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OVERVIEW

The Facilities Management Services Portal replaces the Facilities Management Self-Service Online Service request
form and FACserv.

ACCGSSing the FM Services Portal The server serviee fac.uried is asking far paus user name and password.

The server reports thet it is from TRIRIGA OpenlDAP Apache 550,

Open Internet Explorer and go to https://service.fac.uci.edu/ u‘ A

Log in using your UCInetID and password e

For additional information click on HOW-TO — Access the Facilities Management Services Portal.

Common Icons

Icon Description
Home Refresh portal section data
|@ Calendar
] Checkbox — select 1 or more records to process
O Radio Button
[ |+! Dropdown List
| Clear a field
(] Refresh Records/Section or report
[+ I -] Expand or collapse a list
Linked Records
Submit transaction (example form button)
|2 Search

Basic Navigation

Welcome, John S Walker | SignOut | Support | Help

UCIRVINE

0
Home n | Process/Schedule Work | My Reports | Multi-trade Jobs d

\ Personalize  [g Open InNew Window_ [ My Bookmarks

@& B Bulk Assign
Bulk Assign Resource: 1049

w Tasks

Monitor Open Tasks - 174 (Done | ]
Complete Tasks For My Team
Vfork Task Tracking Report @ B Unassigned Tasks Bulk Print Resources UM EGRo=

~ #y Staff % Export 10totalfound  ApplyFilters Clear Filters show More Filters - B Resources g |Edit Crew
iy Shops Members & = Resources = Awin ledtcrew

¥ Shops 0O TaskID NeedBy  Task Description Additional Description Shop | =
~ Requests ’ 'z
[omtns || [Emate ] [comare ] [Gontare | e R P

Submit Service Request o |y S | ApplyFitters_Clear

a. Tabs are used to organize Activities

b. My Bookmarks - Many Activities can be bookmarked. Any items that you bookmark are listed under My
Bookmarks

c. Home — Click on Home to refresh your screens and return to your home page

d. Log out by Clicking Sign Out
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10 - Notifications
0 - My Pending Surveys

/& Open In New
8 Request Central E& @ My Pending Requests =28
Select the type of request you would like to make Request Customer  Capital
Request Building Floor Room Class Description Reference Project Status Created
Facilities L 1040 Environmental Health and Safety Banner Need Banner for PPE event Draft 06/03/2015
Request Facilities Management Services Building Dimensions 777 pending 14:31:10
1035 Environmental Health and Safety Floor Room Moving Move fumehood EHS. 06/03/2015
Custodial/Housekeeping Building 0140 Services Pending 14:05:45
§  Electrical & Lighting
[El Exterior & Grounds B My Active FM Jobs (20~
[El Fixtures/Furniture
f s Butdies Floor  Room Request Gl Desrption CustomerRefererce  Coptal Project  Statm  Crested
#  General Service Request = 1028 Facilities Management Building Floor 1 Room 0104 Eyewash. Showers - appears to be leaking Active 08/02/2015
'% Key Request ‘Work Task ID ‘Work Task Location ‘Work Task Description Shop Planned Start Date Work Task Status
Move Request n 10361 I\Faciiti icing\Fisor 1\Room 0104 Pesss check syswash - appears to be lesking Plumbing  06/03/2015 14:31:08 Active
&, Plumbing El 1029 Facilities Management Building Hot/Cold Climate It 5 to0 warm in HR area Active 06/02/2015
. . Work Task ID Work Task Location ‘Work Task Description Shop Planned Start Date ‘Work Task Status
ﬁ' Safety & Lab Equipment Services
u 10291 \Locations\UC! Facilities Management Building It 5 too warm in HR area HVAC 08/03/2015 14:30:39 Active
Signs El 104 Environmental Health and Safety Building  Floor 2 Room 0210 Trades Coordination Install Gecupancy Sensor and profector brackst in Room  20603-01 Active  06/02/2015
@ Temperature
T’;""‘ T3k \york Task Location Work Task Description Shop ;“;""ed £5l ‘S'::t”‘ =t
Special Event Request = 3]
Heaith and Safety Z\Room  Install Occupancy Sensor and projector brackstin  Irades .
n 10244 e Reon Comrimation 06/03/2015 14:17:20  Active
[ Related Links - Request Central [ol~] . .
e = I\Environmental Health and Safety 2\Room :::Ocnl Sensor and projector bracketin =
) ~ Reports
Health and Safety. 2\Room  Install Occupancy Sensor and projector bracket in
10242 Custodial Se 06/03/2015 14:14:00  Acti
FM Job Status Report " [T Room S e
FM Recharged Jobs Report 0 T e I\Environmental Health and Safety 2\Room :::Ocnl Sensor and projector bracketin o L i
FM Renovations Projects Status Report S
. =] 1036 Environmental Heaith and Safety Building  Floor 2 Room 0244 Closs Unclos upstairs bathrgom sink Active 06/03/2015
Jobs in Managed Areas
. ‘Work Task ID ‘Work Task Location ‘Work Task Description Shop Planned Start Date ‘Work Task Status
My Request History @ n 10361 Locstions T Heaith and Safety Building\Floor Z\Room 0744 U rs bathroom sik  Plumbine  06/03/2015 14:12:38 Active
} * Resources
Building Facilities Managers @
FM Estimate Services
Generators/ATS Testing Schedule
Glossary of Job @ My Estimate Requests =8
Maintenance Funding Guide
Recharge Rates @ Job Smms Buiding Floor  Room Reques: Claz: Deszrpron Eotmeted Created
Being Environmental Health and Safety Fsor  Room Moduiar furniture/partition Please estimate cost of reconfisuring
= 107 Eotimated Buiding 1 o140 configuration/lInstall/Repair cubicies 5.00 06/03/201
) Last Visited =& TaskID Description Location Responsible Organization Responsible Person  Status
= 10371 Please estimate cost of reconfizuring cubicles \Locations\UCI\Environmental Health and Safety 1\Room 0140 Trades Coordination Patrick M. Carlson Being Estimated
@ Reminders - Request Central (o]~

1. Service-specific request forms

submitted in areas you manage
3. Quick-links to Facilities Services information resources

Access to the status of your:
a. Facilities Service requests
b. Active Facilities jobs and related work tasks

c. Requests for estimates

Reports - provide information related to your Facilities Management requests as well as requests



FACILITES MANAGEMENT SERVICES PORTAL Page 4 of 15

Portal Section Overview

Request Central @ My Pending Requests
Select the type of request you would like to make Request Customer  Capital
Request Building Floor Room Class Description Reference Project Status Created
Facilities 1040 Environmental Health and Safety Banner Need Banner for PPE event Draft 06/03/2015
14:31:10

Dimensions 777 pending

Request Facilities Management Services Building
1035 Environmental Health and Safety Floor Room Moving Move fumehood EHS 06/03/2015
Custodial/Housekeeping Building 1 0140 Services Pending 14:05:45
=8

@ Electrical & Lighting
7] B My Active FM Jobs

Exterior & Grounds

CutomerReference  CophalProjest  Status  Crested

Fixtures/Furnitura
7 s Busde Floor  Room Request Gl Deserption
General Service Request El 1038 Factities Mansgement Bulicing Fioor 1 Room 0104 Showers P - appears to be leaking Active  06/03/2015
Key Request Work Task D Work Task Location Work Task Description Shop  PlannedStart Date  Wark Task Status
» 10281 ions\UC I Facilities Management Buil 1\Room 0104 Pizase check evewash - appears to be leaking Plumbing 06/03/2015 14:31:08 Active

Move Request
Active 06/03/2015

JE,  Plumbing =] 1035 Facilities Management Build Hot/Cold Climae It 5 top warm in HR area
9
Safety & Lab Equipment Services Work Task ID Work Task Location ‘Work Task Description Shop. Planned Start Date Work Task Status
quip m 10294 Lpcations\UCIFacilities Management Building It 5 too warm in R area HVAC 06/03/2015 14:30:39 Active

Signs
& =] 1034 Environmental Health and Safety Building Floor 2 Room 0210 Trades Coordination Install Occupancy Sensor and projector bracket in Room  #0603-01 Active 06/03/2015
Temperature
‘v;wk Task  work Task Location Work Task Description Shop. E:t” TELEET Z:’:"k =
Special Event Request = 1o
- s Health ang Safery S /000 172 hctive

@10

1. Request Central portal section - Request Facilities Management (FM) Services

This portal section lists Facility Request options. The Requestor selects the appropriate Request type and submits an
online Request. If the Facility Request menu is collapsed and does not show any options, click on Drop Down arrow

to expand the section and view the complete list of Requests.

Requests can be submitted on your behalf or someone else’s. The services available on the Request Central portal
section are based on the role of the person logged in and the location or building the Request is for.

Features of the Service-specific request forms

Features may vary by the type of request. Some to note include:

Additional Detail - space to enter additional request details up to 1000 characters

Customer Reference - a field to enter your unique request identifier such as a reservation number,

originator code, or internal reference number

Account information — Ability to split fund requests across multiple accounts by percent
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B Request Central @& B My Pending Requests

Select the type of request you would like to make Request Customer  Capital
Created

Request Building Floor Room Class Description Reference Project Status
Facilities L 1040 Environmental Health and Safety Banner Need Banner for PPE event Draft 06/03/2015
Request Facilities Management Services Building Dimensions 777 pending 14:31:10
1035 Environmental Health and Safety Floor Room Maoving Move fumehood EHS 06/03/2015
Custodial/Housekeeping Building 1 0140  Services Pending 14:05:45
@ Electrical & Lighting
[il Exterior & Grounds EteTe [FRFIDs C]~]
[El Fixtures/Furniture
[ s uaes Floor  Roam Reques: Ciz Deverprion CumomerReference  Copralfropect  Sutz  Crewsd
4 General Service Request 5 M35 Faciities Nenacement Buicing Foor 1 Room 0104 Shomers - sppesrs to be lesking actne ositya0ns
@, Key Request Work Task 1D Work Task Location Work Task Description Snop  PlannedStartDate  Work Task Status
Move Request u 031 I\Faciitiss Management T\Room 0104 [ - appears to bs leaking Pumbing  06/03/2015 14:31:08 active
&, Plumbing El 1039 Faciities Manassment Buiding HotiCold Climate It 5 too warm in HR area Active  06/03/2015
Safety & Lab Equipment Services Work Task ID Work Task Location ‘Work Task Description Shop  Planned Start Date Work Task Status
o~ auip ey F——— it varm o R area auc wouoms s fome
Signs
o Bl 1031 Environmental Heaith and Safety Buiding Foor 3 Room 0210 ITrades Coordination nstall Gecupancy Sensor and profector bracket in Rgom 2060301 Active  Qe/g3/01S
& Temperature
i ork TSk work Task Location Work Task Description Shop. pomneastart ok Tesk
Special Event Request = us
Health and Safety ZiRoom  Install Occupancy Sensor and projector bracketin  Trages .
n 1034 oy e Comramstion 064032015 14:17:20  Active
B Related Links - Request Central [o]-] \Room oiector bracket i
u 10343 = = E=m =2 aed projector bracket it ¢y penry 06/03/2015 14:14:04 ve
[T Boom
v Reports
Health and Safety P\Room  Install Occupancy Sensor and projector bracket in e y
P Job Status Report n 10342 o e Custodial Services  D6/O3/2015 14:14:00  Active
FM Recharged Jobs Report - 10341 b LR e 2 00 PrOSor IS et 0640342015 14:13:57 ve
FM Renovations Projects Status Report *
Jobs in i Areas @ B 103 Environmental Health and Safety Bulding Floor 2 Reom @244 Clozs u irs bathroom sink Active Q/02/2015
obs in Managed Areas @
. Work Task 1D Work Task Location Work Task Description Shop  PlannedStartDate  Work Task Status
My Request History - 10361 Health and Safety T\Room 0244 Uncios upstairs Pumbing 067032015 14:12:36 Active
Resources
Building Facilities Managers (&
FM Estimate Services
Generators/ATS Testing Schedule
Glossary of Job B My Estimate Requests =28
Maintenance Funding Guide
[—
Recharge Rates e seta Butding Floor  oom Request Clus Desepton Do Coested
Baing Envirgnmental Health and Safety Poor Reom  Moduar furniture/partition PLease estimate cost of raconfiuring
H 10T e Buding 1 ow onfiguration/ Install/Repair cubicies .00 0610312015
3 Last Visited [Of~] TaskID Description Location Responsible Organization  Responsible Person  Status
=t P reconfisuring cubicies Hesith and Safety T\Room 0140 Trades Coordination Patrick M._Carison Being Estimatea
8 Reminders - Request Central =20

10 - Notifications @
0 - My Pending Surveys

2. Related Links — Request Central

Reports — The portal includes reports providing information related to your Facilities requests, as well as
requests submitted in areas you manage. Reports currently include:

All My Jobs — Search, filter and view all jobs related to your FM service requests.

All Jobs in My Managed Areas - Search, filter and view all FM jobs related to spaces you manage whether

or not you requested the service.
FM Job Status Report — Search, filter and view all FM jobs.

FM Recharged Jobs Report — Provides all financial transactions related to your recharge jobs. View

summary or detail invoice information.

FM Renovations Projects Status Report - Provides information on projects being managed by the
Facilities Management renovation project team.

My Request History - Search, filter and view all Facilities Management Service requests.

3. Quick-links
The portal includes quick-links to Facilities Management Services resources including portal HOW-TOs
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B Request Central @ My Pending Requests =20
Select the type of request you would like to make Request Customer  Capital
Request Building Floor Room Class Description Reference Project Status Created
Facilities 1040 Environmental Health and safety Banner Need Banner for PPE event Draft 06/03/2015
Request Facilities Management Services Building Dimensions 272 pending 14:31:10
1035 Environmental Health and Safety Floor Room Moving Move fumehood EHS 06/03/2015
Custodial/Housekeeping Building 1 0140 Services Pending 14:05:45
@ Electrical & Lighting
[@  Exterior & Grounds (=) O Tileais (O]~
[&l Fixtures/Furniture
L b Budes Flosr  Room Requen Cluz R Coomerfeference  CopraiProjes:  Stma  Cresed
4% General Service Request B 1038 Faciities Management Buiding Floor 1 Room D104 Evewash-Safety Showers  Pisase check evewash - appears to be leaking Active 08/03/2015
%, KeyRequest Work Task D Work Task Location Wark Task Description Shop  Planned StartDate  Work Task Status
Move Request = 1031 I\Facilities Mansssment 1\Room 0104 2 - appears to be leaking Plumbing 06/03/2015 14:31:08 Active
JE, Plumbing 1039 Facilities Management Building Hot/Cold Climats 1t 5 too warm in HR area Active 0610372015
. . Work Task ID ‘Wark Task Location Waork Task Description Shop  Planned Start Date Work Task Status
safety & Lab Equipment Services
I\Facilities Mansssment Building 1t 5 too warm in HR area HVAC  06/03/2015 14:30:39 sctive

= 10391

Signs Bl 1034 Environmental Health and Safsty Building Foor2 Room 0210 Trades Coordination  Install Occupancy Sensor and projector brackst in Room  20603-01 Active 0610372015
& Temperature
- Ihork T work Tesk Location Work Task Description Shop ponned start o Task
Special Event Request e us
R Heslth and Safety \Room  Install Occupancy Sensor and projector bracketin  Trades 00 11720 Active
et w1 m Coordination Q/UAB W0 Adive
{8 Related Links - Request Central (=] .
Install Occupancy Sensor and projector bracket in
. s Health and Safety Zifoom  Inssall Occupancy Semsor and profector bracketin - 00 1t Actie
L=, o210 Room Sl e
~ Reports
Health and Safety Z\Room  Install Occupancy Sensor and projector bracket in X
" 0 Custodial Services  D6/OL/2015 14:14:00  Active
FM Job Status Report @0 Room
3 \Room Instat rojector bracket in
FM Recharged Jobs Report 103 I e B B and profector brackel 8 pcrrical 06/03/2015 14:13:57  Active
FM Renovations Projects Status Report
. B 1036 Envirenmental Heaith and Safety Building Foor2 Room 0244 Clozs Unclog upstairs bathroom sink Active D6/03/2015
Jobs in Managed Areas
i Work Task D Work Task Location Waork Task Description Shop  PlannedStartDate  Work Task Status
My Request History ;
- 1031 Health and Safety PRoom 0244 Uncio upstsirs Plumbing  06/03/2015 14:12:38 Active
* Resources
Building Facilities Managers
FM Estimate Services
Generators/ATS Testing Schedule
Glossary of Job @ My Estimate Requests (o]~}
Maintenance Funding Guide
[I—
Recharge Rates TR Buting Floor  Room Request Gl Deserption e Crested
Being Environmental Heaith and Safety Foor Room  Moduar furnituredpartition Please estimate cost of reconfisuring
B 0 e ates Buiding 1 o configuration/ InstaliRepair cubicles .00 06/03/2015
3 Last Visited TaskID Description Location Responsible Organization  Responsible Person  Status
. 071 P reconfiguring cubicies Health and Safety TRoom 0140 Trades Coordination Patrick M. Carlson Being Estimatad

@ Reminders - Request Central

10 - Notifications
0 - My Pending Surveys

4. Access to the status of your FM service requests and active jobs:

4.a. My Pending Requests
This section includes:

e Requests you have submitted to FM that have not yet been processed,
e Draft requests you have started and saved but not yet submitted

e Requests pending EH&S approval as applicable

4.b. My Active FM Jobs
This section includes all active and approved Facilities Jobs related to your requests. From this section you can

see the status of work down to specific work tasks.
e Click on the “+” next to a specific job to expand

e Click on the “-“ next collapse

4.c. My Estimate Requests
This section includes all of your “request for estimate” jobs and allows you to see the status of the estimate.

From this section you will be able to view and approve estimates provided by Facilities Management Trades

Coordination
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HOW-TO — Access the Facilities Management Services Portal
Access the Facilities Management Services Portal in three ways:

1. Directly via https://service.fac.uci.edu or,

2. From the Facilities Management Home page at http://www.fm.uci.edu

2.1. Click on Facilities Management Services Portal or,
3. The UCI ZotPortal
3.1. Login at https://portal.uci.edu

3.2. Click on the Facilities/Safety tab
3.3. Click on Self Service > Online Service Request

UCI Zot!Portal

Main  Applicstions.  Finances  Workilifa  |acatessatery  KFS @

CUSTOMZE =
Campus Utity Notiteabons oot Factibes Sptmoas Fatilties Management Appications intemal Ogaonee.

T Uty Service Dutages Sell Servica 4 Trassaction Systems
% Campus Service Schadules s Sarvrcw laguat # Intormation and Guides
# Puint - Work Documents
Faacities L . o I - . # Accounting Repores
S Famlding Malntensecy and Ropair ¥ Inventory and Purchasing Regorts
# Campus Map

Browser compatibility
The Facilities Management Services portal is compatible with all current mainstream browsers.

For full functionality the settings below should be applied to your browser settings. Please note that if your computer
is supported by OIT, these settings should already be in place.
For assistance Please contact the OIT Helpdesk at oit@uci.edu or contact your local Computer Support Coordinator

at http://www.oit.uci.edu/help/csc/.

Settings
e The Facilities Management Services portal utilizes Java. https://service.fac.uci.edu should be

added to the Java Exception List.
Instructions are available at:
https://uci.service-now.com/kb view.do?sysparm article=KB0010295

e If you are using Internet Explorer, Compatibility mode should be set.
Instructions are available at: https://uci.service-

now.com/kb view.do?sysparm article=KB0010296



https://service.fac.uci.edu/
http://www.fm.uci.edu/
https://portal.uci.edu/
mailto:oit@uci.edu
http://www.oit.uci.edu/help/csc/
http://www.oit.uci.edu/help/csc/
https://service.fac.uci.edu/
https://uci.service-now.com/kb_view.do?sysparm_article=KB0010295
https://uci.service-now.com/kb_view.do?sysparm_article=KB0010296
https://uci.service-now.com/kb_view.do?sysparm_article=KB0010296
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HOW-TO - Request Facilities Management (FM) Services

1. Log into the Facilities Management Services Portal:
http://service.fac.uci.edu

2. On login, the Requestor Home page appears.
3. Select a specific service request from the Request Central Portal Section

If the Facility Request menu is collapsed, click on Drop Down to expand the section and view the complete
list of Requests.

UCIRVINE | poumes

Home

|y Open In New Window | My Bookmarks

8 Request Central @& B My Pending Requests =g
Select the type of request you would like to make Request Customer  Capital
Request Building Floor Room Class Description Reference Project Status Created
Facilities 1040 Environmental Health and Safety Banner Need Banner for PPE event Draft 06/03/2015
Request Facilities Management Services Building Dimensions 777 pending 14:31:10
1035 Environmental Health and Safety Floor Room Moving Move fumehood EHS 06/03/2015
Custodial/Housekeeping Building 1 0140  Services Pending 14:05:45
@  Electrical & Lighting
[ Exterior & Grounds 8 My Active FM Jobs o~
[zl Fixtures/Furniture
T Busicirg Fioor  Room Request Cla - CustomerReferenze  CapraiProjest St Crested
& General Service Request = 4038 Facilities Manszsment Building Floor 1 Room 0104 Eyewash-Safety Showsrs  Plesse check syswash - appears to be lesking Active  06403/2015
€\, Key Request Work TaskID  Work Task Location Work Task Description Shop  Planned Start Date  Work Task Status
Move Request u 10381 Locations\UCI Eaciliti 1\Room 0104 Piease check evewash - appears to be leaking Plumbing 06/02/2015 14:21:08 Active
¥, Plumbing = 1039 Facilities Management Building Hat/Cold Climate It 5 too warm in HR area Active D6/02/2015
. . Work Task ID Work Task Location Work Task Description Shop Planned Start Date Work Task Status
ﬁ' Safety & Lab Equipment Services . - . N
u 10391 \Loeations\UCI\Facilities Manzgement Building It 5 too warm in HR area HVAC 06/03/2015 14:30:39 Active
Signs = 1034 Environmental Health and Safety Building  Floor 2 Room 0210 Trades Coordination Install Occupancy Sensor and profector bracket in Room 2060301 Active  06/03/2015
Temperature
® . rgﬂrk L N ST Hiaces Waork Task Description Shop ;:” R ::;’trk =K
Special Event Request = {5
o Locstionsy Health and Safety Buiing\Floor 2\fsom  Instal Gccupancy Sensor and proector bracketin  Trades OO0 141720 Accive

4. A service-specific request form will appear. Features of the Service-specific request forms may vary by the

type of request and include:
a. Additional Detail - space to enter additional request details up to 1000 characters

b. Requestor Identifier - a field to enter your unique request identifier such as a reservation number,
originator code, or internal reference number
c. Account information — Ability to split fund requests across multiple accounts by percent

Hams

RUPA  Opemnwewindow [ Add toBockmaits B wy Bookmarks
[ Croste ran | [ Sobenit ] [x ]
LT T S ———————————

u Begueil i for i

B Location of Service

u Dy, [Evarmertat it ue Safety ey £ o

e ALTH £o
. £
8 Service Request B Alternate Contact

© Lt 3 ol et B [0 ] Ll
Rame Demcription Werk Phane
Lights Out Eral
Qotunancy Sanice - ik
. rsty)] DSSHERNCY Senioesi: repa, replace, add
Pepalr Feplace/indall
it Ejecirical
Bower oul
B Estimates or Cost Not to Excead Latra = Lo bk et Litmted.

Flaton pomade an aetimate. | hana opvapnd S Somemon Jo Seting and e SeSMTSIOAS et an #Etimass X Spgespriaty

k242 Mictree. ppes Geate 41 Eileate

® ) i hae n cestonet teeem
. . woc thave 1 g cost sa——

8 Describe Your Request

= Deweristion (3000 tharacters) [Finsse repair Donusancs Semser

Adeatioral Destrigtion (V000 sharscterss

B Additional Details

EVENTY T socoet 0 166 & Pabting oF 4 s sk scihacicled they SC15.

Dt Hewded By o

Retuestor idestitier
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Fac 5
UCIRVINE | S

vmPrint g UpeniMew Vindow | AddtoBockmarks B My Bookmarks

[Crate Draft | [Subwnit ] (s ]

Mrstruction); To subril & Servive reguest, complede the Forms belew then click Submit,

e
* Request is for
) semacne Lise

B Location of Service
* Dutkdng | Fealth and Safely Buddiy you ]
Floge |Flooe 2 loa

Room |Heom UzIp o

B Service Reg B Alternate Contact

% Eaport 5 total found Showe 10 ) Hame |

Hamu Description ‘Wark Phone |

O Lights Oyt Funail |
& Secupancy Semsar

* Bopair fReplace/install

Docupany Sensors;: repir, replioe, add mobile |
) Quiet install/replace
O Power ot
B8 Esti or Cost Mot to Exceed Msting of Comemon Jobs Mgt Extimated

7} Pirase pravide an pstimate. | have redewed the Comman lk Hsting and g that an estimate op

# () 1 ave & enstnak-to o oot alievance, p P an extimate

) Mo estmate requined, and thers 15 1 £o5t RST b exrERdl MAKmUm cost Alimance

8 Describe Your Request

#* Deseription {1000 characters) [Fiease repair Bocuparsy Sensar ‘

Adastional Description { 1000 characters) ‘

B Additional Details
1 EVENT? Tris request s for 1 meeting ar an event not scheduled thr SCES.
Oste Needealy | |EE@
Requestor Icentifier | |
L |
L Tris request for Facilities Maragement Trades suppert on a Capital constrisction project.

[ This revuest will change the uve of this space.
] There are restrictions on this work, such as sensitivity to notse, scheduling, and etc. Restrictions noted in the descrption.

(] Health & Safety e contacted,

B Account Information Quick add Isave
B 0total found Show: (20 W
O Kuali Chart Code Kuall Account Humber Kuali Sub Account Number Kuall Object Code Sub Object Kuali Project Code split Percentage

Mo data to display

O Attachments find [Ba -. B Comments
& 0 total found hewe (10 & 0 total fousd Sherw:

1 | Document Name Document Mumber Document Status Revision Ravision Date File Mame 1 ?;Mﬂl Created By I;:I;emnx- Conmmant
Mo data to display

Mo data to display

Service Request Form

1. Enter required information, indicated by an asterisk (*) (e.g. Building)
Enter optional field information (e.g. Additional Description)
3. Account Information - Enter account information and for recharge purposes
a. Click on Quick Add to enter one or more accounts and distribution by present.
4. Attachments - Attach documents as needed
a. Click on Upload to search for and select attachments as needed. See HOW-TO — Attach Documents

to a Request
b. for additional help to attach documents.

5. To finish your entry
a. Click Draft to save your request to submit later, or
b. Click Submit to submit your request to the FM Service Desk
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HOW-TO — Attach Documents to a Request

1.
2.

3.

Scroll to the Attachments section
Click on Upload

(mruction:
s

* Requestistor
) Somecre e

B Location of Service

St oy i
o (T

=
s e

Boom [FEERTHT

e o

8 Service Request

© Emet Stotelfonnd

oo [10_ ]

Page 10 of 15

[Cosate Draft] (Subonit] (=]

© Alternate Contact

]
work Prane | ]
o | |

]

B Estimates or Cost Not to Exceed

=] s

-

8 Describe Your Request

chacactersh o

Ageationsi Descrigtion {1000 characters)

O Additional Details

1 EVENT? This neques i for  meeting or an evant not schediled fheu SCES.
o

7] This reguest il change the use of this space.
o

] Erwiranamentst Heaitn & Safety (EHAS) nseds ta be contacted.

Suick o mmmoe (e

[ KusliChertCode  Kuafi Account Humbor Kuali Subs Account Number
o data to display

9 Att

© otofound

[0 | Document Name Ravision
Mo data to disptay

[Croote Draft | (Submit] (=]

Click on Select Files

e
Sub Objoect Kuali Project Code Split Percentage

& otwmiiomd i T
Syt croated by foterence  Comment
No data to dispiay

4.
5.

Browse and Select file from directory

Click Open

test data.doc

et iMedRIS. doe
test requestedby in supervisor portal queries - 96.docx
ix for Defect134 complationof Job ercr.docx

34 complationof Job ecrS0715.docx

10.docx

capture in wokr

ftest attachment.txt

All Files
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HOW-TO - Copy a Request

In My Pending Requests — Click on the request you want to copy
The copy will appear on the screen
Enter required and optional information as needed

PwNR

To finish your entry
a.
b.

Click Create Draft to save your request to submit later, or
Click Submit to submit your request to the FM Service Desk

&« Open In New Window

Page 11 of 15

B My Bookmarks

= B My Pending Requests = &
Request Customer  Capital
Request Building Floor Room Class Description Reference Project Status Created
1040 Environmental Health and Safety Banner Meed Banner for PPE event Draft 06/03/2015
Building Dimensions 777 pending 14:31:10
1035 Environmental Health and Safety Floor Room Moving Move fumehood EHS 06/03/2015
Building 1 0140  Services Pending 14:05:45
B My Active FM Jobs = &
TS Buslding Floor  Reom Request Claxs Dezeription Customer Refersnce Coptel Project  Stans Created
El 1038 Facilities Management Building Fioor 1 Room 0104 Eyewssh-Safety Showers — Please check eyewash - appears to be leaking Active  D6/03/2015
Work Task ID Work Task Location ‘Work Task Description Shop Planned Start Date ‘Work Task Status
w 10381 ‘Locations\UCI\Facilities Busilding\Fioor 1\Room 0104 Please check eyewash - appears to be leaking Plumbing  06/03/2015 14:31:08 Active
=] 1039  Facilities Management Building Hot/Cold Climate It 5 to0 warm in HR area Active  D6/D3/7015
Work Task ID ‘Work Task Location ‘Work Task Description Shop Planned Start Date Work Task Status
w 10391 \Lpcations\C \Facilities Manazement Building It 5 oo warm in HR area HVAC 06/03/2015 14:30:39 Active
=] 1034 Environmental Heslth and Safety Buildine Floor 2 Room 0210 Trades Coordination Install Occupancy Sensor and projector bracket in Room — #0603-01 Active 06/03/2015
Work Task = — Planned Start ‘Work Task
o Work Task Location ‘Work Task Description Shop Dater Status
\Locations\UCH Environmental Health and Safety Building\Floor \Room  Install Occupancy Sensor and projector bracketin  Tradss .
. 10344 ;I;?:‘annrs\u{l\Enwronmem:al Health and Safety Building\Foor 2\Room Lrstaﬂ Ocouy Sensor and projector bracketin  Traces B6/03/I015 14:17:20 Active
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HOW-TO - Submit a Request for Estimate

Request for estimating service can be done for any request type via a request form by
1. Clicking on either the Please provide an estimate... or | have a cost not to exceed... radio button.
*** PLEASE NOTE: A link to the “Listing of Common Jobs Not Estimated” is provided. Please review this list
before requesting an estimate. Facilities Management does not have “cost-not-to-exceed/maximum cost

allowances.” For these requests, an estimate will be provided to the customer for approval.***

Welcona, Mora D Blanco | Signout | Support | Help

UCIRVINE

it Print g OponintowWindow ¥ add to Bockmarks | sy Bockmarks

Croata Deaft | [ Subamit | x|

ingtructioni To subenit a Servicr request, complete the Foem Below then ciick Submit,
L

» Reguestisfor
? Semeons Bl

B Location of Service

# Dulifing [Ermrormental Amait and Satesy Butang F=R>)
Bioge [Fleax oo
Hoge [Hoom 010 =)

B Service Request

© Dot 5 neesl Seund e R
Hame Description

0 Lights Out
CCu0ACY SO0%0r i

T ppal Byt rinsagg)  USCMIRNCLSNs0es repalr. fopkace. add

) Other- Electrical

) Qutlet install/replace

) P ot

8 Estimates or Cost Mot to Exceed Liiing 14 Commnn ok ot Extimated
Mo estimate required. snd there 15 N0 COSt-NOL- Lo-eCeed/Manimum Cost sliowance
W Please Drovade an estimate. | R reAewed e COmMmon Job tuting Bnd Pane Setervined that an eSUMatE B apEeoeriate
) 1 harew & et -nek- bo-enceed masimum coil allowance, please prevdde an eilimabe

8 Describe Your Request

= Deicripfion (1000 characbery) [Fueane estimate installation of morion sersor

AddStional Deeription (1000 charscters)

[dtional Description (000

2 A Details
] EVERT? Thin reguest b for a meeting e mn event net scheduled theough Stetent Center & Bvent Scheduling.
Date Neroed By Jleol=]
Customer Reference

2. Once your request has been submitted and processed, your submission will appear in the My Estimate
Requests seciton of your portal with a status of “Being Estimated”

[T T ey pr———ry

o Oprm e Wik by Richiruaris

B Feguest Central 1)

Sarlct the Sypee of requmit you weould ke b ke Request
Requent D Bullding Floor  Room Class Deseription
i Facilities WO Crwreeenentad el ane Satety Koy Fy gt
(G Pt £ acilivies managerenet tervon s Bufing Rogquest
0004 Crmvrenental alth anc Safety Floor R HoUCol  Room heating 1t
Buiding 1 oms Climate
0007 Crneeerenental mealth nc Satety Flor oo Ughtstit  Light Bults Niding
Sufiting 1 o
19 Sy et b Ha
Gt Castal
L kb0 benaey Moer foem  fecues Clas Descriptios g £ St creed ¢
w o [mERCAHD flox B wtCold Gl Testiog. L2 BE14201S Albe  GLNERY
oo [odmomeral il : G
e s Ui ot Teakog 021402013 delbe  TOTGRD
oo LoETOmRTEAL ALY Flice ‘et chalt feom otk 10 e
A e Satety g 1 My Sty natic, st UL
el oving Sarvices et ey cthe  GTOINS
i Hatural Sclences Uy 2147
= o ¥ okt bt des st b QRAATERS
. Hatural Sclences Unlt " T
o iy Lghts s dafgesh dcthve  OTITINS
4 Ertepamencal vealin ko e repair ——
B g sty buiking o datine el ol ice machioe: e
Please eximate seall version of
. edoneental tealty % r
W monen o st Bullding tign saricnn srgoument sigeg fon st dspeoed (311308
B al 434 Bufidng
& g Lodiomlisls Do 800 g e e e stong asish in gomed (TS
o moos U’a’nl?ﬂ':_lullmllb e A e siliculs totallation of Albe RS
300095\ Locat
Safoty Bulicing - Exterion Bulah... —
™ 00041 e Levircrsmereal 1t
Safoty Buliding - ke Machiee Pap...
R - Bipfotens e L1
Estimated
sarvice Rt 300400 Job 10 Status Bulding floor  Foom  RequestClass  Desription ot Croaind
orica Regunt 3000950 0008 g Endbonroul Wealth and Safoty  flooe  Boom  Rmcuniter Ploase wxtimate fostallation of 550 OrI0N
Gdceiaat J00NED Eitiewted  Buiing T et el xzion taeses
b 30003\ ocationaiChEmdronmancal Healt

Salty Bullding - Octupancy Senis...

O Keminders - 20
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HOW-TO Review and Approve or Return/Reject an estimate

When an estimate is ready for your review and approval you will see the Job in the my estimates section with a
status of “Pending Approval”
B My Estimate Requests

JobID S =Buildine— (. ot
300042 Pending Environmental Health and Safety Floor  Room Requester Please estimate installation of
Building rl 0210 Electrical motion sensor

wval

You will also receive an email requesting that you review and approve or return/reject the estimate and instructing
you how to do so.

1. To Review the estimate
a. On the Job screen, Scroll to the Related Documents portal section, Click on attachment to open and

review the estimate.

[E=5 Eol =

r?objectld=7500008actionld=750011&specld=21329918 Jo R

//sd-facdev-procl fac.uci.edu:3080/WebProcess

Job: 300042-\Locations\UCI\Environmental Health and Safety Building\Floor 2\Room 0210 - Requester Electri P Add To Bookmarks l%! Print @ Help
General Hotifications
{Reqguired): Maintain the general information about the project.
8 General B
ID 300042 Status Pending Approval

+ Date Created 07/17/2015

# Name ‘Locations\UCI\Environmental Health and Safety Building\Floor 2\Room 0210 - Requester Electrical

Priority Priority Rating ©
Date Meeded By Actual End Date
Estimate Required Managed By Trades Coordination
0 Details

0 Additional Details

B Organization Responsible

B Responsible Person

0 Estimation Details

B Account Information

0 Service Agreement

8 Accounting History

B Comments - Job

0O Comments - All Work Tasks

9 Export 1 total found Show:
! Document Name Document Number Document Status Revision Revision Date File Name —
test attachment. txt[1 Work In Progress 0.0 07/17/2015 02:29 PM test attachment.txt

(=]
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2. After reviewing the estimate, you may "Approve" for work to proceed, or "Return" to reject the
estimate as follows:
a. Click on the Notifications tab of the Job

. o =
220 | PN
{ o l\:_?/l| http://sd-facdev-procl fac.uci.edu:9080/ WebProcess.srviobjectld=750000&actionld=750011 &specld=21329918 P~-d
Job: 300042-\Locations\UChEnvironmental Health and Safety Building\Floor 2\Room 0210 - Requester Electri P add To Bookmarks l%! Print @ Help
General MNotifications 2 .ad
{Required): Maintain the general information about the project.
8 General
ID 300042 Status Pending Approval

+ Date Created 07/17/2015

% Name ‘Locations\UCI'Environmental Health and Safety Building'Floor 2'Room 0210 - Requester Electrical

Priority Priority Rating 0
Date Needed By Actual End Date
Estimate Required Managed By Trades Coordination
0 Details

0 Additional Details

@ Organization Responsible

Responsible Person

Estimation Details

o |0 |a

Account Information

(+]

Service Agreement

Accounting History

o |o

Comments - Job

Comments - All Work Tasks

Related Documents

@ Export 1 total found Show: |20 WV
! Document Name Document Number Document Status Revision Revision Date File Name —
test attachment.txt[1 Work In Progress 0.0 07/17/2015 02:25 PM test attachment. txt

G

b. Inthe Approval Reviews section, Click on the Review In Progress link

folie =)

o
e l\'=_>/l| http://sd-facdev-procl fac.uci.edu:9080/ WebProcess.snv?objectld=7500008actionld=750011 &specld=21329918 L~0 |

Job: 300042-\Locations\UCI\Environmental Health and Safety Building\Floor 2\Room 0210 - Requester Electri P Add To Bookmarks 5 Print (@) Help

[N votitications

(Optional): Review Approval Routing and Status Changes Notification.

B Approval Reviews

(] Export 2 total found  Apply Filters Clear Filters Show: |10 W
1 Approval Status # Person Review Status Sent Completed Comment Resolved Review Type

Approved
Review In Progress 1 Nora D Blanco Pending 07/17/2015 14:30:11 Approval Rule

=
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Approve or Return/Reject the estimate as follows:

c. Click Approve, for work to proceed or,
d. Click Return to reject the estimate

sorose SO (R (TR T S )

{Requined]; To 3515 U AN APV, Sebect the apgreval GRtIoNS Bd ez Curing SRBroVl She JUatAE of Sach meviewer can be seen in the rouieg tist.

8 Attention!
Sharnon Anne Siin has submitted Taciifies Project (100042 Locatins UCTEmvironmental Heaith and Satety DulkngFlocr ZiRoom 0210 - Requester Lkectrt) for your review. You Can 16¢ Hhis record By Cicking the TLinked Recond Sk Delow. You 4re [5ted 45 & Mequined reviewes, 10 ifter reviewing the cotaia,

Dl cBCE 1 Approve, Betum, Beuet Clarificalion, Reamign of £uaats sbov.

B Linked To
Liniheg Regand H00042- Locations Lt/ Emironmenta beslin ana Safety bulidng Fosr 2'Room 0212 - Requesier Dectr)
Linkd Farm ot

Liried Dusiness Obfect Faciities broject

© Approval Details
T —

Submitted &y asrcn anee Vins

Currently Awigned Ta Hers D banca

B Reviewer List
S (20

O Bperd el ot
Reviow Status Sent Comploted Comment Resalvod Reviow Typo
apprarval Rude

Vo Persan,
1 Hora Fending 07472005 1453011
[ Apprave | [ Retuen

e. Typein ashort Review Comment

f.  Click Continue
g. Close current window to return to your portal

2| 1BM TRIRIGA -- Webpage Dialog
=t Print (@ Help

General System Work Flow Instance

{Required): Click Continue to proceed or Close this form to return to the record.

8 Attention!
Please enter a comment and click Continue to Approve the 300042-\Locations\UCIEnvironmental Health and Safety Building\Floor 2\Room 0210 -
Requester Electri (Facilities Project) record.

8@ Linked Record

Linked Record 300042-\Locations\UCHEnvironmental Health and Safety Building\Floor 2\Room 0210 - Requester Electri

@ Comments

Review Comment

[ Continue ] [x ]




