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Janetta Garton and Lisa Blankenship
September 2006
Willard R-Il School District
http://www.sisworkorder.com/WICO




Prior to using the on-line forms you will need to register. Using Interngbiex,
navigate this web address (you can not use Mozilla):

http://www.sisworkorder.com/WICO/oldReqgisterUser.aspx
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For the User Name and Password use fawvell account For example, Janetta

Garton would be User name: jgarton, and Password: jagan.

Enter your complete Willard Schools email addresgagon@willard.k12.mo.us.
Enter039-133for the District Code.

The Delivery systems should be left at the defaudtroéil.

Click theRegisterbutton.

You only need to register ONE time. You should receive a message at the top of your
screen after registeriniy'ou have been successfully added to the database hétliek

to login.
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Logging in to the system

1. Start Internet Explorer, not Mozilla, and navigate to the web site:
http://www.sisworkorder.com/WICO

2. Enter your User Name and '“ﬁl?(f')h‘
Password, which should be the 'y\’\ S, li
same as your Novell account. 7 O __:.'
3. Click the Login button. gé? 53
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Forgot Password

Creating a Ticket

1. TheWELCOMEscreen will be displayed. Click “Open Ticket.”
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2. The next screen has 3 data fields, each with a drop down box. Use the arrows in
the drop down boxes to
a. Select Request Typ#aintenance, Technology, Transportation,
Professional Leave, Personal Leave, etc.
b. Select Building
c. Select Location
3. Click “Next.” Please note that one of your choices is “Cancel.” If you change
your mind or get interrupted, you may click “Cancel” at any time.

Step 1 of 2
% & "o | Maintenance j
- O | Administrators j
) | Special Ed j
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The next has a series of menu selections that must be completed to describe the
problem or your request. The below example is for a Personal Leave Request. To
the other forms go to page 9.

Date Fields: All date fields default to 10 days out. Be sure and click on the mini
calendars and select the appropriate date.

Please note that fields with an * cannot be left blank. This will cause an error in
the work order. If your ticket does not indicate “SUCCESS” at the top of your
screen after creating it, review it for errors.

Once you have completed all fields, click “Create.”

“Cancel” is also an option at this point. By canceling here will delete the ticket

completely.

Step 2 of 2

Personal Leave request

Category:
Building:
Location:

Date of Request:

Teacher/Staff Name:

Days Previously
taken:

First date to be
Absent:

End date to be
absent:

Substitute Name:
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Substitute needed?: [ 2 i 3 ) $
Time to be absent: i 1*1E 1*1E -
Approved with Full r
Deduction:
Not Approved: I

-

Approved with No
Deduction:
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If you were successful, the next screen should show you a summary of thedicketty
created along with some choices of things you can do now:
1. Enter a similar Request (Same Location, Same Type)
2. Enter a different Request (different Location or Type)
3. View Ticket Status
* You can choose to log out of the system by clicking the “Log out” link in the
top right hand corner.

You will notice at the bottom of the screen the route that this work order will travel
during the approval process. At any time you will be able to log in and checkatiogt st
of a ticket.

Department: &
Building: >
Location: +,,5

WOID: +,+6

Date of Request: ,1/78/7,,9
Teacher/Staff Name: "
Days Previously taken:

First date to be Absent: :/:17,,9
End date to be absent: :/:/7,,9
Substitute Name:

Substitute needed?: 2

Time to be absent:

Approved with Full Deduction:
Not Approved:

Approved with No Deduction:

What would you like to do now: o
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If you are concerned about a request or a work order and want to knatatilne, after logging into the program select the menu
option “View Ticket Status.”
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The next screen will show you a listing of all tickets you have created.
e Your ticket will either be in the Open Tickets table or the Closed Tickets table.
e To view the status of a particular request you will need to click on th®#bitdal to the left of the WOID number. DO
NOT CLICK in the BLUE shaded area. You will be able to view the Route Approval Box atitesle®el of your ticket.

Open Ticket O Work To Do V|ew Ticket Status 6Ed|t User Profile Request Support @Home
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September 19, 2006
Tuesday 10:10 AM
Logout

Open Tickets
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willard Approved oot sims teachers
Detail 3256 A& Technology by Scott 2 ' goftware  needs SIS ASAP Mo e
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g installed on
their stations
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Closed Tickets
o Data To Display




If for some reason you did not complete your request to the satisfaction of aay ethe
route, they will have the option of clicking “Need Clarification” or “Rejemkeét.”

1. If you have been chosen to provide clarification, upon getting an email, ydoevalle click
the provided link, “Provide Clarification” to access the ticket on-line and respond in the
Additional Comments box. See the example email below.

2. After providing clarification you must click “Provide Clarification” in order your ticket to
be sent back through the route.

? % & $ $ $ ( & )
WOID:+,:>

Building: $$

Location:

Department: &

Date of Request::/:/7,,9 +7),,),, *
Teacher/Staff Name:

Days Previously taken:

First date to be Absent::/:/7,,9+7),,),, =
End date to be absent::/:/7,,9 +7),,),, *
Substitute Name:

Substitute needed?:

Time to be absent: *

Approved with full Deduction:

Not Approved:

Approved with No Deduction:

What would you like to do?
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Once your work order or request has been completed by the final person in the ronéd an e
will be sent to you indicating your ticket has been complete. At that point youstanegour
request has been approved. Below is a sample email indicating completion of. aTtiaket
same type of email will be sent to you for all types of tickets upon completion.

) 1 ( 1
WOID: +,,8

Building: $

Location:

Department: *

Date of Request: 7/7:/7,,9 +7),,),, *

Room Number: *
Teacher/Staff Name: A *

Maintenance item needing attention: ! ¢

Description: 3 ( 13 . LN (G $
Date to be completed:

Best Time:

Comments: A & 38 1

What would you like to do?
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Maintenance

Step 2 of 2
Maintenance
Category:

Building:

Location:
Teacher/Staff Name:
Date of Request:
Room Number:

Maintenance item
needing attentiol

Description:

Date to be completed:

Best Time:

Comments:
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@Open Ticket @ work To Do @Wew Ticket Status eEdll User Profile Oﬂequesl Suppart GHBmE

Maintenance
District Office
Any location

[ emermstrame i
0/26,/2006 * B8 Enter date completing form
[ Plaass enter room rumber

Grounds * Selectone

Give a detailed description of the problem

[
[ JesstTime wperform wark

Qe

Any additional cormments/instructions

Technolo

Step 2 of 2
Technology
Category:

Building:

Location:
Teacher/Staff Name:

Tech item needing
attention:

Description:

Interferes with
Instruction:

Safety Hazard:

Best Time:

Comments:

@ Create @ Back

Date to be completed:

@Open Ticket @ Work To Do @vwew Ticket Status eEdlt User Profile GRequest Support @Hﬂme

Technology
District Office
any location

* Select

Give a detailed description of the probiem

[ -
ves O'No (Select ane)
Oyes Ono (Select one)

Best Tirme to perform wark

0 Cancel

Any additional camments/instructions

Transportation

Step 2 of 2
Transportation
Category:

Building:

Location:
Teacher/Staff Name:
Dept:

Trip Date:
Destination:

Pick up location:

Departure Time:

Estimated Return
Time:

Number of
participants:

Special

Driver Assigned:
Bus Costs:

Begin mileage:

Requests/Accomodations:

Open Ticket @ \Wwork To Do @View Ticket Statug eEdit Usger Profile OREquEst Support @Hume

Transportation
Wiillard Central
1st/2nd Gr. Hall

Enter last name first

L 1

Enter Club, Department, or sport
l:l Place traveling to

Doar or Lot to be picked up at
l:l Time to leave for Tip

l:l Time to be returned to schoal
L numberofpespierding e

Enter any special instructions

L loTuseony
l:l # of miles @ $2.50/mile. Use cheat shest provided
[ L



Personal Leave Request

on
OOpen Ticket O wiork To Do OV\EW Ticket Status OEdlt User Profile ORequest Support @Hume
Step 2 of 2
Personal Leave request
Category: Personal Leave request
Building: Willard Central
Location: 1stiznd Gr. Hall
Teacher/Staff Name: * Enter last name first
Date of Request: 9/26,/2006 * B enter date completing form
First date to be
Absent: 9/26/2006 * B Enter first date to be absent
End date to be absent: 9/26/2005 * BB Enter last date to be absent

Description of Leave:
Describe nature of Leave

Time to be absent: O s, OP.M. O Both Choose one
Days Previously taken: Enter # of days previously taken this school year.

Substitute needed?: Oves OMo Is a sub needed for your duties?

Substitute Name: Secretary use only
Not Approved: Oyes Cno Administratar use only

Approved with No .

Deduction: Oyes Cno Administratar use Only

Approved with Full .

Deduction: Oyes Ono Administrator use only

O Create @ Bark 0 Cancel

Professional Leave: must have permission from building PDC representative before
completing this form.

OOpem Ticket O Wiork To Do OV\BW Ticket Status OEdit User Profile ORequest Support @Hnme

Step 2 of 2
Professional Leave Request

Category: Professional Leave Request

Building: ‘Willard East

Location: Srdf4th Grade Hall

Teacher/Staff Name: Enter last name first

Date of Request: 9/26,/2006 BH enter date completing form
Department: Please enter department

Description of Leave:
Describe nature of Leave

First date to be

Absent: 9/26/2006 * [ Enter first date o be absent

End date to be absent: |3/26/2006 * B Enter last date t be absent

Time to be absent: O am. Op.m. OBoth* Choose one

Days Previously taken: Enter # of days previously taken this school year,

Substitute needed?: O ves ONo Iz a sub neaded for your duties?

Substitute Name: Secretary use only
PDC: (O es MO Has your building Rep. approved this?
Allovrable mileage: Flease enter round trip mileage, Rate is .35/mile
Substitute (PDC): Enter sub costs
Meals/Lodging
(receipt required): Sillens
Other:
Enter any other cost incurred
Registration Fee: Enter cost
Not Approved: Oyes Ono administratar use only
Approved with No "
Deduction: Oves Ono Administrator use Only
Approved with Full .
Deduction: Oyes Ono administratar use only

O Create @ Back o Cancel

There are additional forms for Special Ed Personal and Professional Leave
Requests, Transportation Personal Leave Request, Food Services Personal and
Professional Leave Requests, and Custodial Personal and Professional Leave
Requests.
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