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Create Request

Step 1    (If you are the Requestor - Skip to Step 2)

If you will be submitting the request on behalf of another person 
click FIND A CONTACT, in the pop-up box type the name of the 
requestor and click FIND. A list will display, click the name to select 
that user as the requestor.

Step 2   (See Appendix A-C for a Campus/Building list)
To submit a request for a building:
Select the Property (Building or Land Area), Floor (Building Floor 
Level) & Space (Room) where the issue is located. Clicking Select 
will display a pop-up box to enter a Property, where the issue is 
located. An External Id (Building Abbreviation), Address or 
Description can also be use to find and make a selection. Selecting 
a Region (Campus/Group) will narrow the search to a campus or 
group.
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Create Request

To submit for an outdoor space or land area:
Select the Property, click Select









Submitted Request
After the request is submitted, the system will display a Request ID as a clickable 
link. Click the link to view all the details of your request. 

Request Conformation

Adding an attachment to the Work Request
Pick Choose File, in the pop-up box, locate and select the file to attach, then pick 
Open. The file name will be shown, pick UPLOAD FILE to include a photo/document 
etc. to the Work Request. 

My Requests

Returning to Request

Created by Me
The My Request tab provide access to all the requests you submitted. 
The CREATED BY ME page will show just the requests you submitted. 
You can you filers to narrow the selection, the most recent will be at 
the top of the list. 

Request Details
Click on the Request ID to see the details and make updates.

Example: 









Sending Approvals

Approvals Records
Click SEND APPROVAL NOTIFICATIONS to send the approval request to 
the selected Accountable Officer or Designee. Approvers receive email 



After Submitting 
Adding Parent /Child 

Parent / Child Work Order(s) 
After a Work Order has been submitted you can create additional Child 
Work Orders when service will be required from other Crews/Shops. 
Click CREATE PARENT or CREATE CHILD to create and add additional 
Work Orders to multiple Crews, this will open the Request Details page 
providing the same Property, Floor & Space as indicated on the initial 
request, all that is needed is to select the Type & Subtype for the 
required service along with a priority, and contact info. Add a detailed 
description for the request that includes comments indicating the work 
will support another request. To add the contact, use FIND CONTACT 
and select the same contact as the initial request. You can also use Get 
Default Contact





Adding Cost to the Work Order
Click the Links: 



Adding Material Cost

Adding an Item
Click Select



Adding Other Cost

Other Cost Summary - This section displays any other type 
of cost incurred when completing the Work Order. These 
may be rental fees, outsourced contractor services, traveling 
expenses, estimate billing charge or the cost of material 
items that are not managed by the Inventory module.
For each item, the following information is displayed:
Line - The line number of the item.
Name - The name of the item.
Date - The date and time when the item was added to the 
Work Order.
Vendor - The name of the vendor that supplies the item.
Description - A description of the item as stored in the 
inventory module.
Export Date - The date when this extracted other cost was 
exported to the general ledger. (Only applies to billable/
paying requests)
Quantity - The number of items needed.
Unit Cost - The cost of the item.
Tax - The cost of any tax applied to the item.
S&H - The cost of any shipping and handling charges applied 
to the item.
Item - The type of cost you are adding.
Markup - Click to add a markup percentage to the item.
Payee - The name of another party that has already 
received payment.

Adding an Item/Type
From the Item drop-down, select the type of cost you are adding, in the Description field enter a description for the other cost, 



Totals Summary

Rollup
Totals Summary

Viewing Rollup Summary
When using parent/child Work Orders, this section displays 
a total of the costs from both the Parent and all Child Work 
Orders. Costs of a specific type are grouped together �t as 
indicated in the Totals Summary.
Each time a cost is added to the Work Order, it is added to 
the appropriate category and the total is updated. The 
following values are displayed:
Total Labor - This value reflects the total cost of all labor 
entries made, including taxes.
Total Materials - This value reflects the total cost of all 
material items added, including taxes and shipping/
handling. This value reflects items added directly from the 
Work Order Financial page as well as any items added to 
the Work Order through an Inventory Item Issue 
transaction.
Total Other Costs - This value reflects the total cost of all 
other cost items added, including taxes and shipping/
handling.
Work Order Charges Total - This value is the sum of the 
Total Labor, Total Materials, and Total Other Costs.

Edit and Delete

You can edit / delete an item by Clicking ether the Black 
Pencil to edit or the Red Check Mark to delete that appears 
on the right as your mouse hovers over the line item. A 
dialog box opens asking you to confirm your choice.

Totals Summary - All costs that have been associated with 
the Work Order are summarized in the Totals Summary 
section. Costs of a specific type are grouped together - 
Labor Costs, Material Costs, then Other Costs. A grand total 
of all costs is displayed at the bottom of the section.
Each time a cost is added to the Work Order, it is added to 
the appropriate category and the total is updated. 

View Itemized Charges - Click the link to examine a detailed list of all of the charges associated 
with a Work Order and all Child Work Orders in the Parent/Child hierarchy.
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�^�Z�Œ�]�v���Œ�•�–���,�}�•�‰�]�š���o�����v�v���Æ�^�,�� �W���d�^���d���u�‰�����>�}�š���ì�ñ�� �d�W�>�K�d�ì�ñ�� �W���d�^���d���u�‰�����>�}�š���ï�ô�� �d�W�>�K�d�ï�ô�� �W���d�^���d���u�‰�������µ�o�o���Z�µ�v�v���Œ���^�š�}�‰���í�ñ�ì �d�d���í�ñ�ì �W���d�^���d���u�‰�������µ�o�o���Z�µ�v�v���Œ���^�š�}�‰���ï�ð�ò �d�d���ï�ð�ò
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