SUBMITTING A WAREHOUSE ISSUE

(Request Service under Service Requests on Employee Home Page or Request Service button on the Building Operations Console)

Submitting a Warehouse issue is essentially the same as submitting a work request. The major difference
is there is no work completed against the request. The addition of items/stock (parts) to the work request
ensures the items you request will issue from Supply.
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Submit Work Request [=1>=4
Requestor
Requested By® GARLAND, KEVIN A - 153642
Requestor Phone 865 974-4009

Regquested For @

Location

Same as Requested By

[ Same as Requested For

Location™ KNOX 50128000 a1 119 Map |&@
Building is required. Enter floor and room number to help us process your request faster.
Describe the location <@

Enter the location specifically enough that maintenance can find it, such as "Problem is on back wall, below window”

Billing (for chargeable work)

college ID* 7g172
Facilities Services

Fund ID* EQ10116
FS Comm & Info Sves
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Submit Work Request &
FS Comm & Info Sves -
Equipment

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

Warranty Vendor

Warranty Expiration Date

Review Warranty Details  List Request for Equipment
reduest A
Type of Request™ [OFS-WAREHOUSE ISSUE v
Request Detail” [CENTRAL STORES WAREHOUSE ~]
View All Request Types

The more precisely you specify your request, the better we can route it to people who can help.

Description

Description™

Select Common Description

Workflow
No Steps Required
Request will be dispatched to CONSTRUCTION - FIELD (LORD)

H EEl| Add Documents || Cancel

1. Click “Same as Requested By”.

2. Use ellipses buttons - to select location where the item/stock will go to. Enter a Building

3. Select “Type of Request”. Use “Warehouse Issue”.

4. Select “Request Detail”. Select the warehouse your item/stock will issue from. In the example above,
we have selected “Central Stores Warehouse”.

5. Click “Submit”.



Schedule Issue | Cancel NOMNE: Noeffectons

1 3 [13 2
1. (Supervisor Role) Click “Issue”.
(] EUZUBSSmUF—HSeMCeSCOmDI CONSTRUCTION - PROJECTS (RUELLE) There is physical evidence of breakage. Estimate Schedule Issue |  Cancel | NOME: No effecton s

Note 1: You may review any job request you have by clicking on the work request number (a Warehouse
Issue in this case). The Estimate, Schedule, Issue and Cancel buttons shown above only appear on the
Supervisor Role. Once you click on the work request number, the below screen will appear.

O 202086392 302020526  5/12/2020 Facilities Services Compl CONSTRUCTION - PROJECTS (RUELLE) There is physical evidence of breakage. Estimate

-
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Work Request

FundID E010116
FS Comm & Info Sves

GL Account

Date to Perform  5/12/2020 Latitude
Time to Perform Work 8:21 PM Longitude

Equipment Code
Document T wr-202086392-doc1 pdf dt¥ax Document 2 document t
Document 3 Upload a document Document 4 Upload a document t

Related Requests 202085747
SLA Priority & pefauk Workflow

Mo Steps Required

Request will be dispatched to ZONE MAINT - ZONE 3 (WAGGONER)

Reference Material
Workflow History

v v -

Estimated Labor

-

Actual Labor
Add | | Approve

[ Parts / Material
3
No records 1o display.
b Tool Types N
b Tools
b Other Costs

v Total Costs

Estimated Costs Actual Costs Chargeable Costs
Parts Upcharge? Parts Upcharge Cost

Update Request Field Copy Forward Request Close

Estimated Cost of Parts 0.00 Cost of Parts 0.00 0.00 -

2. (Supervisor Role/Craftsperson) To add the item/stock/part you wish to order, click the arrow next to
“Parts/Material”. This action will activate the “Add” button on the same line. Once you click “Add”, the

window listed on the next page will appear.



Add Part g

Part Code*
Quantity Requested 0.00 ‘

Units of |ssue
Storage Location Code MAIN
Part Description
Part Status
Reguested by GARLAND, KEVIN A - 153642

ssued To

_—@

3. (Supervisor Role/Craftsperson) Use the ellipses button to add the item/part/stock you wish to order.

Note 1: Once the item/stock/part is added, the Unit of Issue and Location should prefill. If you wish to
change them, simply click the arrow for a drop down list. Pay close attention to the unit of issue and
understand you may be ordering a package (or similar) of something and not just a single item.

4. (Supervisor Role/Craftsperson) Click “Save”.

5. Click “Close” after parts request window closes.

Note: If a supervisor is ordering the item/stock/part, approval is automatic and the request is sent to
supply. If a craftsperson is ordering the item/stock/part, the supervisor must return to his/her home page
and approve the part before the request is sent to Supply.



