Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

O&M TECHNICIANS & SUPERVISORS
CREATE A SERVICE REQUEST

Provides guidance for creating a Service Request in FC Mobile (OTG)

v GETTING STARTED

This guide begins from the My Dashboard screen. For more information on logging into FC Mobile (OTG) refer to the Access + Navigation:
FC Mobile (OTG) job aid.

DIRECTIONS:
eCIFM™ On The Go! D A
From My Dashboard: W T
32 32 2 0.50 1.00

tasks due tocay tasks over due recently complated hours legged taday hours legged this week create tima entry

o Tap on the Create Request button.

Requests

Upon tapping, the Create Facilities Request Create Facilities Request

pop-up window will appear. o . -
Search by ID or Name... cscnpllon

In the Location section, tap the Location
Magnifying Glass button.

Mo floars available.

Mo spaces available m
Upon tapping, the Location selection pop- Teke Picture [B) Attach From Library
u p Wl ndow Wl ll appear. *Request Category Request Type

*Who is this request for?
Me

o®

@ Tap on the location you wish to select. Someons else

v TIP & TRICKS

Use the search field to narrow your search. Search by
address, building number, building name, etc.

LOCATION x

2020 x

Total Records: 4

Pages: 1 of 1
2020 Ridge n Evanston Campus

Evanston, IL, USA

#8844

2020 Ridge North Prk Evanston Campus
#1138 Evanston, , USA
2020 Ridge Parking Evanston Campus
#L137 Evanston, , USA
2020 Ridge West Prkg Evanston Campus
#L139 Evanston, . USA
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DIRECTIONS:

2 Upon selecting the building location, you
will be returned to the Create Facilities
Request pop-up window.

@ In the Location section, tap on the Floor
Magnifying Glass button.

Upon tapping, the Floor selection pop-up
window will appear.

@ Tap on the floor you wish to select.

Upon selecting the building floor, you will be
returned to the Create Facilities Request
pop-up window.

@ In the Location section, tap on the Space
Magnifying Glass button.

Upon tapping, the Space selection pop-up
window will appear.

e Tap on the space you wish to select.

v TIP & TRICKS

Use the search field to narrow your search. Search by
address, building number, building name, etc.

*Location

2020 Ridge
_ #8844

Floor
Search by building or floor...

No spaces available.

oQ

FLOOR x

Search by id or name

Pages: 1 of 1

Total Records: 8

01
2020 Ridge

02

2020 Ridge

03

#8844-01

#8844-02

#8844-03

2020 Ridge @
04

2020 Ridge

#8844-04

*Location

2020 Ridge
! #8844
Floor

#8844-04 04

Space
Search by space, floor or building...

(@)D

SPACE x

Search by space, floor or building.

Pages: 2 of 10

Total Records: 100

00403

#8844-04-00403
314 - Other Staff Office

04 @
00404

04

2020 Ridge

#8844-04-00404
314 - Other Staff Office
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DIRECTIONS:

3 Upon selecting the space location, you will
be returned to the Create Facilities Request

pop-up window.

32/

D

v INFORMATION

Tap on the Request Category drop-down
and select the most appropriate Request
Category for your needs.

Tap on the Request Type drop-down and
select the Request Type that most closely
matches your request.

Request Category *

REQUEST CATEGORIES
PN
Alarm Response

Bike

Request Type

REQUEST TYPES
e

Doorbell

Electrical & Lighting Other

Electrical & Lighting

Electrical Outlet

Elevator

Estimate

N

CANCEL

Emergency or Exit Lighting

Extension Cord

N

CANCEL

For more detailed information on Request Categories and Request Types refer to the Service Request Categories and Types List found on
the Facilities Management website (https://www.northwestern.edu/fm/connect/training/pdfs/fc-om 1.pdf).

Here you will find: the Request Category descriptions and which shop the WT is routed.

If you have an exception that needs to route
immediately without customer approvals and
go directly to your shop, use the
Risk/Facilities category and choose your
shop type.

@
&

Tap on the Request Category drop-down
and select the Risk/Facilities category.

Tap on the Request Type drop-down and
select a Request Type that matches your
shop.

Q REQUEST CATEGORIES
N

Plumbing & Leaks

Preventative Mainten...

Risk/Facilities

Temperature

AV

University Vehicle Ma...

CANCEL

Q REQUEST TYPES
N

Locksmith - Other/Ex...

NUPD Request

Painter - Other/Exce. ..

Project Key
Risk/Facilities Other

el

CANCEL
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DIRECTIONS:
4 Upon selecting the Request Category and
Type, you will be returned to the Create *Who is this request for?
Facilities Request pop-up window. Me @ ®
Someone else O
Tap on the Me radio button if you are
making the request for yourself. Request for
Search by first, last or organization... a

v IMPORTANT

This action will NOT automatically assign you the Work Task. This is for notification purposes only.

If you want additional people altered to the Service Request, then you would add Someone Else.

To create a Request on-behalf of someone
else: *Who is this request for?
Me
@ Tap on the Someone else button. Someone else @ ®
Request for
Tap on the Request for Magnifying Glass Search by first, last or organization... Ql
button. ‘
Upon tapping the Request for pop-up REQUEST FOR
window will appear. Ridge x
Pages: 1 of 1 Total Recards: 3
@ Enter a name in the search field to locate a (ol Snen e e BED Bl
Resource.

Gongol,Bridget Lynn Type Employee

4002102
Ridge Matthew @ Type Consultant

@ Tap on the Resource you wish to select.
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DIRECTIONS:
5 Upon selecting a Requester, you will be
returned to the Create Facilities Request *Description

pop-up window.

@ Tap on the Description field and enter
a description for the Request.

H Optional: Add a photo to the Service [E) Take Picture Atk Eran bram

Request.
2

@ Tap on the Take Picture button.

Use the camera application to take and
save the photo.

b5 v INFORMATION

Photos are not required to submit a Service Request.

v IMPORTANT

Photos taken from inside of FC Mobile (OTG) will not
save to your camera roll. If you want the photos to be
saved on your device, take a photo with the camera
application and select the Attach from Library option
when adding a photo to the Service Request.

Cancel
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DIRECTIONS:

7

From the Create Facilities Request pop-up
window:

o Tap on the Create Request button.

v IMPORTANT

Itis very important to sync after you create the
Service Request.

n To locate the newly created Work Task,

From the Request Queue, the new
WT # will appear on the Service
Request information tab.

Create Facilities Request

*Lacation
2020 Ridge *Description
- #8844 Lights out in office
Floar
#8844-04 04 a
Space

#8844-04-00404 00404

*Reqguest Category Request Type

Electrical 8 Lighting ~ Lights w
*Whao is this request for?

Me @]
Someone else ®

Request for
Wmrx2008 Ridge Matthaw

7
I Create Request |

Cancel

From the Work Task screen, the
new WT # will appear on the under
the My Workgroups queue

Risk/Facilities

Please repair door holder on door
for pool chemical storage room B- N
003, door is currently stuck open

Evanston Campus - Henry Crown

Sports Pavilion - BT - 0B003

Issued
. + |

1ol 1(14)

P X REQUEST 2SR-1129153 nm TODAY  OVERDUE  aLLACTIVE 4 TASK #WT-1295851 nn
My Active Requests b Request For Request Date My Workgroup's Tasks ™ Status Priority Location
i, : Hicks,Anthony R 01/13/2023 11:02:30 ] Hactive Routine SBZ’;;“; Campus ®
Central Locksmith Request Status Meeting x| 0 sk Name idge #
4 WT-1295651 - Routine, 2020 Ridge
” I d 3 ge,
+ (@47} 4 8%4 sue #WT-1295651 Corrective Locksmith - Other/Exception
#5R- 01/13/2023 11:02:30  Request By Task Status Evanston Campus - 2020 Ridge Created On Respond By
1129153 Hicks Anthony R Active (TaskiD: WT-1295650) Meeting 01/13/2023 01/13/2023
Risk/Facilities Type ¥ o o ) 01/23/2023 Active & 11:59:55
Removing trash Risk/Facilities Due On
Evanston Campus - 2020 Ridge Category 2020 Ridge 01/23/2023 11:59:55
Issued Landscape - Other/Exception Task Type
" Corrective
£ 5 Descnption
?15’?:}333 12/08/2022 03:34:21 Removing trash Request Class

Locksmith - Other/Exception

Responsible
Central Locksmith

Description

Meeting

8/1000

Resources

1
=4

Comments  Par

Tof1(3)

poom B O 8 =

nts  Requests
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DIRECTIONS:

v INFORMATION

Request Queue vs. Task Queue:
Reminder that the list of Service Requests that you create is different from the list of Work Tasks that you are assigned to as a
resource.

Even if you are not assigned as a resource on the Service Request, if you create an SR then you will see that in your list until the
associated Work Task is completed.

Requests O 4 A2 = Tasks S 14 A 2
All Requests A | Today's Tasks v I
| #NO #WT-1066557 Corrective
: Chicago Campus - Simpson Querrey-11-11308
| Sink clogged Tony Banks Request* 2 New Outlets Installation Needed. Room # SQ-11-308 208
| Evanston Campus - Technological Instit outlets 1in...
| Review Ir jre 03/14/2021 Active
[#NOT YET AS NEL 07/26/2021 17:04:04 #WT-1076746 Corrective
| 7 Chicago Campus - Mcgaw/Olson - 08 - 08370

Desk rearranging Please install 2 NEMA 6-15P receptacles on north wall in Olson 8-370. Please see
I Evanston Campus - 2020 Ridge me for specifics...
| Review In Progre 06/27/2021 Active

0 #WT-1076862 Corrective
] : Chicago Campus - Lurie Resear - SB - SB500
' Outlets not working z ) "
i Evanston Campus - 2020 Ridge - 04 - 00413 :ziugrc:erreand vacuum is not available to the Lurie SB containment sterilizer. Please
boddldofilbain 06/24/2021 Active
e+ .
11 B |+

Tasks

TODAY OVERDUE ALL ACTIVE ;

’I O v IMPORTANT

Work Tasks should NOT be created directly from the

Work Task queue. Today's Tasks v o8
Any Work Tasks created directly from the Work Task ! n
queue will be missing vital information such as billing SWT-1041935 Ccacios
and request type. This is important information for Evanston Campus - Slivka Hall - BT
several departments. Estimate to install Millenium card

readers on main stairwell doors at
basement level. Alternate...

04/22/2020 Active

#WT-1042476 Planned ‘ :
Evanston Campus - 906/910
University

SWO0000317 - ALL WORK REQUIRED
TO MAINTAIN CAMPUS ROADS AND
Building Charge PM Schedule
03/12/2020 Active

#WT-1047453 Corrective
Evanston Campus - 2020 Ridge
SWO0001138 benchstock as the
description Contact Center : Trina
Whittaker - Cell: 847-334-6778...

NeM2 909N At

10f4(67)
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