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CUSTOMER SERVICE: FC ACCESS AND HOME SCREEN

Provides guidance for logging into Facilities Connect Desktop and navigating the Home page.

v GETTING STARTED

For the easiest access to Facilities Connect, click on the Facilities Connect icon located on the FM portal. You can also access Facilities
Connect from the FM website, via the Facilities Connect option at the top of the screen.

DIRECTIONS:
,I Access Facilities Connect through the Single Sign On portal:

a To login, enter your NetID and Password
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Help with login problems
Status of Northwestern IT Services
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The Customer Service Home screen will be your landing page upon login:
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DIRECTIONS:

The Home screen contains five (5) major sections:

@ Request Central: Portal for initiating new Service Requests

@ Reminders: Request Central: Action Items or Notifications pertaining to personal Service Requests.

@ My Active Requests: All active Service Requests that you have submitted.

@ Requests For Someone Else: All active Services Requests that you have submitted on behalf of someone else.

@ My Request History: All Service Requests (submitted by you) which are either completed or are pending approval.
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Doorbell ring

SR 01/31/202 Berry,Emily a Berry,Emily a
1100031
SR Hang Bulletin/White Board Please hang bulletin board 01/24/202 BerryEmily a Berry,Emily a
1100007 14:14:7
SR New or Replacement Key 01/24/2022 Berry,Emily
1100004 13:51:25
SR Lights 01/24/2022 Berry,Emily
1100003 13:22:09
cc ccor Special Re (more details when called) this s 10/14/2021 Berry,Emily
1045327 Re fo 14:24:05
SR ontrol This is from a concerned friend. What can we do? Many thanks, Emily  07/20/2021 Berry,Emily
1036266 ther 08:17:45
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Request Created Requested
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cc- Accommodate Special equesting bookshelves to be moved (more details when called) thisis  10/14/2021 Berry,Emily
Ow 1045327 Request n... 14:24:05
cc KEN OFF IN Kresge/Crowe Hall 3431: TO 908 AT 11:45 Contact 09/04/2020 BerryEmily a BerryEmily a
1014340 TEM... 11:49:22
5] My Request History O
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SR 01/31/2022 Doorbell ring Issued BerryEmilya  BerryEmilya
1100031 09:03:45
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