Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

SEARCH ALL SERVICE REQUESTS

Provides guidance on locating and searching all Service Requests in Facilities Connect Desktop.

v INFORMATION

There are other routes to locate the All Service Requests section. The below route demonstrates the most optimal path to locate and
search for current and past Service Requests. The reverse side of this job aid demos the best practice sorting and searching features
for locating and searching All Service Requests. It is recommended to follow these steps for more consistent results.

DIRECTIONS:

1 From the Facilities Connect Main Menu:

a Click on the Request tab.

Welcome, Northwestern Wildcat | Sign Out | About

Northwestern ’ FACILITIES CONNECT [Rcompanyl Prosect | ® |

Home Requests q)sks  Space  Maintenance Inventory Portfolio
Home " Open In New Window  J| My Bookmarks
[=] Request Central 0w [=] Reminders - Request Central Ow

Select the type of request you would like to make 4 - Action Items

22 - Notifications
0 - My Pending Surveys

Facilities
Request facility repair

o Alarm Response

[=] My Active Requests. Ow
2b Bike
o Request Request Created
# Electrical & Lighting D Classification ___Description Date/Time Requested For Requested By
[ Etevator SR- Generator Alarm  The power went out and the generator did not come on  10/16/2019 ¢ ent, Training  C eAgent, Training
& Estimate 1000759 instead it's making a l... 09:47:10
£ Event Support SR- Door Alarm Someone tried to break in and kicked the door which  10/16/2019 G ent, Training  C: eAgent, Training
1000758 now the alarm is going off a... 09:42:41
“a. Exterior Services/Grounds
@ Fumiture & Appliances cc- Door Alarm Electrical outlets on north wall not working Contact ~ 10/03/2019  CustomerServiceAgent, Training Reiter,Scott Russell
@ P 1000667 Center : Scott - Rieter 10:59:48

2 From the Facilities Connect Main Menu:

@ Scroll to the bottom of the page and locate the All Service Requests section.

@ Click the Maximize button.

Welcome, Northwestern Wildcat | Sign Out | About

Northwestern | FACILITIES CONNECT e |~

Home = Requests Projects  Tasks  Space  Maintenance Inventory Portfolio

Manage Requests ~  Contact Center +

Home > Requests " Open In New Window ¥ Add to Bookmarks  J| My Bookmarks
5] Request Central Clw (3 Reminders - Request Central Ow
Select the type of request you would like to make
[3] My Active Requests Ow
Facilities .
il Request facility repair [3] My Completed Requests Ow
o Alarm Response [#] My Request History Ow
b Bike
# Electrical & Lighting [5] Al Service Requests 2b ) | E
[{ Elevator Request Work  Request Request Request
& Estimate D TaskID Status  Type Classifi Location Requested Requested By Email Requested By Lookup
£y Event Support Service Appliances  \Locations\Evanston  OPS.SYS.CC_ADD.066  s-trackman@northwestern.edu Trackman, Scott C
Request (Lab) Campus\Cresap Lab.  Contact Center : -
% Exterior Services/Grounds
o F Ty SR- w- Issued  Alarm Fire Alarm  \Locations\Evanston test anthony.ndungu@northwestern.edu  Ndungu,Anthony
£ Fumniture & Appliances 1000838 1028691 Response Campus\Ryan Center
3 General Repairs & Maintenance SR- W Issued  General Ceiling Tile  \Locations\Evanston  Hanging chad .. GeneralRequestor, Trait
Y Health & Safety 1000837 1028690 Repairs Campus\2020 please fix
= Maintenance Ridge\04\00404
[T Housekeeping
- SR- W Issued  General Ceiling Tile  \Locations\Evanston  This time Il attach  s- du 1,0
@~ Key/Lock/Access 1000836 1028689 Repairs Campus\Swift the photo
(®) Pest & Animal Control Maintenance Hall/Annex
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DIRECTIONS:

3 From the maximized All Service Requests section:

@ Utilize the sorting and search features to locate a Service Request.

Welcome, Northwestern Wildcat | Sign Out | About

Northwestern ’ FACILITIES CONNECT [“Company || Project | * |

Home = Requests  Projects  Tasks  Space  Maintenance  Inventory Portfolio

Manage Requests ~  Contact Center

Home > Requests ' Open In New Window  #f{ Add to Bookmarks  J| My Bookmarks
[5] Al Service Requests S
i
» 1 /16 © Epot 784toifound  ApplyFilters Clear Filters Show More Filters show: (50 %
Request Work Request Request Type Request Location Description Requested By Email Requested By Lookup Requested For Email Requested For
D Task ID_ Status Classi R

R wlmc ) Gnwtm e d  Tracknan,Scatt C y o | ——
%}om %8606 Issued g:‘gl Eloor Repair W 'hﬂoyn%)vgﬁﬁ v %guez@nonhwestem edy  Redriguez.ohnJ) %guez@northwestem,edu Rodriguez,John J
Maintenance Sherman\02100255A
fl 79 “mﬁﬂ Issued W Doorbell W lestingtimezone ¢ 41 ckman@northwestern.edu  cstOMAdmin, cstOMAdmin edy in, cstOMAG
%079 4 %3515 Issued % Doorbell ﬁ%&mﬂ ;‘e"rfezr"f‘te‘:fn”;" O mark .edy Wheeler,Mark mark.wheeler@northwestern.edu Wheeler,Mark

@ Click on any column header label to toggle sort order (ascending and descending).

[=] All Service Requests -4
PR RRVET 2 - 1 815 total found  ApplyFilters Clear Filters Show More Filters show: (50 4
NG s gequest e e, Location Requested  Description Requested By Email Requested By Lookup Requested For Email Requested For Looku
tatus assification
50 | conain: Peoncans | contains Contains Contains Contains Contains Contains Contains Contains
;;_:‘;;:! Appliances (Lab) \é;“"’\";s,\m;im;' 0PS.SYS.LC e?'? 066  trackman@northwestern.edy  Trackman,Scott C edu tC ice2,c
wr- \Locations\Evanston  Room is 0o hot
Togaes [wed  HeatingRAC foomTooWam  Gmpnisr - cstomer siopped Godfrey, Spencer K Renfrow,Gail R L
hicago\02100202  me please check
\Locations\Evanston
wT- \Locations\Evanston
1028649 [lssued Plumbing.  Floor Drain Campus\637 :T'w Training-Supervisor, Patrick Renfrow,Gail R L
University\01\001004 €/988¢<
wr- \Locations\Evanston My office is too
1028647 lssued  Heating & AC Room TooWarm  Campus\Technological ust GeneralRequestor, Training GeneralRequestor, Trai
Instit\04\-A475
\Locations\Evanston ;
WI- -
1028646 [ssued W Power Campus\1800 'E""V"e:::t:;nomv mark du  Wheeler,Mark mark.wheeler@northwestern.edu Wheeler, Mark
L Sherman\02\002558  “Er8ENS
\Locations\Evanston  Pieasedevelopan
%gw Completed E:“:f:f Estimate Request %Zi‘,ﬂ"mm place matthew.ridge@northwestern.edu Training matthew.r du Tra
et Col020202 carpet, and add new
window blinds.
Per our discussion,
w. e ~ fumitwe  Funiture & Compungas " GeneralRequestor,Trainin GeneralRequestor,Trai
1028648 [Esued Appliances  Appliances Other  cRTRBS%) - ' 4 eq L]
okt chair for my_office.
Lhave recently
moved to a new
R General \Locations\Evanston 7:;’;?0:0;:;:’" that
R Issued  Repairs Painting Campus\Annenberg 12500t been GeneralRequestor, Training GeneralRequestor, Trai
1000818 occupied in some
Maintenance Hall\02\00221 time. Please patch

** In this example we’re clicking on the Work Task ID to sort in ascending and descending order

v INFORMATION

The list’s default sort setting is in descending order (i.e. newest first). Clicking on the column header changes sorting to ascending
order (i.e. oldest first). Clicking the column header a second time returns to the default setting.
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OPERATIONS & MAINTENANCE

DIRECTIONS:

3 @ Type a keyword into the search field to narrow the search results.

5] All Service Requests

A4

» 1 /7 © Exen 30toulfoind  AalyFiters ClearFilters ShowMore Fiters

Show: 50 3
Requested For Lookup

Request Work  Request  Request Type Request Location Requested Description  Requested By Email Requested By Lookup Requested For Email
D Classific
Contains In: Contains Contains Contains Contains Contains Contains
Please develop
\Locations\Evanston  an estimate to
SR- Estimate Campus\Norris hting, o or o - i Al
B Completed FMate Estimate Request T att e Training atthe e Trainin
Ce\02\0202A
window blinds.
\Locations\Evanston
%{msos Completed General Cleaning G 2020 mi’:wy ServiceManager, Training ServiceManager, Training
Ridge\04\00413 oa—
R \Locations\Evanston  Messy messy leak
1000798 Completed Plumbing.  Leak Campus\2020 from CustomerServiceMgr, Training CustomerServiceMgr, Trair
Ridge\02\00218 floorboard.
Trash cash are
SR- \Locations\Evanston 170 training,
SR Remove \ X
1000775 102853 Sompleted Trash/Recycling Sampusha020 Please send GeneralRequestor. Training Ridge Matthew
someone to
o e \Locations\Evanston  4.f1oed bas been
&’ WL Completed Plumbing.  Flood Campus\2020 repoited e the CustomerServiceMgr, Training CustomerServiceMgr, Trair
1000771 1028526 Basement
Ridge\BT .
2020 Ridge
Home » Requests ' Open In New Window | Add to Bookmarks  J§ My Bookmarks
[=] All Service Requests A
o117 O poad lGigligund  AplyFilters Clear Filters  Show More Filters show: (50 4
Request  Work | Request || Request Type Request Location Requested Description Requested By Email Requested By Lookup Requested For Email Requested
D Task Il status Classification
Contains  Contallt Completec | Contains Contains Contains Contains Contains Contains Contains. Contains
Remove Moatonseanton (NI,
| Completed T Campus\2020 o P i GeneralRequestor, Training Ridge, Mattt
someone to empty.
\Locations\Evanston Aiﬁﬂf‘“ gas ?:e"
Completed fi Plumbing_ Flood Campus\2020 Leported.in the CustomerServiceMgr, Training CustomerSe
Sompleted e Basement of 2020
Ridge\BT
Ridge
Completed f| UV gy wingow plings  S-ocationsiEvanston :Ve':::;; carp:sn:gr‘e" g:renfrow@northwestern.edu stlechiupr CARPENTER. Careenter g:renfrow@northwestern.edu tlechivp
Appliances Campus\Patten Gym compl first? Supervisor Supervisor
\Locations\Evanston
Fumiture ‘LocationsiEVanston  and Crack w/multiple cstTechSupr_ CARPENTER, Carpenter cstTechSupi
Completed fl soliances  Fix Window Blinds gha:‘";s;zm Wes g:renfrow@northwestern.edu Siearin g-renfrow@northwestern.edu Speritior
\Locations\Evanston | want to see what
| completed f| PP by window Blinds  Campus\2349 happens with g-renfrowanorthwestern.edu getTechiupe CARPENTER Carpenter g-renfrowanorthwestern.edy gtlechiug
Appliances Superviso Supervisor
Sheridan multiple work groups

** In this example we typed ‘Completed’ in the Request Status column to find all Completed requests

v TIP & TRICKS

Layering filters will only search within the parameters of the previous results. Use the Clear Filters button before conducting new

searches.

4 Once you have located the desired Service Request:

° Click on any field to open the Service Request.

SR- Remove
1000775 HouseKeeping v2ch /Recycling
SR-

1000771 1028526 Sompleted Plumbing. Flood

\Locations\Evanston
Campus\2020
Ridge\04100404

\Locations\Evanston
Campus\2020
Ridge\BT

Trash cash are
overflowing due

rej
Basement of
2020 Ridge

GeneralRequestor, Training

CustomerServiceMgr, Training

[=] All Service Requests v
¥ 1 /7 © Export 330totalfond  ApplyFilters Clear Filters Show More Filters show: (50 ¢
Request Work  Request  Request Type Request Location Requested Description  Requested By Email Requested By Lookup Requested For Email Requested For Lookup
D Task D Status Classification
Contains Contain: _Complete« _Contains Contains. Contains Contains Contains Contains Contains Contains
= — S = = =
Please develop
\Locations\Evanston  an estimate to
imate Campus\Norris improve lighting, oo e N -
= Estimate Request Uhivery bl carget matthew.r Training matthew. Traini
Ce\02\0202A and add new
window blinds.
HouseKeeping General Cleaning  Campus\2020 e Y ServiceManager, Training ServiceManager, Training
Ridge\04100413 office..
\Locations\Evanston  Messy. messy_leak
Plumbing.  Leak Campus\2020 from CustomerServiceMgr, Training CustomerServiceMgr, Trait
Ridge\02\00218 floorboard.

Ridge Matthew

CustomerServiceMgr, Trair
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Upon clicking, the Service Request Detail will open. In order to access an associated Work Task (if

DIRECTIONS:
5 applicable):
@ Scroll to the bottom of the Service Request detail and locate the Work Task section.

@ Click anywhere on the Work Task record to open and review.

| Add To Bookmarks g Print @ Help
L3
Repen  More

Estimate Request: SR-1000820-0
General  Graphic  Notifications  Notes & Documents  Audit Actions
Status Completed

(Instruction): To submit an Estimate Request, complete the form below then click Submit

= General
Request ID SR-1000820

- Me
. is f
Requestisfor ~ (* e

= Requested For

Net ID
Name StewardRequestor, Training

Work Phone
Email matthew.ridge@northwestern.edu

= Requested By
Net ID trainingstreqt
Name StewardRequestor, Training
Work Phone
Email matthew.ridge@northwestern.edu
Service at ( or 31:

If this is an emergency please call 911.

= Request Details
For urgent Facilities issues such as a leak, drastic change in temperature, or power outage, please call Facilities
« Building Norris University Ce

Floor 02
Room 02024
Organization Northwestern
+ Service Requested Estimate Request
« Preferred Access Time Anytime
« I need to be present during your visit 7 _ ::‘

= Billing Type
Billing Type No Charge
20 3

= Describe Your Request (Required)
Please develop an estimate to improve lighting, replace carpet, and add new window blinds.
Parent Floor

Parent Building

= Other Locations

©  0total found

! Image Name Hierarchy Path
Status.
20 %

No data to display

= Assets

Description

©  0total found
Name

()
No data to display.

Reference Date.

Comment

= Comments

©  ototal found
Created By

! Comment Type
No daa to display
Upload documents, pictures, emails, etc. to @ the completion of your work request
Document Description
Show: 10 %
Total Time Log Hours
0

Status

Please develop an estimate to improve (ighting, replace carpet, and  ¢omoereq

= Related Documents
©  ototal found
Document Name [
a to dispay |
Work Task /
© Bwort 1 totalfound
Task Name Created Date Time Description
WT-1028644 - Maintenance Project, Norris University.Ce, Estimate  11/12/2019 13:46:37
gloae add new window blinds.

Task ID
WT-1028644

Request

Re-Open  More
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