SUBMITTING WORK REQUESTS

When you sign in you will see two choices on the web page under the Work Requests banner:

1. Report Problem — Select to create a work request.
2. View Work Requests — Select to view all work requests you have submitted.

Each of these choices are described below.

CUNY Request Home Page

Work Requests
Report Problem

View Work Requests

There are 5 sections to the Report Problem web page:

A. Requestor

Location

Problem

Description

Add Documents and Submit

moow

[SECTION A = REQUESTOR |

There are two name fields associated with every request:
Creator - this is you. The person creating the request.
Requestor - this is who you are creating the request for (can be you or another person).

Status emails will be sent to both the Creator and the Requestor.

Requestor

Requested By* %LOTT, DEBORAH

Requestor Phone | 646 S

The field Requested By will default to your name.
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If you are creating a request for another person click the blue box with the three dots at end of the Requested By box.

The below box will pop up. Click the black circle with the X to clear your name.

e

Employee Code: LI ALY

Employee Code s Phone - Work +« Department Code + Department Name
§"LOTT, DEBORA Q g.é&hﬂ” mz 5 ................................... E E ............... I o
LOTT, DEBORAH ) ‘ §46—

You can then search for a name by typing in the first couple letters of the person’s name in the Employee Code box and
pressing the enter key on your keyboard. Alternatively, you can enter their phone number or department name. You
can also click on the corresponding letter of the person’s last name. When the results are presented click on the desired
name.

Employee Code: Al241 BI29] C[26] pI77] Elé] Fl16] GI15] HI19] |11 J{10] K9] LI20] MI3%I NI4I olé] pl18] Q2 RI32] 4] TIi4] UL V7T witl] Y2 z[2]
AlL#3¢]  page1of5 Next>>

Employee Code . Phone - Work = Department Code = Department Name

] e 1 e

[SECTION B = LOCATION |

If you click on the box “Use your assigned workspace location” it will automatically fill in the person’s location.

Location

¥ Use your assigned workspace location

Location” (SN 116 11612  Drawing &

Building Is required. Enter floor and rocom number {o help us process your request faster.

Describe the location | R o e

Enter the location specifically encugh that maintenance tan find it such as "Problem is on back wall, below window

If you do not click on the box you must enter a location.

Location

i Use your assigned workspace location

Location® BUILDING FLOOR [ROOM @

Building Is required. Enter floor and room number 1o help us process your request faster

Describe the location ' o

Erter the lovation specifically enouigh that maintepance can vﬁnd it, such'as “Problem is on back wall, betow window.”
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Click the blue box with the three dots at end of the Building box. And select the appropriate building. Repeat for Floor
and Room. Please note that the building is required. It will assist in completing your request if you provide the floor and
room also. The Describe the Location box is a text field to provide additional location information. This is optional.

[SECTION C - PROBLEM |

This is a required field. Click on the black down arrow and select the Problem Type that best describes your issue. You
can click on View Problem Type Descriptions for an explanation of the Problem Types.

Problem

Type of Problem® | 2

Please se{étt a Problem Type that describes your work request issue.

~ View Problem Type Descriptions

[SECTION D ~ DESCRIPTION |

This is a text field where you are required to enter an explanation of your issue.

Description

Description®

Select Uéscription

[SECTION E — ADD DOCUMENTS and SUBMIT |

Add Documents | Cancel |

You may attach up to 4 documents to your work request. Click Add Documents. To add a document click on the blue up
arrow at the end of the Upload a document box.

Add Documents

Document 1 Upload a document

Document 2 EUpload a document

Document 3 Upload a document

Document 4 ZﬁUploaq a document
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In the pop up box click Choose File button. Browse to the location of the desired file. Click on the file to highlight it and
then click the Open button.

Docagiggnt Fiteu
| ; No file chosen

Description

b

Set Lock Status
{} Locked ® Unlocked

Your document file will show. You can provide a short description — this is optional. Click OK to accept.

Document File

20 | 107365 CUNY.PDF :
The system will store this file under the names: activity log-1-doc3.PDF

Description

Set Lock Status
{7 Locked ® Unlocked

| OK | Cancel |

The documents you have attached will be listed. To remove a document click on the blue X.

Document 1 activity log-1-doc1.PDF #e88X%

Document 2 activity log-1-doc2.pdf desox

Click the Submit button if you have completed all fields and added all documents. Click the Cancel button if you do not
want to submit the work request.

- Add Documents Cancel |
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CUNY Request Home Page g

< 8

Work Requests

Report Problem
I View Work Requests l

The tab, labeled Select, shows active work requests listed in order by the newest to the oldest.
The tab, labeled Archived Requests, shows historic work requests listed in order by the oldest to the newest.

In both tabs to view more information about a work request click on the Select button to the left of the request.

‘View On Demand Wark Service Requests

Ut Requestad From

- S RS S R s

! o MokRequestiD e lfulding o Requssted By - Created By m PedlenTpe e St WteRegeted
o ST nedB T e

| ti 15 BKEYNWQ CUSTODIAL 11 PROSRESS 13172089

Selest + BRIVNFG LOTY, DEBORAH LOTT, DEBORAR CEIUNG TILES  APPROVED 1472089

You can filter your requests by Status, Date Requested From and Date Requested To. Once you enter the filters you
must click the Show button in the upper right corner. To clear the filters click the Clear button.

Page 5






Accessibility Report





		Filename: 

		Requestor Manual.pdf









		Report created by: 

		David Moretti, Professor, dmoretti@qcc.cuny.edu



		Organization: 

		Business Department, Queensborough Community College







 [Personal and organization information from the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 1



		Passed: 29



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top

