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Creating a New Task in Concept

1. Loginto Concept with your User ID and Password

2. Select Task Management in the bottom left hand corner

3. Select Advanced Helpdesk from the menu above

4. A new window will appear

TIP: Any pale blue fields are mandatory, and you will need to fill these out before creating a new

[ ]
task. This guide will take you through how to do this

e Concept Vo7 o My

g Task Management @
© & 25 hnps/macrol23.com, L3 - @ =
Tasks e v + = oo
[& coers A

£ raciivies o

o Modules

== System Administration
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Add/Update a Reporter and Add a Building to a Task

1. Start to Type the name of the person in the Reporter field
o TIP: If you type * at the beginning you can search for the last name

Reporter | ‘ louise parker =
Louise Parker-
ai

Email

Louise Parker-

Building ‘ Louise Parker (Training)-
~ [tems 1-3 out of 3

Locatien ‘ No selection
Priority ‘ No selection |
Contract ‘ No selection |

2. If the reporter is registered in Concept, they will appear in the drop-down list. Select the name
and this will populate the relevant fields

3. If the reporter is not registered in Concept, click the Reporter label, and enter the details. See
image below

ﬁ Save w 9 Mo selection
New Entity

General Employment Additional Notes / Needs Communication Preferences
Personnel Details

First Marne [| ‘I Surnarne I | I

Title lob Title

Staff ID Contact Class Mo selection

Company, No selection User Account Mo selection
Contact Details

Office [ l Mebile

Home FAX

Other Bleeper

Emaill I ] Email2

LDAP ID Picture URL

Address

0/100
Postcode Country Mo selection

4. On the Detail tab, type into the following fields
a. First Name
b. Surname
c. Office (Phone number)
d. Email
5. Click onto the Employment tab
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ﬁ Save w 0 No selection
New Entity
Detail General Employment Additional Notes / Needs Communication Preferences

Working in

Department Mo selection Dept Group

Element MNe selection Manager Mo selection

Building [ Mo selection l Location Mo selection
Belonging to

Department Ne selection Dept Group
Cost Info

Cost Centre Mo selection Cost Code Mo selection

6. Look for the Building and pick from the list (remember you can use the * to search)
7. Click onto the arrow next to Save
8. Choose Save and Close

ﬂ Save v e'
m Save and Close
Save and Mew

9. Now you have created a reporter, you can start typing the Reporter and choose from the list
(See step 1)

10. Check to see if the reporter Name, Email, Phone Number and Building are showing

e TIP: If the building is not showing click into this field and select the building from the list. This is
covered in the guide

11. Your Task should look similar to the image below
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Mo selection

Raised Date
Due By ) Date
Scheduled Date / Time
Est Time 0 : 00
No. Staff )

@ @

Respond
Attend
Contain
Finished

User

Time Zone GMT

ﬂ Save w +
New Entity

Details Other
Reporter | louise parker = Phone 0123456789

Ernail louise.parker@macegroup.com Req. ID
Building | Demo-02 - Office A Demo Q, | Department Mo selection Q
Location | No selection Q, | Category Mo selection Q
Priority | Mo selection Q | Discipline Mo selection Q
Contract | Mo selection Q | LoC Mo selection Q
Problem | Mo selection a

0/4000

Fault Code No selection Q Serv.Type Nen Service Call ~
Cost Centre No selection Q Cost Code Mo selection Q
Asset Code No selection Q Source Mo selection Q

Compliance No selection

User Defined | Mo selection

12. To finish off this section you need to choose a Location
13. Click into the Location field and choose a location
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Add a Problem and Description to a Task

1. Now you have added the Reporter details, Building and Location, you need to select the
Problem from the drop-down list. This will be a summary of the fault the reporter is
experiencing

2. Click into the Problem drop down list and start typing one or two words

*too hoﬂ g

Radiator - Radiators too hot, temperature needs to be turned down -

- ltems 1-1 out of 1

3. Select the Problem that is relevant

Problem

4. This will populate the following fields

a. Category
b. Priority
c. Discipline
d. Contract
EI Save w + 0 Mo selection
New Entity
Details Other -
- Raised Date / Time
Reporter ||°uisE parker Q E+| Phone 0123456789 DueBy @ | Date/Ti
Email louise.parker@macegroup.com Req. 1D Scheduled
Building | Demo-02 - Office A Demo Q ‘ Department Mo selection Q, Est Time 0 00
No. Staff a
Location Eloor_ Q ‘ Category HVAC Q
Respond
Priority | P3 Q ‘ Discipline HvAC-22 Q, Attend
Contract Demo Q ‘ LoC Mo selection Q, Contain
Problem Radiator - Radiators too hot, temperature needs to be turned down - Finished
7 User
Time Zone GMT Q,
Compliance Mo selection
. . g L
Type in a description of the problem here User Defined | No selection
N —
0/ 300
Fault Code Mo selection Q Serv.Type Non Service Call R
Cost Centre Neo selection Q Cost Code No selection Q
Asset Code No selection Q, Source Mo selection Q
5. Click into the large area under the Problem and enter a description of the issue. You can copy
and paste into here, but you need to limit to 1500 characters
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Add a Source

1. Select Source at the bottom middle of the Task page, this will bring up a list of the contact types

-
Charity

Chatlog
o be turned down - Councillor/MP

Cyclist H

LoC

Email

Environmental Health Officer
Local Business

Local Council

Other

Phone

Project Stakeholder

Resident !
Resident Group

Schoal

SSP

Cost Code ~ Items 1-15 out of 15

( Source ' |

2. Choose one of these from the list

Serv.Type
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Saving a New Task

Now you have completed the steps above, you are ready to save the task

1. Click onto the Save icon at the top of the screen

B Save w

2. The Task will save and create a Task ID number

[Tasks

E General

¥=  Actions

Events
Resources
Time Records
Work Permits
Financials
Associate Tasks
Multiple Reporters
Stock

Tasks List

SLA Times

@ csF audit

09 identity Scans

@, Multiple Locations
& Regulations

EC]) Task Periods

Bl notes

Financials

Expenses
g Purchase Orders

% Sales Invoice

B save w| 4 | & print | @ Markas Complete w | ses Actions v | @

Details

Reporter

Email

Building

Location

Priority

Contract

Problem

i

Fault Code
Cost Centre

Asset Code

Mo selection
Status: ACTIVE
Lock Status:  Not Applied

QOther
‘ louise parker Q 5_‘ Phone 0123456729
Iouise.parker@macegroup.com Req. ID
[ Demo-02 - Office A Demo Q] Desament  Noselection qQ
[ -2nd Fioar- Q] Ccotegory HuAC Q
‘”3 Q \ Discipline HVAC-22 Q
‘ Demo Q ‘ LeC No selection Q,
[ Radiator - Radiators too hot, temperature needs to be turned down - Q
This is a test task for training purposes
£1/4000
No selection SevType  Non Service Call v
No selection Cost Code No selection Q
Mo selection Q Source Other Q

Raised 27/01/2021 18:13 GMT
Due By = 27/01/2021 18:13 GMT
Scheduled | Date / Time
Est Time o 00
Mo. Staff 1
Respond
Attend
Contain
Finished
User
Time Zone
Complisnce | Mo selection
! User Defined No selection
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How to Add a Resource

1. From the menu on the left of the screen, select Resources

+rew £SO OF&& &
B ceneral 834304
= Actions [ ] -
Events Filter By @®) Standard O Discipline
Mame Phone Maobi

a Resources Comments ~
&
¥ Time Records

@ Work Permits

BS. Financials
Cg Associate Tasks

L% Multiple Reporters

Stock

Tasks List

(3) SLA Times <
,.." CSF Audit 4 4 Page 1 P M Ttolof1
[ identity Scans Created By  Created Date
Multiple Locations

£ Regulations

FO Task Periods

E Notes

inancials

ZD) Expenses

Purchase Orders

& sales invoice =

Demo Supplier

& & E S

Telephone
No.

Resource Date Started Total Hrs

b = ¥ 2= =)

No selection
Status: ACTIVE
Lock Status:  Not Applied

Raised 27/01/2021 18:13 GMT
Due By [ 27/01/2021 18:13 GMT
Scheduled | Date / Time
Est Time o 00

Mo. Staff 1

Respond

Attend

Contain

Finished

User

Time Zone

Compliance | Mo selection

User Defined No selection

2. You have two ways to filter the list of resources; Standard and Discipline

Filter By (® Standard

(O Discipline

3. Standard will show all resources and Discipline will only show resources who have the same

Discipline as the task

4. Double click the resource from the top half of the screen. (In the example below there is only

one available resource)

tre £SO
B ceneral 834304

Actions

Filter By @® Standard O Discipline

Events

OF®&

Resources Comments «

Time Records

Narme Phone Mobi

Demo Supplier

Work Permits
Financials
Associate Tasks

. Multiple Reporters

Stock
3 Tasks List
SLA Times <

CSF Audit | 4 Page 1 »ooW Ttolof1

-
n
=
h

No selection
Status: ACTIVE
Lock Status: Mot Applied

Raised 27/01/2021 18:13 GMT
DueBy () 210172021 1313 GMT  (E)
Scheduled  Date / Time
Est Time 0 ;00

No. Staff 1

Respond
Attend
Contain
Finished
User

Time Zone

S

Compliance | No selection

User Defined No selection

5. From the pop-up window click Save and Close
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ﬂ Save EI Save and Close] Save and Mew 9
New Entity Task ID 834304
Time Records Notes
Task Details
Resources Task ID
Include all the supplier's resources? [ 1D Mumber Eemo
Date Scheduled C Ti Time Records Ref
Date Started Date / Time Date Contacted D Ti
Est Time EI: Date Contained Date / Time
Assignment Type Mo selection Q, Est Travel Time EI :
Status Mo selection
Costs
Core Time El : O/T Rate 1 D : O/T Rate 2 El :
/T Rate 3 EI : Travel EI : Wait EI :
Divert EI : Parking EI : Total 0 : 00
Vehicle Cost 0.00 Mileage Cost 0.00 Distance Travelled 0.00
Total Cost Info
Date Finished Date / Time Downtime EI:
Expense Cost Calculated Cost 0.00
Time between start and finish 0 : 00 Resolution No selection Q

6. The Task status has changed to Assigned (top right corner)

7. Inthe Resource window a new Time Record has been created for the Resource you have

selected (bottom half of the screen).

Tasks trew £SO OF& & Nosclection
= Status: ASSIGNED
E General 834304 ock Status: N ied
= Actions .
™ cvents Filker By ®stondard O Discipline Raised 27/01/202118:13 GMT
[ — Comments ~ Name Phone Mobi DusBy 21012621 1813 GMT
. X & Demo Supplier Scheduled  Date / Time &
-‘ Time Records
& Est Time 0 1 00

Work Permits
= No. Staff 1
rE  Financials Respond
69 Associate Tasks Attend
. Contain
«%. Multiple Reporters
&3 Finished

Stock User

Tasks List Time Zone

SLA Times < = Compliance Mo selection Q

" " [ 1 P M Ttolof1 N ﬂ = I
A csf audi < Page ot © S E S SN e nefined e selection Q
09 1dentity Scans Created By  Created Date Resource Telephone o e Started Total Hrs
== — CLELCE =
8 mutiple Locations 1995 2740172021 18:22 Demo Supplier 0.00
A Regulations
[ Task periods
g Notes
Financials
Expenses
B, rurchase Orders
ﬁ Sales Invoice < >
4« Page 1 b W ltolof1 &&= S

8. From this point you can close the task by using the Close Icon € from the toolbar at the top of

the screen
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How to Access the Task Grid

The Task Grid is used to allow users to find task(s) that have been created.

options that a user can use to enable them to locate a desired task.

Click Task Management from the bottom left corner

Click Tasks on the menu above

There are many search

e

0B advanced wepaesk
@ helpdesk
w

ric PP Issues

ssun PPMAS
oM

#EM Planner

#EM Planner Repart
Slanned Task Events
Resay

Planner

EIEMHE LM

L]

@ worksemis

K Favourites

== setiings

£ racilies

B TaskManagement

Modules

B8 system Administration

Scheduled Task Templates

Level OF Completion

Logged

Logged

Logged

Logged

Task Assigned

Amating quate

Task ID Task Type
a3 BREAKDOWN
818 oPM

18 PRI

Bun BREAKDOWN
18 BREAKDOWN
15 BREAKDOWN
Buu BREAKDOWN
INVPS:3587 BREAKDOWN
L BREAKDOWN
a2 BREAKDOWN
INVILES361 BREAKDOWN
El] BREAKDOWN
a7 BREAKDOWN
Bsu0d BREAKDOWN

2870172021 0942 GMT

01/09/2020 23:50 GMT

01/09/2020 23:58 GMT

28/1172021 1042 CET

28/01/2001 038 GMT

28/01/2021 0:15 GMT

280172021 1414 PKT

2871172021 011 GMT

2870172021 08:58 GMT

2870172021 08:50 GMT

28/11/2021 08:57 GMT

2810172021 08:55 GMT

28/11/2021 0849 GMT

28/01/2021 16:47 CST

29009/2020 22:58 GMT

25/02/2021 10642 CET

01/02/2021 0338 GMT

3000172021 0115 GMT

03/02/2021 0314 PKT

110272021 0858 GMT

2840172021 1257 GMT

11/02/2021 08:55 GMT

11/02/2021 0843 GMT

05/02/2021 1347 €T

Finich Date

Whitfield

PAKISTAN

INVESCO UK

Scotland East

North Central

INVESCO UK

South Viales, Avon & Glos

Mace Aftarcare Project

PL-China

Mace-HQ

Mace-HO

Whitield-05

PEPO0OS

INV-UK-PS

187

250

IN-UK-H

a7

MAC-EV-02

APACCHSGHE2

&SHBEAZEEIC0

Moargate Hall
South Station {1

Marth Station

Moargate Hall

60 Whitfeld Str

Al-Babar Plazs

PS5 Dronfield
Valeys
CPS Bristol B

2 Forrunes Wall

S6V_Shanghai v

3. From here you will see the tasks within the buildings and contracts you work in. There are many

ways you can search. These are listed in this guide.
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How to Search the Task Grid

Contract Groups

If you work in or manage more that one Contract you can choose to see part of the data. Concept
uses Contract Groups to separate data.

= T
& e | 2| O B v| A ] Y
® A | l
8 Q =
00 com ! Tusk 0 Due By o L
w con
.
L) a
L A L
% | P
o
m A« MM II0ERNGMT  IWIA0BMGMT  Mee Demod
® n :
A o = | !
Lt
a T 0
(1]
‘ i [ T [
.. o ! D
% Favouri
a8 L M1 [

=5 Sett

aci

a

I l LAHEACO

1. Click into the All Contract Groups Field (top left)

2. Type in the contract group you want to view

3. Select a Contract Group from the list

4. Click Refresh <

5. The grid will only show any task that is in this contract group.

e TIP: you can see the total amount of tasks available at the bottom of the screen. It will only show
you 25 tasks per page, so you may need to use further filters to reduce this number

Created Friday, 13 August 2021 Author, Louise Parker 13
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Quick Search
Quick search is a quick way of looking for a task or group of tasks. Although this is quick, it may
return many tasks as this searches across multiple columns.

Concept

Attributes Demp 41l Demo Al

Contacts

<]

Level Of Completion Seq TeskiD « Tesk Type Tesk Reparted Date Task Due By Date Finish Date Hame Cade Building
Contracts

Customer Satisfation Forms

e e B s 7m0 sueh) BREAKDOWN 28012001 1616GMT  20/01/2021 1&16GMT Macro Demo-g2 Office A Demo

Event Types

2= se
- I
»
¥}
i ]
w
-
L)
=Y
8
g
%

A e oes
L projecs
M propeny & Estates

—

Y Favourites

== settings

£ racities

B sk Management

ol Modules

BB System Administration

1. Click and type a key word into the Search field
2. Click Refresh <
3. Any tasks that match this entry will appear in the task grid
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Query

Query is a pre-written filter that you can use to view specific tasks in the task grid. You must

remember that queries that are used will remain active until you remove them. This means if you log

off and log back into Concept on another day, the query will still be running. The instructions below

will show you how to apply and remove queries.

€ [cIR+] 0D a% macro123 com, new e @ oy

£ Mont Visted @ Getting Sturted (@) btps/fmacroT2icom.. 3 UK ) Hiton ¥ UAE ¥ Ucesch G Google B Google Transite 3 Hilton Connect 4 UK Comnect [0 From Inernet Explorer £ Office and Sharepoint

e .
e Favourites

== settings

0 facis

B sk Management

o Modules

T -
@8 System Administration

-

¢]
o~

1. Click into the Query field
2. From the drop-down list click onto a query
3. The task grid will now show tasks(s) that match the selected query criteria

NN
Concept

Settings Tasks

£ 3 B v A oasign w| § s oy oo sctions w| B Open Task Novigate

& s +
W bt Demmo,Al- Dema &
8B Q All Open Tasks
M contaas
Levl Of Completon seq Toskio.- Tk ype Task Reported Dte Task Due By Dte P Date Name

W (o
A For
& o B o s oo s ENT a0 B GT Mecto
= B e 1agaate Pon 15/08/2016 2459 GMT -~
R —

O] saat 0 oru 15711/216 2358 6T o
wd Finance
= B s o orua /10217 2358 6T e
0 rsico
3 conea 0= ! 5082002159 6T
A vazsrap B sate [ o oom 150572020 225 GMT Mac
I project

B o 04 GREANDOWN  ZIOU1IBTIGNT 21002021 1813 GAIT Macto
P

B e s ust SREANDOWN  WOIZII6I6OMT 28012021 1818 GAIT e

B purchase Orders
PRr—

K Favourites
= settings

L racites

Bl reskManagement

o Modules

BE System Administration =

Code

4. The query will remain working until it is removed
5. Toremove the query, click into the Query field
6. Scroll upward to find No Selection and click onto it
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Query All Open Tasks E

User Queries

annel

7. The task grid will refresh automatically and remove this query
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Specific Data Search

Doing a specific data search is a more efficient way of finding a task(s). For example, if you want to
find a specific Task ID or show tasks for a certain building, you can enter data into these fields. Any
column with a filter box underneath can be used to search for data. Some fields do not have this

field, so cannot be searched.

Remember your Task Grid has many columns and you may need to scroll across the screen to view

more tasks.

\Y
72 Concept

Level Of Completion

Seq

Task 1D«

Task Type

Task Reported Date

BB System Administration

.......

SBHAEFACO

Type in the task ID
Click Refresh ©

PNV R WDNRE

box

Created Friday, 13 August 2021
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Click into the field below the Column header

Author, Louise Parker

To look for a building, navigate to the filter under Building

For example, to look for a Task ID, click into the field below Task ID

Here you can either scroll through the list and pick or type into this field

Type the name of the building or use the * to search any part of this field.

If you want to look for a task(s) raised in a time period, navigate to the relevant date field search

17



9. You will see a From and To field

Task Reported Date

Task Due By Date

ET

Su Mo Tu We Th Fr

10

24
31

Jan

. 1

0
7

| 2021 |

1

7 8
14 15
21
B B

&

Wk

I

10. Click onto the calendar icon to input the date(s)

11. Click Refresh <
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How to Filter the Task Grid

Concept will allow you to filter your tasks in an ascending or descending order. For example, if you

want to see tasks in order of date logged, you can sort in a descending order, so you see your newest
tasks at the top of the list.

1. Click onto the column name and you will see a black triangle pointing upwards. This is sorted in

Ascending order and the oldest task will be at the top of the list

Level Of Completion

Logged

Started

Accepted

Completed

Started

Started

Task Complete

Started

Logged

Logged

1462414

1462416

1462417

1462418

1462419

1462420

1048640

1487589

1493893

1497730

Task D

832618

832619

832620

832621

832622

832623

714869

833757

834304

834641

Task Type

PPM

PPM

PPM

PPM

PPM

PPM

BREAKDOWN

PPM

BREAKDOWN

BREAKDOWN

Task Reported Date ~

Task Due By Date Finish Date

15/11/2015 23:59 GMT

15/05/2016 23:59 GMT

15/11/2016 23:59 GMT

15/05/2017 23:59 GMT

15/11/2017 23:59 GMT

15/05/2018 23:59 GMT

06/02/2020 10:37 GMT

15/05/2020 23:59 GMT

27/01/2021 18:13 GMT

28/01/2021 16:16 GMT

Name

Task Reported Date -

21/01/2021 20:01

/06/2017 23:!
12/06/2017 23:59 GMT oMT

13/12/2017 23:59 GMT

12/06/2018 23:59 GMT

D6/02/2020 10:49

06/02/2020 14:52 GMT ST

12/06/2020 23:59 GMT

27/01/2021 18:13 GMT

28/01/2021 16:16 GMT

Macro

Macro

Macro

Macro

Macro

Macro

Macro

2. Click again and the triangle will point down. This is sorted in Descending order and the newest

task will be at the top of the list

Level OF Completion

Logged

Logged

Started

Task Complete

Started

Started

Completed

Accepted

Started

Logged

Seq

1497730

1493803

1487389

1042540

1462420

1462419

1462418

1462417

1462416

1462414

Task ID

834641

834304

833757

714869

832623

832622

832621

832620

832619

832618

Task Type

BREAKDOWN

BREAKDOWN

PPM

BREAKDOWN

PPM

PPM

Task Reported Date ~

28/01/2021 16:16 GMT

27/01/2021 18:13 GMT

15/05/2020 23:39 GMT

06/02/2020 10:37 GMT

15/05/2018 23:59 GMT

15/11/2017 23:59 GMT

15/05/2017 23:50 GMT

15/11/2016 23:30 GMT

15/05/2016 23:59 GMT

15/11/2015 23:39 GMT

Task Due By Date Finish Date

Name

X

]

1 Task Reported Date -

06/02/2020 10:49

06/02/2020 14:52 GMT GMT

12/06/2018 23:59 GMT

13/12/2017 23:59 GMT

2140172021 20:01

12/06/2017 23:59 GMT
/061 GMT

13/12/2016 23:59 GMT

12/06/2016 23:59 GMT

13/12/2015 23:59 GMT

Macro

Macro

Macro

Macro

Macro

Macro

Macro

e TIP: You can perform this filter on most column headers. Ascending is A-Z and Descending is Z-A
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How to Export the Task Grid

Task data can be exported from Concept and into Microsoft Excel. This forms a .CSV file which you

can save as an Excel workbook.

+.
Click onto the Export to CSV icon ** on the bottom right corner of the screen

Depending on the number of tasks you have in the Task Grid, this could take a few seconds to a

few minutes.
3. From the pop-up window choose Open With and select Microsoft Excel

Opening Export.csv

You have chosen to open:

!@ Export.csv
which is: Microsoft Excel Comma Separated Values File (3.8 kB)
from: https://macro123.com

What should Firefox do with this file?
Tl Fr——r—— >

() Save File

Do this gutomatically for files like this frem now on.

Cancel

4. Click OK
5. This process will open Excel and from there you can save this as an Excel Workbook
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How to Change the Time on a Time Record
1. From the Task Grid find the task and open

Tasks

E General
=
7= Actions

Q Events

M save w

834641

+ & Print

Details Other

@ Warkas Complete

wss Actions v | €

No selection
Status: ASSIGNED

Lock Status: Not Applied |~

Raised 28/01/2021 16:16 GMT
TEST = [al x 3
- Email Req. ID Scheduled
Time Records
- " Est Time L] : 00
B workpermits Building [ Demo-02 - office A Demo 0| Depatment | Noselection Q
No. Staff 1
wS Financials Locaticn "SITE’ O“ Categery Facllties Serdces = Respand
i P3 i i Fac. Srves-06
69 Associate Tasks Prierity ‘ Q‘ Discipline B anves Q Attend
a Contract | Demo ol e Logged o || Contain
2z Multiple Reporters
Problem ‘ Administrative Tasks - Filing/Sorting - Q Finished
0 stock User
TEST
Tasks List - Time Zone
i
ﬁ SLA Times Compliance No selection
4 CSF audit User Defined | No selection
D!J Identity Scans
g Multiple Locations
4/4000
5 Regulations -
Fault Code  Noselection Q| SenType Non Service Call v
o TaskPeriods
Cost Centre No selection Q Cost Code No selection Q
E MNotes
Asset Code No selection Q Source No selection Q
Financials
2. Go to the Resources menu
Tasks +new £ i | 2O OE & & Mo selection
Status: ASSIGNED
General
834641 Lock Status: Mot Applied
: Actions
v
Events Filter By ® standard O iscipline Raised 28/01/202116:16 GMT
Resaurces Comments - Name Phone DueBy (5 | 28/01/202116:16 GMT
3 Demo Supplier Scheduled | Date/ Time
Time Records
Est Time 0 : 00
Work Permits
Ne. Staff 1
Financials Respond
Associate Tasks Attend
Contain
Multiple Reparters
Finished
Stack User
< >
Tasks List W 4 Page ] LW Tte1of1 & ﬁ i = Time Zone
SLA Times
Mo selection
Created By  Created Date Resource Telephone e Started Tor Compliance
L CSF Audit He
udr User Defined Mo selection
. * 19953 29/01/2021 13:34 Deme Supplier 0.0
D'J Identity Scans
g Multiple Locations
5. Regulations
‘o Task Periods
E Notes
Financials < >
M4 Page 1 »oon Ttetof 1

3. Open the Time record; double click or click onto the Time Record icon +
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Time Record Details

ﬂ Save rﬂ Save and Close Save and Mew

i ers

E‘ Save and Close
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| o General Demo Supplier Task ID 834641
Expenses
System Time Records Notes
[(\D Audit Trails Task Details
= X Resources Task ID
i= Properties
Include all the supplier's Der
- Documents resources? D Number ;
A Hazards Date Scheduled Date / Tu Time Records Ref
[(\D Audit Trails Date Started Date / Time Date Contacted D Ti
I:\ 7 ; Est Time El: Date Contained D
&) Audit Trails
Q Assignment Type No selection Q Est Travel Time EI:
Events
Status No selection Q
Costs
Core Ti b O/T Rate 1 0
e L Jw] - LnJan v | 2021 vn
O/T Rate 3 El : Travel E
Divert EI= barking E Sy Mo Twu We Th Fr Sa
Vehicle Cost 0.00 Mileage Cost 1 2
Total Cost Info / 3 4 5 & 7 ] 9
Date Finished Date / Ti Do i 11 12 13 14 1% 16
Expense Cost 0.00 Cald 17 18 15 20 2 2 B3
Time between start and finish 0 Res 24 25 26 27 28| 29 3D
31
Time: gExElE GMT
4. Click the Calendar icon next to the Date Finished field
5. Select the Date and Time
6. Click your mouse away from this window (any white area of the time record window)
Date Finished 29/01/2021 15:38 GMT
7. The date and time will now be entered into the field
8. Click Save and Close
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How to View and Add a Notes to a Task

Notes will allow you to add some extra details or what has been done to resolve the task. This may

be sent to the reporter when the Task is closed.

1. Open the task and click onto Other at the top of the screen

9 834641 - Morilla Firefox

Tasks + & print | 0 Sign Offto History w | ess Actions v | €9

© & 2 https;//macro123.com/ukconcept/!System,Tasks/F_TASKS/ViewF TASKShem.aspx?_referrer=%2fukconcept3%2f1System%2Tasks%2fF_TAS [ 110% @ =

E General 834641
= Actions
®) Events (2)
o Task Seq 1497730 Class. BREAKDOWR:Non Service Call
o Resources
K Logged By ~ Peter Tunstall Created 28/01/2021 16:16 GMT
* Time Records
Authorised By Peter Tunstall Authorised 28/01/2021 16:16 GMT
& i
£ TEaEmiE Invoiced No Has O
1S Financials Finished 29/01/2021 15:53 GMT Signed Off Date / Time
69 Associate Tasks Notes 29/01/2021 16:53:16 CET - (Louise Parker (UK)) - Task was bulk marked as being COMPLETE.
;i; Multiple Reporters
Stack
TEST
sia Tasks List -
=l
@ SLA Times
b CSF audit
Dl! Identity Scans
8 Multiple Locations
4/4000
5 Regulations
Fault Code | Noselection Q| SenType Non Service Call

I-:C]) Task Periods

E Notes

Financials

Cost Centre No selection Cost Code No selection

P

Asset Code No selection Q Source No selection

No selection Q

Status: COMPLETE

Lock Status:  Not Applied |+
Raised 28/01/2021 16:16 GMT
DueBy [ 28/01/2021 16:16 GMT
Scheduled Time
Est Time 0 : 00
Mo. Staff 1
Respond
Attend
Contain
Finished 28/01/2021 15:33 GMT
User
Time Zone
Complisnce | No selection Q
User Defined | Mo selection Q

2. You will now see Notes section above the Task Description
Add text and click Save

e TIP: Notes can be written in manually as well as the system putting in automatic notes when the

task is Completed
4. Click Details to return to just viewing the Task Description
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How to View and Add an Event to a Task

Task Events are a way to add more details to a task. This could be an email from a supplier or client

or a way of stating something has been updated. Events can form details of the life of a task and are

a useful way to seeing what has happened.

Events are also automated. For example, an event stating that an email has been sent to the

reporter when the task is logged, or the resource has been emailed with a job card.

1. Open the Task and click onto Events menu

Tasks I + New lf [T ]
E General

7= Actions

834641

No st

election

Status: COMPLETE
Lock Status:

v

) Events(2) l Event

Comments System?  Date Logged - Event Type aised

Reporter did not provide

28/01/2021 16:16 GMT
2870172021 16:16 GMT | ()

" identity scans

g Multiple Locations
_& Regulations

l-':Ol Task Periods

E Notes

Financials

W Page 1 b W Tto2cf2 & e il =

29/01/2021 13:53 GMT

-
v ue B;
e Resources @ System Event email address to be Yes 29/01/2021 15:34 GMT  ACTUAL 4
. cheduled
* Time Records notified
Task assigned to: Demo st Time
@ Work Permits Supplier and Email Sent
. . o, Staff
) to the following email
wS  Finandials ®  System Event address(es): Yes 20/01/2021 15:34 GMT  ACTUAL espond
0301.ConceptAdmin@fm-
69 Associate Tasks 24.com by :;Stim ttend
L workflow. Contain
ats  Multiple Reporters
- Finished
I stock User
:E Tasks List » Time Zone
@ SLA Times
/ Compliance
M CSF audit User Defined

nj v

No selection

No selection

2. Any Events recorded will be in the middle of the screen. These are date and time stamped as

well as who added. In the example above, there are 2 events, both are System Events

(Automated)

3. Click onto New icon * "
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New Entity

Event Details
Event
Logged By
Event Type
Actioned

Financial Value

Comments

Comments

B Save m Save and Close

%}

Task ID 834641

al)

Date Logged
ACTUAL |+~ Date Due

Date Actioned

0.00

01/02/2021 14:30 CET

500

4. From the pop-up window click into the Event title and choose an Event from the drop-down list

Event Details
0
- Call status update
Logged By Above £250 Approval
Event Type Access Denied/arrangement needed
Add Notes/Information
Actioned A
pprove
Financial Value Attended
CE Mumber
Comments
Client Approval / PO Required
Client Approve
Client Reject
Complaint Ongoing
Complaint Resolved
Comments Cost Approved
Cost Rejected

{ Document Verified

Covid-19 Activity

Document Rejected

Escalate To Client

Extend Task Due Date

Fully Approved - Request CE Number
Health and Safety Related

Invoice Rejected

Invoice Validated

L1 Approval Required

L1 Approved & L2 Approval Required

~ Items 1-25 out of |

5. Click into the Comments section and type (or paste text)

6. Click Save and Close
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Tasks

E General

‘:,E Actions

Events (2 )
Resources
Time Records
Work Permits
Financials
Associate Tasks
Multiple Reporters
Stock

Tasks List

SLA Times

CSF Audit

Dl! Identity Scans
8 Multiple Locations
_& Regulations

I_% Task Periods

E Notes

Financials

System Event

System Event

Comments

Please note that this task
will need to be extended
due to parts being on
order.

- Call status update

Reporter did net provide
email address to be
notified

Task assigned to: Demo
Supplier and Email Sent
to the following email
address(es):
0501.ConceptAdmin@fm-
24.com by system
workflow.

1 P oM 1to3of3

System?

Ne

Yes

Date Logged -

01/02/2021 15:33 CET

28/01/2021 15:34 GMT

29/01/2021 15:34 GMT

Event Type

ACTUAL

ACTUAL

ACTUAL

>

£l

No selection
Status: COMPLETE
Lock Status: Mot Applied

Raised 28/01/202116:16 GMT
DueBy (=) 28/D1/2021 16:16 GMT
Scheduled | Date / Time
Est Time 0 00

No. Staff 1

Respond

Attend

Contain

Finished 29/01/2021 15:53 GMT

User

| Time Zone

Compliance | Mo selection

User Defined Mo selection

7. The Task Events Grid can be filtered just like the Task Grid,

this grid

8. Click Export to CSV S jf you want to copy the Events to Excel
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How to Complete a Task

Concept will do one of two things to calculate the Completed time

1. If the task has a Time Record with a Date Finished, this will be recorded as the Date Finished
2. If the task does not have a Time Record with a Date Finished, the date and time the Mark as
Complete icon was pressed will be recorded as the Date Finished

This can be done from an open task or from the Task Grid.

From an Open Task
1. From the Task Grid find the task and open

Tasks

General

Actions

Events

B0 @ d&te?®ii

Stock

E Notes

Financials

Resources
Time Records
Work Permits
Financials
Associate Tasks

Multiple Reporters

8 Tasks List

@ SLA Times

b CSF audit

D'J Identity Scans

g Multiple Locations
& Regulations

l-':Ol Task Periods

B save w| 4 | & print I @ Wark as Complete vl aee Actions w | €3

834641

Details

Reporter

Email

Building
Location
Priority

Contract

Problem

Fault Code
Cost Centre

Asset Code

Othes
TEST s, Phone
Req. ID
‘ Demo-02 - Office A Demo Department Mo selection

Ne selection
Status: ASSIGNED
Lock Status: | Not Applied |~

Raised 28/01/2021 16:16 GMT
Due By 28/01/2021 1616 GMT ()
Scheduled | Date / Time
Est Time 0 : 00

No. Staff 1

Respond
Attend

Contain
Finished

User

Time Zone

\

[ -sme- | Category Facilities Services
[r3 | Discipline Fac. Ses-06
[Demo | e Logged
‘ Administrative Tasks - Filing/Sorting -

TeST
4/4000

No selection ServType  Non Service Call

No selection Cost Code No selection

No selection Source No selection

Compliance | No selection

User Defined | Mo selection

2. Click onto Mark as Complete

3. The Task status will now show Complete
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Tasks ) save w| 4 | & print | I Sign Off toHistory w | =se Actions v | €
E General 834641
;E Actions
Details Other .
®) Events (2) — Raised 28/01/202116:16 GMT
- ! TEST = ¥ s
& Resources Reporter =+ Phone Due By 28/01/2021 16:16 GMT )
o Time Record Email Req. ID Scheduled Ti
Ime Records
Est Time 0 : 00
; Building Demo-02 - Office A Demo Department Mo selection
@ Work Permits ‘ ‘ No. staff ;
) P Location | -SITE- | cotegory Facilities Services Respond
69 P Priority ‘PB ‘ Discipline Fac. Srves-06 Attend
L Contract ‘ Demo ‘ LoC Logged Contain
2% Multiple Reporters .
Problem ‘ Administrative Tasks - Filing/Sorting - Finished  20/01/2021 15:46 GMT
0 stock User
o TEST
e Tasks List — J Time Zane
B siaTimes Complisnce | Mo selection
A coF audi User Defined | No selection
" identity scans
g Multiple Locations
4/4000
_& Regulations
Fault Code No selection Serv.Type Non Service Call ~
E') Task Periods
Cost Centre Mo selection Cost Code No selection
E MNotes
Asset Code No selection Source No selection
Financials

From the Task Grid
If you have more than one task to mark as Complete, you can do this from the task grid (without
opening the task)

1. Select the Task(s) from the Task Grid. These will go blue when selected

o TIP: to select more than one task select the first task, hold down the shift key on the keyboard
and select another task, this will select a range. Alternatively, select one task, hold down the
CTRL key on the keyboard and select another task(s), this will select multiple tasks

2. Click onto the downward arrow next to Status
Select Mark as Complete

Ny -
Concept E 0 7?7 @ M
2= Setting: T !
& e i [ £ 2 By o " T
W aibut Demo Al - Dema All
] Q sy Noselection v| 8
o]
Level Of Comletion seq Tk Reported Oste = Task Due By Date Funish Date Name Code Buikding
& Contracts
- « Satistaction Form
& oo 8 '
& event Types B togges Tt a1 Macto
b L
B Fackey Booking S_tatu c
B states Tga]r = Mt Macto
L 06/02/2020 10:4
- B Tk Comple a Wt o
% cen B e e o~ SOABAGNT st o Maco
A Hszaray B sered 2822 o 15/11/2017 23:50 GMT 131242017 2399 GMT Macio
il projects —
= K ' o 0D | e
M Poperty & sstmes -
A Tasaar? w280 pom Mac
B purchase Orcers B ‘ -
.. B e e
K Favourites
B tosges e w2 pon Mae
== settings
Lr Faciltes
B 7ok Management
off§ Modules
T
BE System Administration . .
d LABAHEACO

4. From the pop-up select Yes if you want to add notes or No to just complete the Task
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Bulk Task Complete Notification

Do youwant to enter additional notes? These will be applied to all selected tasks.

5. The Task(s) selected will now be Completed
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PPM Tasks

PPM (Planned Preventative Maintenance) tasks are different from Breakdown Tasks. A PPM is a task
that is created against an asset or group of assets that reoccurs over a set period of time. In the UK
we use the SFG20 Library of Maintenance Schedules (https://www.sfg20.co.uk/what-is-sfg20).

For example, an Air Conditioning Unit may need a 6 monthly small service and an annual full service.
Concept can be configured to produce 2 PPMs in the year. Other assets may need a monthly
inspection and an annual service, so only 12 PPMs can be loaded in the year. You may not want to
send someone to do the Monthly inspection one week and the next week do the full service.
Concept will allow for the lower frequency task to override (replace) the higher one. So, an annual
PPM will override a Monthly task.

Another example is grouping assets together. You may have 10 Air Conditioning Units in a building,
and they are all serviced on the same day. You can choose to have 10 PPMs (one for each asset) or
group the Air Conditioning Units, so you have 1 PPM. This is called Parent and Child Groups (see
image below). This option will allow for full reporting on all grouped assets with only having one task
to manage.

Parent Asset

Air Conditioner 1 Air Conditioner 2 Air Conditioner 3
Asset Asset Asset
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https://www.sfg20.co.uk/what-is-sfg20

PPM and Reactive tasks are managed in the same way, but it is important to know the differences.

el A

Log into Concept

Click Task Management from the bottom left corner

Click Tasks on the menu above

Locate and open a PPM task

TIP — use the Task Type column and search for PPM

5.

Notice that the PPM task does not contain any Reporter data, the fields above the Description

are read only and at the bottom of the screen there is an Asset Code

No selection
Status: ASSIGNED
Lock Status: Not Applied |~

Raised 15/11/2018 23:59 GMT
Due By 15/11/201223:59 GMT | £5)
Scheduled | Date / Time
EstTme 0 :00

No. Staff 0

Respond

Attend

Contain

Finished

User

Time Zone

Tasks B seve w| 4 | & print | @ Markas Complete | sse Actions v | €
E General " -
894370 - 16-03-Ducting - Volume Control Dampers and Fire/ Smoke Dampers_6M

;E Actions

Details Other
Q Events .
3 Resources Reporter Phone
o Email Req.ID
* Time Records - =

Building Department
@ Work Permits
WS Finandals Location Category
Cg P S—— Priority Discipline
" X Contract LoC Logged
a*2 Multiple Reporters

Problem 16-03-Ducting - Velume Control Dampers and Firef Smoke Dampers_6M

Stack
':=§ Tasks List —
| SLA Times é
b s audit
D!) Identity Scans
g Multiple Locations
0/4000

A Regulations

Fault Code Mo selection Serv.Type Non Service Call
l_% Task Periods

Cost Centre Demo-CC02 - Deme-M&E Cost Code No selection
E MNotes

I Asset Code DEMO-D546 - TOILET AND SHOW! l Source No selection

Financials

Compliance

User Defined | No selection

The Problem code may give you information about the task. Note the example below, we can
see that it is for Ducting and happens every 6 months. Other examples may just show the

frequency of the task.

Problem

16-03-Ducting - Yelurne Centrol Dampers and Fire/ Smoke Dampers_&M

The Asset Code will show the code and description of the asset

DEMO-D546 - TOILET AND SHOWI

Created Friday, 13 August 2021

Classification - Public

Author, Louise Parker

31



8. If there is not enough room to see the details from the task window, you can click onto the Asset

Code label (which is a link) and a pop-up window will show you the asset details.

Details

Asset

Asset Code

Building
Location
Classification

System

Type

Details
Description
Preduct Code
Manufacturer

Barcode

Oty

Cost Centre

Notes Financial/Risk Spatial

DEMO-0546 - TOILET AND SHOWR ROOM VENTILATION FIRE DAMPER

Status: ACTIVE - Active

DEMO-0346

Demo-02 - Office A Demo

- 2nd Floor -

F8IL5-Fire and Life Safety

Mo selection

TOILET AND SHOWR ROOM VENTILATION FIRE DAMPER

ADVANCED AIRLTD
0810-0346
1.00

Demo-CCO2 - Demo-M&E

Group
Site

External Ref

Parent Asset
Serial Mo,
Model
Drawing #
Supplier

Object Ref

SFG-16-03

Dermo-

Mo selection

No selection

0100 SERIES

Mo selection

9. If you don’t have permissions to see the Asset Details, please speak with your line manager and

email Concept Admin to add this to your profile.
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Using the Actions Menu (for PPM Tasks)
Some PPM tasks are using assets in a parent and child group. There will be an extra set of steps to do
before the task is completed

1. Loginto Concept

2. Click Task Management from the bottom left corner
3. Click Tasks on the menu above
4. Locate and open a PPM task
5. Navigate to the Actions menu on the left

Tasks Frw £ DAV OSSO Ne selection

E General . .

894370 - 16-03-Ducting - Volume Control Dampers and Fire/ Smoke Dampers_6M

EE Actions

P Sort Orcler » Name Actioned Asset Building Location

R DEMO-0547 -

'_5 Feaourees @ - 16-05-Ducting - Volume Control O ZSE\%JRARNI\E Demo-02 - Office  2F - Gents Toilet
wlk Time Recards =1 Dampers and Fire/ Smoke VENTITION ADemo -

& Dampers_6M MTRISED SMKE

4O Work Permits DMPERS

S Financials DEMO-0600 -

. TOILET AND
& Associate Tasks @ =2 ;Zﬁi’g:;:;z?;xi:m’”' o SHOWR R Demo-02 - Office  2F - Ladies Toilet
= VENTLTION ADemo B
;5. Multiple Reporters Dampers_6M MTRISED SMKE
DMPERS

'3 Stack

EE Tasks List

@ SLA Times

b csF audit

Dl! Identity Scans

g Multiple Locations

| £ Regulations

L% Task Periads

E MNotes

< >
Financials .
W «Page 1 v wlto2ef2 El s inz=-=

6. On the example above there are 2 actions. This means there are 2 assets grouped together and
maintained at the same time

7. Check the box under Actioned to say this asset have been maintained

8. The red triangle on the top left of this field indicates that this change needs to be saved

Actioned fils:

L4

DEI
Tal

=

=1

9. Click onto Save at the bottom right side of the screen

() & 4 = =
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10. Alternatively, you can click the Mark all actions as actioned icon to tick all the actions and saves

these changes

<+ new i

e

wll

oAV D @

@

a
L=

X

11. The rest of the process of updating the task is listed in the manual above. Click here to go back
to the table of contents
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