FACILITIES MANAGEMENT – SUBMITTING & SEARCHING REQUESTS

WebFM Introduction

WebFM is an Internet tool to submit non-emergency Facilities Management Customer Requests, view these records, and in some cases edit the information entered there.   This includes maintenance requests, custodial services requests, requests for estimates, moving services requests, key requests, custodial supplies requests and project requests.  WebFM is a feature of the new Facilities Management Work Management System, FacilityFocus, and is available via the Creighton University Facilities Management Web page (http://www.creighton.edu/facility), by accessing the Service Request link.
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Logging in to Submit a Customer Request

When you click on the Facilities Management Service Request Icon, the following screen appears. This is the WebFM Main page. 
1. Click on the Customer Request link to enter a new Customer Request or to search for, edit or delete an existing request. [image: image10.png]Gk - > - Q) [2) 4| Qe Gravorees Pweds | Y- S 5
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2. After clicking Customer Request button, the Login window appears.   


Enter your user name and password and click the Login button.  Your Login will be your Creighton University Net ID.  If you have forgotten your password or have difficulty logging in, please contact Lindsay Lewis at Facilities Management (280-2781).
After validating your Login, WebFM will open the Customer Request Search screen.

Creating a New Customer Request

3. Click Insert to open the Customer Request Insert screen and begin creating a new request.
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The following table provides a description of the fields on the Customer Request Insert screen. 
	Field
	Description

	Request No
	WebFM will automatically create a unique customer request number and display it in this field.

	Reference No
	This is an optional user-defined field.  Leave blank if you do not want to create a user-defined reference number.

	Status
	OPEN displays as the default status when the record is first created.

	Requestor
	WebFM will automatically display the Requestor name defaulting this from the user’s login.

	Phone
	If available from the users’ login, the user’s phone information will display.


	e-Mail
	WebFM will automatically display the Requestor’s e-mail address defaulting this from the user’s login.


	Desired Date
	The current date displays in this field. Select a different desired date if necessary using the Look-up calendar. 



	Req Date
	WebFM will automatically display today’s date as the date of the request.


	Contact
	Displays the Contact Name of the Requestor from the user’s login.  This information can be edited to enter the name of the person that should be contacted.

	Phone
	Displays the phone number for the Requestor Contact.  This information can be edited to the phone number of the person that should be contacted.


	e-Mail
	Displays the mail code for the Requestor Contact.  This information can be edited to the e-mail of the person that should be contacted with status updates or questions.

	Hint: Automatic e-mail responses regarding the status of your service request will be sent to the e-mail address entered here.  Please check for accuracy before submitting the work request.

	Problem
	Select the Problem Code for the request, if it fits your situation. Acceptable values with their descriptions are shown in the Lookup Screen.  Leave this field blank if you do not find your problem description in the list.


	Description
	Override the default problem description with the unique problem description or request that you are reporting.

	Budget
	If desired, enter a Budget dollar amount for the request.  This is an optional field.  This is not the location to enter your Fund & Org.  Leave blank if not applicable.


	Region
	CU is the region for Creighton University


	Facility
	Select a facility from the Look-up screen.

	Property
	Enter the building code or select from the Look-up screen.  This is a mandatory field.  


	Location
	Select a location/room number from the Look-up Screen for the location of the reported request or problem.  This is an optional field, but should be provided if available in order to speed response time.

	Extra Description
	Enter additional information in this field that may be useful to the reviewer of the request, or which provides details about the work being requested. **Fund and Organization should also be entered here for billable work.


	Save / Cancel
	Saves the Request / Cancels the New Request action.

	Browse / Search
	The user has the option of returning to the browse and or search screens by clicking these buttons.


4. Once you have completed the request, click the Save button.   The customer request will be submitted to Facilities Management for review.  Please note your customer request number for future reference.  If your request is not within the scope of Facilities Management operations, your Web request will be marked as declined with a short comment.  Otherwise, you will receive an e-mail response at the Contact e-mail address indicating that the request has been approved, including the Work Request number that was created from your Customer Request.  Future inquiries related to this request should be made using this Work Request number.

Searching for a Previously Entered Customer Request
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To retrieve existing customer request records, enter search criteria on the Customer Request Search screen and click the Search icon.  The result of the search based on Region and Facility is shown below in the Customer Request Browse screen.
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Click the View button to view the selected record.  The Customer Request View screen shows all the details saved for a particular record.    
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To return to the Customer Request Browse screen, click Browse.  To return to the Customer Request Search screen, click Search.  To change some of the information on any OPEN record, click the Edit Button for that record.  The Edit button appears on both the Customer Request Browse result screen and on the Customer Request View screen.  Clicking either one will open the Customer Request Edit screen, shown below.
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Information can be changed in any OPEN customer request by clicking any available field and editing the information.   Click the Save button to save the changes.

Only customer requests that are in the OPEN status can be edited.  Once accepted, no changes can be made in this screen.  In fact, clicking the Edit Button for an ACCEPTED record on the Customer Request Browse screen will reveal the detail of the record with all fields grayed out and without Buttons to Save or Cancel.
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Deleting a Customer Request

To delete a customer request, find the desired Request, click the View button. Once in the Customer Request View screen click the Delete button.   Only records that are in the OPEN status can be deleted.
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Hint: 


If you are working in the Customer Request screens and wish to return to the Main page shown, click the MAXIMUS logo located in the upper left corner of the screen.  This functionality works on every screen where the logo is present.





HINTS:  


Required fields are noted with a red asterisk to the right of the field 








Hint: If you are using browser add-ons such as the Google toolbar, field anomalies may occur, such as colors in some of the fields on the screens.  To solve these graphical issues, disable extraneous toolbars.








You might want to draw an arrow from the hint to the icon or circle it as I have done to call attention to what you are referring to in the hint.





HINTS:  


Use the Tab key to move from field to field.


If you see a magnifying glass symbol next to a field that means the field has restricted values.  Click on the magnifying glass to see a list of choices in the Lookup Screen.  This may also be a date field, in which case a calendar will display when you click on the magnifying glass. 





HINTS:  


Only customer requests that are in the OPEN status can be edited.  Once accepted, no changes can be made in this screen.  In fact, clicking the Edit Button for an ACCEPTED record on the Customer Request Browse screen will reveal the detail of the record with all fields grayed out and without Buttons to Save or Cancel








