.doc, 

b. K:\SERVICE\Log Sheets\Trane Nat'l Log Sheets\AirUnitsLog.doc, 

c. K:\SERVICE\Log Sheets\Trane Nat'l Log Sheets\AuxiliaryLog.doc, 

d. K:\SERVICE\Log Sheets\Trane Nat'l Log Sheets\ChillerLog.doc, 

e. K:\SERVICE\Log Sheets\Trane Nat'l Log Sheets\ControlsLog.doc, 

f. K:\SERVICE\Log Sheets\Trane Nat'l Log Sheets\Unitary Package Equip log.doc
Note that macros exist in some of these log sheets.  When you open a log sheet containing a macro, you will receive a message asking you to enable or disable macros.  These are secure documents, meaning you may enable macros.

· PURE SAFETY ASSIGNMENTS  (DOES NOT REQUIRE REMOTE ACCESS)
1) Pure Safety CBT assignments (Computer Based Training) are announced by email.

2) When waiting for parts, processes on a job, or between jobs, go to http://www.tranetrainer.com on the internet.

3) Sign on with your user name and password

4) Assignments, if due, are indicated on your log-in page.

5) Complete the assignment, including both lesson(s) and test.

a. If lessons are created and/or altered by Gerster Trane, a download may be required.  Security settings on our computers may block this download and cause Pure Safety to close.  If this happens, sign on again, click on the training again, and the file should download with no further errors.
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