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Instructions for Using the Maintenance Department’s Computerized 
Maintenance Management System Request Line  

For Musical Instrument Repairs 
 
1.      Creating an Account 
 a)  Use your Internet browser (Microsoft Internet Explorer) to access the 
  Maintenance web page.   
 b) Once your browser is activated and the District’s home page appears, 

! Select “Employees” from the main Guilford County Schools web page. 
(See Figure 1.) 

! Select the “Maintenance” link from the column of links provided. (See 
Figure 2.)   

 

 

 
            Figure 1 -   Main GCS Home Page 

 
 



Instructions For Using the Work Order System Page 2 of 14  

 
Figure 2 - Employees Page 

 
! Click on the link, “Knowledge Base.” (See Figure 3.) 

On the Knowledge Base page you will also see the instructions for 
different types of work orders. 

! Click on the link, “User Authorization Form.” (See Figure 4.) 
! Print the User Authorization Form, obtain the principal’s signature, and 

submit the completed form by fax to the Maintenance IT Administrator 
at 370-2398.  Please note that you will not be able to access the 
system until this form has been submitted and approved. 
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Figure 3 - Maintenance Home Page 
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Figure 4 - Knowledge Base 

 
2. Accessing the Request Line 
a) Use your Internet browser (Microsoft Internet Explorer) to access the Maintenance 

Request Line.   
b) Once your browser is activated and the District’s home page appears, 

! Select “Employees” from the main Guilford County Schools web page. 
(See Figure 5.) 

! Select the “Maintenance” link from the columns of links provided. (See 
Figure 6.)   

! Then click on the link, “Work Orders.” (See Figure 7.) 
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            Figure 5 -   Main GCS Home Page 
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                                        Figure 6 - Employees Page 
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                                Figure 7 - Maintenance Web Page 
 

 
 
3.  Log In Screen.  Enter your login name in the username text box.  Enter your password 
in the password box (See Figure 8.) 
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Figure 8 - Login Page 

 
4.  Work Order Request Line Module.   If you are a Music Director/Band Director and 
you log in successfully, the system will load a web form with the links shown below. (See 
Figure 9.)     

a. Equipment Repair (Instrument) - allows the user to submit Equipment 
Repair Orders (ERO) for repair of musical/band instruments. 

b. Site Specific Work Order Status Review - allows the user to review work 
orders already in the system for their location. (See Figure 12.) 

c. Change Password - allows you to change your password.  Users should 
use the link provided to maintain their own password for security reasons.   
 

          

 
Figure 9 – After Login 
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                                            Figure 10 - Instrument Repair Order 
                                             

 
! From your login, the system will determine your location.  If it is not correct, or 

you have moved to a different location, send an email using the “maintenance 
help” link on the “Log In” web page.  The system will also know your role and 
give you the form for an ERO that has the serial number field. 

! Request Type should be set to the appropriate type of work needed.  “Instrument 
Repair” should already be selected for you. (Figure 10.)   

! Serial Number. Insert the serial number for the instrument in need of 
repair.   If you don’t find a serial number, please use some unique identifier 
for the instrument. 

! Requestor is an application generated field. The requestor’s name is that of 
the person who logged on to the work order application. 

! Contact Info is also set to reflect the name of the person who logged on to 
the application. You may change the name displayed to the name of the 
actual person requesting the instrument repair. 

! Priority All Instrument Repair Orders are Priority 8.  Instruments will be 
picked up according to the pickup/delivery schedule. 

! Requested Completion Date reflects a completion date which is based on 
the priority assigned.  You can modify this date, but the return of your 

http://www.gcsnc.com/depts/maintenance/pdf/Schedule%20-%20Pick-Up%20and%20Delivery.pdf
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instrument will depend on your site’s pickup/delivery schedule and how 
long it takes for the instrument to be repaired. 

! Description allows you to enter a short description of what repair is needed 
for the instrument.  Be brief, but clear.  

! The Clear button clears any information entered so you can start over. 
! The Submit button saves the information into the system and produces the 

printed version of the work order. The newly produced work order is made 
available for review in a report format. (See Figure 12.)  You may print this 
report by selecting “Print this page” which appears at the bottom of the 
screen. 

! The newly produced work order is also made available for review in a 
summary report format.  The summary report is site specific and is titled 
“Work Order Status Report.”  The report allows users to review all of 
their submitted work orders for the current school year. (See Figure 13.) 

 

 
A Submission Report is displayed after the requestor successfully submits a work 

order. (See Figure 11.)  Click on “Print this page” if you want to keep a copy. 
 

 
                                             Figure 11 - Submission Report 
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Figure 12 - Work Order Status Report 

                                      
 

 
Work Order Status – If a work order is rejected, voided or is a duplicate, a reason 
should be shown in the Description Block of the report.  A list of status codes is shown 
below.  Remember that, from the user’s point of view, the “Turned-In” status means 
the work has been completed. 

 
1. Incomplete (I) Work Orders.   A work order that has been 

printed, written, or distributed to a technician but has not been 
completed. It is a pending work order. 
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2. Materials Delay (M) – the work order is delayed or is held up due 
to materials not available, or on order. 

 
3. Submitted (S) – A work order has been submitted by the customer 

but has not been reviewed and processed by personnel in the 
Maintenance Department’s Customer Service Section. The work 
order will not become active until the status is changed from the 
submitted status. 

 
4. Turned In (TI) – This is an internal status we use here in 

Maintenance.  It means the work has been done and the ticket has 
been turned in, but the labor and materials information has not yet 
been entered. 

 
5. Voided (V) – A work order that has been voided or cancelled either 

before or after the work order has been started. 
 

6. Rejected (R) – If a work order is rejected, the reason for the 
rejection status should be displayed in the description box.   

 
7. Duplicate (D) – A work order that is the same as another work 

order in the system.  The number of the other work order should be 
entered in the Description box. 

 
8. Complete (C) – The work has been completed and the labor and/or 

materials used information has been entered. 
 

  
Survey – The work order survey is hyperlinked to the description 
when the work order is completed.  This opens a feedback form in a 
new window.  Please help us by taking a minute to let us know how we 
did. 
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