KIRMS
SELF SERVICE WORK ORDERS
Finding and Entering Work Orders from the External Screen

INTRODUCTION & BASIC SCREEN INFORMATION

The new External Work Order screen is called the Self Service Work Order.  This screen looks very similar to the screen that is used internally by DISC staff.  All Work Order information is now on a single screen -- no paging through multiple screens to complete the work order header.

For questions not answered in this instruction or for other problems, please contact the KIRMS Help Desk by phone at 785-296-5599 or by email at KIRMS@da.ks.gov

Log into KIRMS the application the same way you always have.  The Welcome screen looks the same as before.
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The menu will have Self Service Work Order in the list – click once on this menu item and a new search screen for Work Orders will open.   (Your menu may look different than the one pictured, but Self Service Work Order should appear in the menu.)

From the Self Service Work Order List screen, you can either view an existing work order or create a new work order for any Department you have permission for even if the work order was entered internally by DISC staff.




FIND AND VIEW AN EXISTING WORK ORDER – you must have created the initial work order to be able to see a work order on this screen.  Work Orders created in the old screen have been updated with the correct Department so you can view them using the new screen.

You can Search By Work Order Number, Status, Description (or some part of the description), Order Type, Request Date, Contact Name, Requestor, Login Id, Final Resolution, Trouble Code, etc.
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SEARCH USING WILDCARD CHARACTERS:  If you know words or numbers that were somewhere in a particular description for a Work Order, you can use the words or numbers to find the Work Order.  The asterisk (*) is a wild card character in KIRMS and can be used to replace one or many characters in any Search By criteria.

For example, if you know you submitted a Work Order requesting that a phone number be moved but you can only remember the last 4 digits of the phone number and you know you noted the phone number in the description:
1.  Change the Search By to Description.
2. Using the information you do know (part of the phone number is 1234), enter *1234* and click GET.  
3. Any work order that contains the string 1234 will be in the list below.  
4. Browse through the list to find the work order you are looking for.

Wild card characters can be used in combination with any item in the Search By list to replace any number of characters at the beginning, middle or end of any search criteria. 

NOTE:  If the information in the Self Service Work Order screen is ghosted (grey) rather than black, someone at DISC is working on the order and changes cannot be made to the work order externally.

ENTER A NEW WORK ORDER - you must create the initial work order to be able to see it.

The menu will have Self Service Work Order in the list – click once on this menu item and a new search screen for Work Orders will open. 




Completed example:   (Field-by-field descriptions are on the next page.)  Red labels are required fields.
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Work Order Number - will be automatically populated when you save the work order.

Contact Name – click the look up button to select the contact name.  Contact Email and Contact Phone should be populated from the selected contact name record.

Work Order Type – click the arrow to select a value from the list available.

Request Date – click the calendar button to the right of the field and select the target completion date for the work order.

Description – enter your agency acronym followed by the details of your work order request.  Be specific about what you are requesting.  

Building Id – this field will be automatically populated from your KIRMS user record but you MUST do a look up to Save the work order.  This should be the Building Id where the work will be done.  This information can be changed to a different building, if needed.

If you do not do the look up and you click Save, you will get an error saying the “Building Id, Floor/Room, Building Alias” is not valid.  After the Building Id is looked up the Building Alias and Building Name will be populated if that building record contains that information.  

FLOOR INFORMATION – All Floors are 2-digits long.  For example:  01(1st), Garden Level is “gl”, Dock is “dk”, etc.  Use the Floor search column to reduce the number of choices in your look up.

ROOM INFORMATION - Actual Room numbers begin with numeric characters and may end with an alpha character (Room example – 120A).  Many of the buildings have had Grid locations loaded rather than room numbers, especially buildings that have many cubicles instead of rooms.  Grid Locations begin with an alpha characters and end with numeric characters (Grid example – A10).  Rooms that are actual Telecommunications Equipment Closets have a Y (yes) under the new TelecomEqRm column.

NOTE:  If you would like a set of the Grid Location Maps for your building, contact your agency’s Telecommunications Support Specialist and ask them to send you a copy.


Debit GL 
Equip/SVC – GL paying any recurring charges. 
One-Time (dr) – look up the one-time GL number to populate.  This is the GL that is paying for the work 
	order to be completed.
Department Id – must LOOK UP the department requesting the work be completed.
Department Name – auto-populated from the Department Id look up.

Order Status tab – these fields are all auto populated except for Priority.
	Priority – click the arrow to select a value from the list.




Attachments tab – link up to 5 documents to the work order.  Click the look up button to the right of a blank row to browse for a document.
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After the document is uploaded to KIRMS you will return to the Work Order screen to upload additional documents or continue with the Work Order.

Click Save, Save & Exit, or Submit – The Work Order Number will be assigned after clicking one of these buttons.
	Save if you are finished with the work order but want to enter Work Order Items or just click the 
WO Items button at the bottom and it will save for you.
	Save & Exit if you want to come back later and continue working on the work order.  The Work Order
will remain in DRAFT status and DISC staff will not work on it.
	Submit if you have entered all your information and are ready for DISC to begin working on it.  The 
		Work Order status will automatically change to Client.


ENTER WORK ORDER ITEMS
Click on the WO Items button in bold on the lower left corner of the Work Order screen and the Self Service Work Order Items List screen will open.  If Work Order Items have already been added, they will be displayed on the list screen.  If this is a new work order, the screen will be blank as shown below.
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Below is the Work Order Item screen.  The Work Order Item Type selected determines what tab screens are displayed – Equipment Services or User Numbers.  Equipment Services example:
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After the information for the Work Order Item is completed, click Save and Exit.

User Numbers tab example:
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After the information for the Work Order Items is complete, click Save and Exit.

If you would also like to send an email, just click the Send Email button.   Any email sent from within a Work Order will be linked to the Work Order in the History file which will be available to DISC staff when they are working on the Work Order.  
[image: ]

Click the SUBMIT button on the Work Order Header screen and DISC staff will begin working on the work order.
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'WELCOME TO KIRMS

The Kansas Information Resource Management System (KIRMS) s an integrated software tool designed to track
telecommunication services including moves, adds and changes requested by DISC customers. KIRMS is a central database
of telecommunications information including network availability, biling back up and work order history. KIRMS is a tool used
£o create and distribute invoices to DISC customers. The billing function draws ts data from the system databasa to create
an invoice that details the work completed and services provided.

KIRMS HELP DESK: (785) 206-5599

For application issues other than passwords, prior to calling the KIRMS Help Desk you may get an answer to your question
Faster by contacting your agency's internal telecommaunications representative of your DISC rapresantative. I they cannot
resolve your issue, please contact the KIRMS Help Desk by phone or email.

Password Help Email: KIRMS @da.ks.qov
New User Access Request Form (Word)
New User Access Request Form (Excal)

state of Kansas
Division of Information Systems and Communications
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