Wawa Facilities Mobile
Work order process

The Wawa Facilities Mobile app has been designed to reduce paperwork and increase the level
of communication and information we receive from our Internal Tech’s and External Vendors in
the field.
The Internal Technicians and External Vendors that receive work orders will get them directly
on their iOS or Android mobile device.

The Wawa Facilities application menu will display the My Wawa Work Orders workbench will
display the Wawa work orders that have been assigned to you in the system. The work order
card will display to the right of the menu bar.

The work order card will provide you with all of the information needed to travel to the site and
perform the work requested including:
Work order number – Wawa system assigned number
Tag number – Back room or equipment tag selected by the store
Tag description – Name of equipment or items to be worked on
Site number – Name and number of the site where the work is to be performed
Work order (WO) priority – Priority assigned to the work by Wawa to determine response time
and SLA (If you are actively clocked in on a work order a wrench icon will display next to the
priority.)
Work order (WO) description – Brief description of the issue being logged
Site address – Address of the location for the work, if this is a well store it will be noted here for
informational purposes
Creation date and SLA time remaining – This section displays the date the work order was
created and the days : hours remaining until the SLA expires. Once the SLA reaches 12 hours or
less you will see a red alarm clock beside the priority. Priority 1 and 2 work orders come with a
red alarm clock since they are 12 hours or less on dispatch.
Current distance from location – How far you are from the site of the work order

Work order (WO) status – Current status of work order assigned to you
Tap on the card to open the work order detail, you will see similar information to what was on the work
order card. 1) When a work order is received we would like you to contact the store and see if you can
get a little more detail about the issue (Unless your office has already done so). Speaking with the store
may allow you to perform a phone fix, gain information about parts that may be needed. If you are using
a cell phone for the app, click on the number and it will call the store. 2) When you arrive on site and are
ready to perform work tap the three dots to begin the clock in process. 3) If the equipment or item
being worked on is under warranty the warrant flag switch will be green and the warranty information
will be displayed.
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A drop down menu will appear, tap on start time clock.

The time clock will begin running in the upper left hand corner and will continue until you either pause it
or select I’m done. There is only one Technician assigned to a work order and you may only be clocked in
on one work order at a time. If you have an additional Technician on the job, you can add a note to the
work order indicating this.

Ensuring the correct tag is being used for the job is critical, it will allow us to track movement and spend
against a tag appropriately, run accurate reports for failure codes and help us to determine when the
equipment may need to be replaced. The app, sites and tags are utilizing GPS technology to help ensure
the right tag is in the right place. Prior to working on a piece of equipment with a barcode please tap the
barcode button and scan the tag. Your work order will update with the correct information if this is
different than the original. If a barcode is unavailable tap in the tag number area and a list of tags
associated with the store will be displayed.

You have the ability to add multiple tags to your work order while on site. Tap on the add tag button.

The site will auto populate. You can either scan the tag of the equipment you are working on or tap the
tag number box and select from the drop list.

Type in a short description of the issue with this tag (64 Character maximum). Tap submit.

You will get a pop up telling you the submission was successful.

The tag will be available in the additional tags section of your work order. If a tag or tags are added you
will need to tap on it and enter work codes and resolution codes on each one in order to enable the
status change / closing process.

When you have completed the work and are ready to change the status of your work order you will no
longer need to call Angel. You can change the status of the work order from open to closed, parts op, or
parts non op in the app. Begin by tapping on the category box

A drop list will appear with a list of categories to choose from, Category 1 represents the primary work
performed on the tag at the store. Select the primary category for your work code.

Work code 1 represents the primary work performed on the tag at the store. Select the appropriate
work code that best describes what you have done while completing this work order. Begin by tapping
on the work code box.

A drop list will appear with a list of work codes to choose from, work code 1 represents the primary
work performed on the tag at the store. Select the appropriate work code that best describes what you
have done while completing this work order. A work code 99 has been added to each category for no
repair needed if the issue no longer exists when you arrive on site.

You have the ability to add up to five work codes to a work order and can do so by repeating the steps
above in each work code section. Once you have added all of your work codes it is time to add a
resolution code. Begin by tapping on the Resolution Code box.

A drop list will appear with a list of resolution codes to choose from. Select the appropriate resolution
code that best describes what you have done while completing this work order.

Once you have completed the work and resolution codes and are ready to gain sign off, you will clock
out of your work order. *Reminder if you have any additional tags you will need to add work and
resolution codes to each.*

In order to clock out of the work order, tap on the three dots at the right and select I’m done stop time
clock. This should be done just prior to changing the status of your work order and obtaining sign off.

The app will require an explanation if you clocked in or out and were not on the site. This information
will be captured in a report and followed up on by Wawa Facilities. Hit submit when complete.

Your work order will update and you are now ready to change the status. Tap the three dots to expose
the full menu.

In order to change the status of a work order you must meet the following requirements; have a time in
and a time out, have at least one work code and a Resolution code. If your work order does not meet
these requirements or you forgot to submit changes after making updates the statuses will be gray.
(Note: If you add additional tags you will be required to have work and resolution codes on each of
those as well.) If the statuses are in red, select the appropriate one for your work order.

Choose Parts Op /NOP if you have arrived on site, worked on the unit but need to return with a part to
complete the work.

Putting a work order in parts status will require a selection of the parts status. Parts operational means
that you have arrived on site, and were able to get the unit operational within SLA, but will need to
return and replace a part. Parts non-operational means that you have arrived on site but were unable to
get the unit operational within SLA and need to return with a part to fix the unit.

Once you choose the correct status you are required to enter a note, explaining why it is in parts and
when you expect to return to complete the work.

Hand the device to the Manager on Duty for rating and sign off.

There are four types of termination codes each of which will require an explanation when used.
T1 - Wrong Vendor – This should be used when the Contact Center assigns a work order to your
company by mistake. Choosing this option will send it back to the Contact Center to re-dispatch
T2 Duplicate – This should be used when the Contact Center assigns a work order to your company that
is a duplicate to another work order at the same site. A note is required and should include the work
order number of the original request.
T3 Phone Fix – You called the store to trouble shoot the issue prior to leaving for the site and the issue
was either resolved by the store or your were able to help them fix on the call.
T4 Proposal Declined – Notice was received from the Facilities Team that we would not be moving
forward with your proposal

The work order close out process on the mobile app replaces the Wawa work ticket. At this point you
will hand the device to the Manager on duty (MOD) to rate their satisfaction with the work performed
by tapping on the number of stars you feel were earned with 5 being the highest. The Manager on duty
will then tap to add their signature. The will then sign their full name with their finger and hit done.

The rating and signature screen will close up and you will need to hit submit to complete the action and
process the status change of the work order.

