HOW TO SHOP ASSIST A WORK REQUEST

OPEN THE WORK REQUEST BY CLICKING ON THE WORK REQUEST NUMBER

ON THE RIGHT HAND SIDE OF THE PAGE ARE BUTTONS

CLICK ON THE “SHOP ASSIST” BUTTON (see RED arrow)

A BOX WILL APPEAR WITH FIELDS YOU NEED TO FILL IN (see BLUE arrow)

i ARCHIBUS UT System Admin Home  Applications

Building Operations Console

Work Request =X
' Work Request Summary
Work Request # 202081503 Work Order # 302016367
Description® Testing. test 2 yd update request Problem Type* AIR COMPRESSOR|PROVIDE DES!
|
|
| “
Work Team Code ZONE MAINT - ZONE 9 (POE) Problem Location
Shop Priority  NONE: No effect on safety, health, environment, mission ~ Stalus 1ssued and In Process v
w General Details Shop Assist | Map
Requested by HENDERSON, CAROL ANNH - Requested By Info
112146
Requested For
Date Requested 5/6/2020 Date Required
Time Requested 11:57 AM Time Required
Location* kNOX 50135000 G G031
Building Name Magnolia Hall College ID 70180
Residence Halls
GL Account Fund ID_F018003 M
»
Field Copy Forward Request | Close

Report Related Problem

i Billing (for chargeable work)
College ID* 70180

Fund ID" E018003

¢ Equipment

Equipment Code
‘You can enter the Equipment Code if you know it

Warranty Vendor
Warranty Expiration Date

I Review Warranty Details  List Request for Equipment

Request
Type of Request” [CARPET ~]
Request Detail* [REPAIR v
View All Request Types
| The more precisely you specify your request, the better we can route it to people who can help
| Description

‘ Description” carpet is coming up, needs to be glued back down

Select Common Description
Workflow
Woarkflow Steps:
On stats of Reguested: Financial Approval is required by an employee with Service Desk Role Business Manager

Request will be dispatched to CONSTRUCTION - PROJECTS (RUELLE)

m Add Documents

Cancel

IF NOT ALREADY AUTOMATICALLY FILLED, FILL IN ALL REQUIRED FIELDS AND ANY ADDITIONAL INFORMATION
CLICK SUBMIT (A BOX WILL APPEAR STATING: A NEW WORK REQUEST HAS BEEN CREATED)

CLICK OK

CLICK UPDATE REQUEST AT THE BOTTOM OF THE WORK REQUEST PAGE



