% Northwestern | FACILITIES CONNECT

OPERATIONS & MAINTENANCE

REQUEST CENTRAL - ACCESS AND NAVIGATION

This job aid is intended to assist NU Facilities Service Requesters with access Facilities Connect Request Central through
Facilities website and provide an overview of the Request Central Homepage.

DIRECTIONS:

Access Facilities Connect via the NU Facilities website: https://www.northwestern.edu/fm/connect/

@ Locate the Login option
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Access Facilities Connect through the Single Sign On portal:
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v INFORMATION

In Facilities Connect, NU Facilities Service Requests are entered through an easily accessible menu called Request Central.
The placement of Request Central will depend on your Facilities Connect user type.

DIRECTIONS:

3 For most Facilities Connect Users, Request Central
will appear on the Facilities Connect Home Screen.
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For Facilities Connect users with expanded Facilities
Management responsibilities, Request Central will
appear within the Requests Tab.
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make [E] My Active Requests
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#  Electrical & Lighting
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@3 i 1033476 11:49:08 Request

Event Support

s, Exterior Services/Grounds SR- 12/14/2020 Refrigerant
- 1020864  11:30:04
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3¢ General Repairs & Maintenance

Q) Health & safety SR- 03/08/2020 Mewor

,l,'\' Housekeeping 1003464  15:58:53 Réslacemem

= Kay/Lock/Access SR- 03/08/2020  Painting

1003445  15:26:11

® Pest &Animal Conrol

Qi Plumbing & Leaks

3 Temperature

@ Vandalism

@ Ensure the toggle arrow is pointing down to reveal the available Request Categories.

@ Request Central: Select from the menu of request categories to begin your Service Request.

v IMPORTANT

For a detailed walkthrough on how to submit a Service Request, please refer to the Create a New Service Request job aid, available on

the Facilities Connect website.

For a complete list of the Request Categories and their definitions, please refer to the job aid Request Class/ Service Class Listing
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DIRECTIONS:
Facilities Connect Home Screen / Requests tab (as applicable)

@ Reminders: Locate information about your Service Requests.

Action Items include any Service Requests that require your approval or attention.
Notifications include updates or alerts regarding active Service Requests.

@ My Active Requests: All presently active service requests that you have submitted.

@ Requests for Someone Else: All presently active requests that you have made on behalf of others.

@ My Request History: All services requests which are either pending approval or have been completed.

Northwestern | FACILITIES CONNECT

@ Home M My Beokmarks
[=] Request Central Reminders - Request Centrzl
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I'i Facilities
0 Request facility repair 0-MyPe ey
ko Alarm Response )
Request D Request Classifcation Description Created Date/Time Requested For Requ
4 Electrical & Lighting
@ s SRAT000C7  Hang Bulletin/White Board  Please hang bulltin board 01242022 141417 RermyEmily a ot I
& s SRA100004  New or Replacement Key | ar requesting 2 new key BeryEmily a Berry,Emily =
e SRA100003  Lights Light is out in my office - please fix 01724/202213:22:09  BerryEmily a Berry Errily =
L CC-1045327 - Accommodate Special Request  Recuesting bookshelves to be moved (more details when callec) thisis for Sean...  10/14/2021 14:24:05  Ebels Duggan,Sean Christopher  Berr,
e Se s S SR-1036266  Pest & Animal Control Other  This is from a cencered friend. What can we do? #any thanks, Emly .. 07/20/2021 98:17:45  BerryEmily a BermyEmily 2
& Furniture & Appliances
9 General Repairs & Maintenance 5] Requests For Someane flse.
O Health aSafety FequestD___Request Clasification Description Created Date/Time Requested For Reqy
1T Housekesping CC-1045327  Accommodate Special Request  Requesting bookehelves to be moved (more dezails when called] this is for Sean ... 10/14/2021 14:24:05  Ebels Duggan,Sean Christopher . o
- CC014340  Door KEY BROKEN OFF IN Kresge/Crowe Hall 3431: TO 908 AT 11:45 Contact Canter : EMI...  09/04/2020 11:49:22 Berry,Enily 2 Berry,Emily a
@®  Pest & Animal Contro
A —— ] My Request History
Request D__Created Date/Time Service Requested Descripton Status __Requested For_Requ
i Temperature
§ vandatiom SR100007 01/24/2022 14:14:17  Fang Bullatin/White Board Please hang bulletin board Issued BerryEmiy a "
SRAT00006  01/24/2022 14:02:21  Electrcal& Lghting Other 1 woud ke new light fixtures stalled plesse. Retued  BerryEmiya  Berygmiya
Lot Vistes O SI0CS 017247202 135427 Estimate Request leass complete an Estinte for work requested. Completed  BerryEmiya  Berygmilya
SRAT00004 0172472022 13:51:25  New or Replacement key 1 am requesting a new key Bwed  BeryEmiya  BeryEmilys
SR1100003  01/24/2022 13:22:09  Lights Light s out in my office - please fix Issued BerryEmiya  BerryEmilya
SRA07BS4 11/03/2021 08240539 Leak this may be a leak. no:sure i it s a spill but ths viter is moving tovard the. Completed BerryEmiya  Berygmilya
SRAOAT2E1 10/29/202110:35:05  Nop/Swieep Floo Gur professor wh teaches the 9am clas said tea was spllec near the leftof th Completed  BerryEmiya  BeryEmilya
SR1042322 09/21/202110:20:53  Plumbing & Leaks Other There is z leak from the ceiling making a puddle on the ‘loor. Someone could i Completed  BerryEmiya  BerryEmily 2
SR1041706  09/16/202113:23:37  Accommodate Special Request i, We have some exctra beok snelvas to be removed from Krsge 3520 (Brentano Lib.. Completed  BerryEmiya  BerryEmily 2
SR1040222 09/07/2021 10:07:40  Housekeeping Other Hi. There is aleak in cur pantry. It looks like a soda that had been in storage... Completed  BerryEmiya  BerryEmily 2

v TIP & TRICKS

Use the Maximize button to enlarge each section to full screen. |

v INFORMATION

NU Facilities Customer Service Contact Information:
» Evanston Campus: 847-491-5201
* Chicago Campus: 312-503-8000
* Email: facilities@northwestern.edu
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