New Work Order and Inventory System

The Arcadia Valley R-II School District is moving to an automated Maintenance Work Order System and Inventory System.  The Work Order System should allow for faster response to building and teacher initiated work orders.  The inventory will meet the requirements of our insurance provider for a safe, complete and secure inventory in the event of a disaster.  Each teacher, administrator, and secretary will have to enter the inventory items they are responsible for (items in your room, lab, office, sports uniforms, equipment, etc.) and be able to submit work orders.  The Hyperlink to the site is found on our District Work Order and Inventory web page.  The web address is http://www.bluechalkapps.com/menu/ 

This site works best with Internet Explorer.  It does seem to work fine with Netscape, SeaMonkey or Mozilla so you should not have a problem using any of them.  You also have to allow pop-ups for “this site.”  To do this in SeaMonkey, go to Tools > Popup Manager > Allow Popups from this Site.
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In the window that appears make sure that www.bluechalkapps.com is in the address box.  Click the Allow button, then OK to add the Blue Chalk site to the list of those permitted to open popups.

The last pages have a Java fix for errors.  Just make sure you have the menu strip bar at top of page when in the program, if not then use IE.  Report problems to Mr. Wagner.
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Your username is the first letter of your first name and last name.  Ex. -  ddillard

Your password is your last 4 digits of your SSN.   1234

If by chance your login id and password will not work, send an email to David Dillard.  There may be errors in the data entry.

Org Code stands for Organizational code and that is:  avmo

which stands for Arcadia Valley, Missouri

The following screen will appear once you log in.
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The “Classroom Inventory System” link is to your classroom inventory.  You will need to place items in their respective categories of groups and items when you do your inventory at end of year and just add anything additional you receive this school year.  It is extremely important that the District have a complete inventory for insurance purposes.  If you are not sure which group to enter an item under, take your “best” guess.  As long as the items are entered they could be replaced in case of disaster.  Principals will also have edit rights to ensure that items are in the correct group.

View of Classroom Inventory page
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You click on tool bar at left top that says Enter an Inventory item and fill in boxes with your info.  First choice is to choose an Item Type.  The bar must turn gray before you can enter items.  Sometimes this is very slow and you may have to “click” on it to appear.

If the gray bar does not appear, you need to disable the pop-up blocker for this page only.  The Java fix may also have to be used.

The next screen to appear is the “Inventory Entry Screen.”
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Click on the “select an Item Type.”  Choose the item type that is the closest to the item you wish to enter.  If there are more item types you would like to see, send Mr. Dillard an email and they can be added.  However, this is not critical and the fewer that are in the list the easier it will be to manage.

Then you will see the following screen with many fields to fill in.  Not all fields are applicable to the item, just fill in what you know.  You should enter the cost or an estimated cost.  Different items will have different fields on some. 
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Most of the fields are self-explanatory, but those dealing with costs and serial numbers are critical.  The cost may not be known, but try to be accurate since this will help determine insurance replacement costs if we ever need them.  The funding source is important for all items purchased through grants.  Most other items will be district purchases.

You must enter the following fields:

Item Type: (chose from the list)

Purchase Count: (this is the number being added)

Current Count: (this is an accumulation, it will often be the same as the Purchase Count

Funding Source:  (used for grants, Title Programs, or may be district)

Purchase Price: (this is for a single unit and must be ##.##)

Estimated Value: (this may be the same for a single item or the total cost for multiple items.  These values are critical for insurance)

At bottom of screen you MUST enter some type of Details and then you can click Submit.  The details box should be used to describe the item such as metal, wood, purchased through a specific grant or other information about the item.  
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You can use MS Word or MS Excel and copy and paste into the details.

As of now the “Technology Work Order System” shows up but may not in the future.  This link is for Technology Maintenance work orders and at this time it under review by the Technology Department to determine if it meets their needs.  If it goes on line it will work similar to the Building Work Order System below.

The Building Work Order System allows any district employee to enter a work order to the Maintenance Department.  All work orders are submitted to the Assistant Superintendent for review.  Some work orders will be forwarded to the building principals for budget determination, some will be sent to the maintenance department and some will be filed for summer work.  
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This is the management screen that maintenance and principals will view.  It allows the work orders to be tracked, assigned and notes upon completion entered.  

[image: image10.png]2 Classroom Inventory System rosoft Internet Explorer

Flo Edt Ven Favorkes Toos Hep a
- € g - B
Q- © - [1] @) € Psewen [Soromns | @ | 3- B
ckress [ ] ttpfwnn. buechakapps,condessiventjmain,asp Vs s> @
Favorites b
Pods. Mogmwe. | Menu Home Logout
Stk Use this screen enter items into your persanal inventory.
Escom
Brado station Gide ttem clect an ltom Type
e:
] GatetWay for Afterschool and 21 P! oo
8 Meetngs and Conferences o Visus!
T Capinet
Wisour Department f lementa ~Fiter By Buiding - 3l catinet 5
BResouces 215t Cntury Con. carts
Chair
&) southern Regional ccation Boad | [ —Filter By Faculty~ 9 Computer
&) Teanhuron Jonthe Team pesks
oub/uce
D 6rants Current Filter: None Hubs/Switches/Routers
o Clment Sots Groupame Itsnname De] ke
© i Medical Supplies
S integraton onitor
8110 0bscure Word i tt can offce Supales
[+ Support & Dvers Other Books
& Mneral res Colege - Park i, e
&]intranet Log OnScreen Spart Equipment
Textbooks
1 POWERLIFTING MEET DATASASE Texibook

€] Enter an Inventory Item © intermet © Intermet

dappli.. [ € Inbox -

3 itpi o buechak.. 12 rder and




The screen above is what most users will see when they choose the Building Work Order System.  To enter a new work order click the gray box at the top of the screen.  Again, this may be slow to appear and you may have to click on it to activate it.
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The screen to the left will appear.  The location of the equipment needs to be as specific as possible, ie, the front of the room, the fifth light from the door.

Each room in the district is in the process of getting new numbers, so please include the room number and not the teachers name for the room [image: image12.png]Allowed Sites - Popups
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number.

Choose the “Type of Problem” that best fits the request you are making.  Choose the building you are making the request for and then describe the problem as best you can.  Then select Submit.

If you have questions, please contact Mr. Dillard.
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