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Using the navigation on the right of the screen select Corrective Maintenance>Report Problem.

— Archibus S—
= wepiro B
@ Home E
£ search > o
7y Favorites > q = biem
» Corecive P

Maincenance Browse sl
o Moves >

| cen >

Maintenance Console Tips and Tricks

1. Navigator:

a. Home: Presents the default home page for your role.

b. Search: Presents a form for searching for the views by view title.

c. Favorites: Presents your favorites list — A list of views that you have marked as favorites for easy
access

d. Navigator: The list of entries beneath the favorites entry represent the navigator — a tool for
accessing the modules or application for which you are licensed. Expand a module or application to
access it’s processes and roles, which in turn present a list of tasks

e. Shortcuts: For each module or application, the Shortcuts panel lists the tasks that are most commonly
requested. Selecting a task from the shortcuts menu saves you from expanding a process or role and
accessing the task from there

— Archibus 1 .n

= i Shartruts Client.

@ Home c-a Search and Manage Work Requests B seorcnanaManage ork Requesss

o mm L] Warkplace E Warkplace

& Fovorites .-n Masintenance Cansole B woirmensnce consore

rs Corrective Report Problem Report Problem

Maintenance a

View Maintenance Service Requests E View Maintenance Service Requests
Browse all
8 Cen ¢

«

2. Hover over any box to look for “...” with your cursor. This lets you know that you MUST select this and choose
from one of the select value options from the pop up.
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= Archmgtii Report Problem W
o ome Requestor

Requested By  CAMPUS-REQUESTOR-BAR

© search » &

Requestor Phone

¥r Favorites >
Location
% Maintenanc g u igned work:
Intenance & Use your assigned works
Location | SITE BU FLOOR ROOM Map
Enterin as much of the location informatien as you knaw. After selecting a floor, you may click the Drawing butten to select the roam from a floor glan drawing.
Describe the location
Enter the location specifically enough that maintenance can find it, such as "Problem is on back wall, below window.".
Equipment

Equipment Code

You can enier he Eguioment Code if vou kngw iy

Create Work Request

In the Report Problem page, there are 7 sections with information to create a Work Request.

1. Requestor

2. Location

3. Equipment

4. Problem

5. Description

6. Documents

7. Submit
St " Report Problem Hose
. 4 o
- f";‘:h'“"“ Location «

cqupment a
R

= Step:
Aequest wil be supervised by AFM

1- Requestor

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

Creator — this is you. The person creating the request. You do not see this field on the web page —it is
automatically filled in.
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— RI’C MS
= o ~ Report Problem @ B @
Home
@ Requestor
£ someh Rasrm oy [CARPUSFEQUESTORSRE E
e Reaarior Phons
comave
¥ Maintenance racaEn
B Use your assigned workepace location
o Moves
Locaton | si7e uroma nook room e
St 32 i 2 76 st ARrTSen 5 o k. AFr FRIREENG 3 7GRy 1Sy 1K 78 DrawIng B £ 58655 78 o e P g g,
Descrba the lacaton
e
Equipment
Caaman: Code
Vou can enver e Exulprmant Cose %y ko =
Raview Waraty Ducass it Reavest for Bagment
Problem
Typa or b -
v
Vi A Eriam Tyes
SR R W S ———
Description
Deserprant
4
Solact Descripion
Workflow
o S Reuired
Ricest il e uperyams by APV
[ T =]

The field Requested By will default to your name. If you are creating the request for another person you will need to
select the 3 dots on the right hand side of that white box and find the person you are requesting for. You will then
select the “x” to clear out the selections.

Report Problem

CAMPUS-REQUESTOR-BAR

When the selections have cleared there will be a full list of employees with a filter on the top for name, phone and
employee standard. You can begin typing or scroll to search for the employee that you are requesting for. Once you
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selected the employees name their information will display in the Requestor section.
= VORI Report Problem Hono

© Home

£ search >
o Favorites >
» Comeaie
Maintenance

5 Moves >

Employee Code:
A B €k D B0 I Gl HT [ s Kot Losr Mocss NI D250 PEas @l RN S118 T401 U Vind Wik X6 ¥ 4 2164 ARV

Employee Code = Phone- Work *  EmployeeStandard
°

If the box is checked for “Use your assigned workspace location” it will automatically fill in the signed in users location.

— Archibus
= i ~ Report Problem @ % @
Home
@ Regquestor
P san » P
Par—— > Recuesta Phane
¥ maintenance )
o Mo
Locatan sunoms noos noom ee
e ————" o Arar Orasing butzan asaiect e room from  Aoe pian g
[o———
Entar i ocaion specificay anough tha alsanancs an i i, uch as “Prabi s on back wall, b windem.”.
Equipment
Eauipment Code
Voucan amar the Eiprment Code #you know &
[r—
Warrarey Expiration Oane
Review Warranty Deess Lt Reaues for Sauigmant
Problem
R — v
View All Problem Types
your proniem, roues 32 pacpie wha can e
Description
Pa—

Select Descripsion
Workllow

Rsquirs
Facuant wil o6 suparvised by 47N

[ ST

If the box is not checked, a location must be entered by hovering over the right side of each box to select a SITE,
BUILDING, FLOOR, ROOM.

Prepared by: Applied Data Systems Page 6 July 25, 2023

Requestor Training ADSI Client Confidential



» ARCHIBUS — CUNY

Check the three dots at the end of the boxes for Site to select the appropriate site. Repeat for Building, Floor and
Room. If you have selected a building and a floor but do not know the room, there is a “Map” button that will open up
the floor plan to be able to select a specific room/location. Please note that a Building is REQUIRED. Adding more detail
with the floor and room will speed up the promptness of completion of the work request. The Describe a location box
is a free form text box that is to provide additional location information and is optional.

SEET " Report Problem Hosae

Requestor

Equipment

Problem

3- Equipment ‘

In the Equipment section there is a box with 3 dots to see a drop-down selection of all pieces of equipment. If you
know the Equipment Code you can enter it without using the selection option. If the equipment has a Warranty Vendor
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that will also display.

— Archibus
= epuro

Report Problem Nos e
Homs
Requestor
5 sewen

r Favorites

Correstive
Maintenance

Moves

Equipment

Problem

Description

PR ccococumens  Cance

Two buttons that are available in the Equipment section are Review Warranty Details and List Request for Equipment.
Selecting the Warranty Details will pop up a page that if there is warranty information in the system it will display all of
that information there. Selecting List Request for Equipment button will open up an additional page where any
current/previous work requests for that piece of equipment would display here.

= Ao Report Problem Wonae
Hame

A—
Searen

Favaries

Correstive
Maincenance

Maves

Equipment

Problem

Description

PR ccococumens  Cance
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4- Problem

THIS IS A REQUIRED FIELD. Click on the black down arrow and select the Problem Type that best describes your issue.
The top drop down will be a list of top tier problem types. The bottom drop down will be second tier problem types,
going into more detail of the issue.

= T " Report Problem Hose
@ Home Requestor
£ Search
» Corvaie ocaton
s
Equipment
Problem
p—
Vortton
[ T —
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An example is below. The top tier is HVAC and the second tier is TOO HOT.

= A " Report Problem ffoso
Descripti

Clicking on the View All Problem Types button will display a list of Problem Types including the Problem Type

Description.

= A " Report Problem oo

Mainzenance

Equipment

Prablem
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= A'CEE“,,: ReportProbIem WHowno

@ Home
£ search >
& Favores >
2 amannce

o Moves >

bt
Problem Type Code: €1 D £ F1i G MY Ki Li M P2 RY S50 W All e

Problem Type Code: = Probiem Type Description

CARPENTRY Carpentry
CARPENTRY | CABINETS Cabiners
camsENTRY|CARSET Carper Repair
CARPENTRY | CERING Ceving.
CARPENTRY | CEILING TILE Ceting Tie
CARPENTRY| DEMOLITION Demaition
CARPENTRY| GRAFFITI

CARPENTRY | MASONAY

CARPENTRY | WALL REPAIR

cusToIAL

CUSTODIAL|CARPET.

CUSTODIAL| CLEANING REQUEST.

CUSTODIAL DISPENSER

THIS IS A REQUIRED FIELD. This field is a text field to enter an explanation of the issue being reported.
= ﬂ{mb“ h Report Problem EJ o % @

@ Home
Requestor
o searen » Raquassa By
¢ Favornes 3 Requester Fhans.
# Mainnance Locatien
1 e your asvigne worapace location
o Moves s
Location | s17E BunoWG AooR Fo0M map
Erter in 23 much o4 the locatan informaton ss oy knew. Aler selecting 8 Aor, yeu may chtk the Drswing BUtton 10 seiect e raem from 8 foor plan drawing
Deserioe the lcestion
Erer wal & s 2z
Equipment
cquipmant Ceas.
Vou can aniar the Eauipmant Code ifyou knaw .
Warranty Vandar
Warranty Expiratian Date
Rt viarraney Derals st Recuastfor Equpmant
Problem
Ty of Probien v
-
Vi All Frabiam Types
The mare precisnly yeu speciy your presiam, the bettar we can reute it 1 pecpil whe can e,
Description

Bescripron=

Select Description

Workdiow
e Staps Raguired
Requert wil be upervited by AFM

[~ e——
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Up to 4 documents can be attached to each Work Request. Click the Add Documents button.
= Arous Report Problem Wowo

@ Home

Requestor

O search » Aequesied 8"

fr Favarites » Requestor Phne
Comective

» Lacation

) Usa your assigned werkspacs lacatien

oo Moves »

Location | sr7E suroms AooR #oom uap

ot in a1 much of e location IformeRicn b ¥ou know. ATie: 1aiecting 8 flosr you My sian grawing.

Describe the iocation

it wuen o3 “Probiem i on ack wail. baiow windew.”

Equipment
Enupmant Coce
Vo can anter the Equipmant Code f you knaw 1.
Warraey Vander
Warranty Exgiratien Oata
Beview Warrsnry Deradz Ut Requessfor Enuipment
Prablem
Type of Frabiem -
v
Views A erepiem Typex
Tha mars pracissly yeu SPSG yOur PAOBIA, TN6 BATLEr W EA FOULS 116 BRSPS WhS EB REID,
Description
Oezerigtion”

‘Salact Deseripricn

Workflow
e Staps Aequired
Recuest wil be supervised by AFM

- -

To add a document click on the grey up arrow at the end of the box or drag and drop the file.
= N ReportProblem ﬁ 0% @

= eptuo

G Mome
5 search »
Yo Favortes »
* Nanenance

= Moves

Document 1| prag.and-drop your file or click upload. mD

Document 2 | prag.and-drop your file or dlick upioad ic ¢

Document 3| prag-and-drop your file or dick upload ic | #

Document 4 | a0 and-drop your file or click upload ic
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When adding each document there is also a place to add a description of the document provided. Select “OK” and the
document will show as uploaded.
= ﬁ{is Report Problem EJ 0% @

@ Home

5 sesrch
v Favorttes.
» Comective
Maintenance

s Moves

To delete the document attached select the “X” button.

— Archi?nkii ReportProb|em woos

ey

@ Home
O search >

¥ Faverites >

I'Iﬂ

Document 2 | prag-and-drop your file or click upload ic | #
Document 3 | prag-and-drop your fife or click upload ic | #

4| prag-and-drop your fife or click upload ic |

NOTE: If the desired image to upload was taken with a device (cell phone or tablet) that image will have to be
downloaded to a computer and attached from there. If more than four images are needed, it is possible to download
all desired images to a computer, add them all to a word doc and then attach the word doc as shown in the manual.
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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.

= Arc‘iig&z - Report Problem w o
@ Home
Requestor
P searn
fr Favorees
2 ireenance T
Moves

Equipment
v cauipme -
h R w ty ist Request far Equipmen:
Prablem
v
catem, s v pacpiewhs can e,
Description

View My Work Requests

Using the navigation on the right of the screen select Corrective Maintenance>Client>View My Work Requests.

= A o e
L Search
<y Favorites. sole
2 Vumcanence <
|
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The display of work requests will be those requests that you have requested. It will display the data for Work Request
Code, Request Type, Problem Type, Work Request Status and Date Work Requested.

= A’?iﬁfiﬁi View My Work Requests o6t
& Home Select Archived Requests
Search Filter Show  Clear
P Work RequestStatus oate Requeseed From oar
v
5 Goreate T TS
T e e
Vo Requen Code s Requeneaty — Probiem Type

CamPUSREQUESTOR-BAR

CAMPUS-REQUESTOS

1528358 CAMPUSREQUESTORBAR

1528357 CAMPUSREQUESTOR-BAR

Work Request Status

CUSTODIAL| CARPET

LIGHTS| LIGHT BULE

HVAC|TOO CoLD

SERVICE DESK -

FACILITY|CLOCKS

Date Work Requested

The filter functionality at the top allows you to search for requests by the status, the date requested from and the date
requested to.

= A’?lﬁﬁﬁi View My Work Requests W oo
G Home Select Archived Requests
O search Filter Show  Clear
1y Favori Dat:
v
, Correcive
2 Mamtenance Selecta Work Request @ v

Work Requests assigned to you as substitute

Work Request Code &

Requested by

CamPUSREQUESTOR-BAR

1528357 CAMPUSREQUESTOR-BAR

Problem Type

Work Request Status

CUSTODIAL| CARPET

LIGHTS| LIGHT BULE

HVACITOO COLD

SERVICE DESK - FACILITY|CLOCKS

Date Work Requested

74182023

Select the down arrow to view the list of statuses to filter by. Reminder, you must select the “Show” button for page to

filter.

— Archibus

View My Work Requests

mw\un details

s substinge

Archived Requests

Work Request Code &

Requested by

Request Type

Problem Type Work Request Status

Date Work Requested

W ® % @

Search by date: using calendar functionality. Hover over any box to look for calendar icon with your cursor. This lets
you know that you MUST select this and choose a date from the pop up calendar. Reminder, you must select the
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“Show”

button for page to filter.

SLELED View My Work Requests
& Home Sekct  View  Archived Raquests  View
D Search > Filter Clear
s L | WorkRuguer
O bl ‘Select a Work Request ta view mare details

Work quests asignad 1 you s subsmte

Date Requested From

[y~ 20w B

Sun Men Tus Vied Thur F

Reauestes To

ok Request Status
0n Hola tor Pans

Astigned 1o Werk Orde

Aapigred o Work O

Aznignas s Work Orsar

fraf20z3

frafz0zs

Woewae

k Requests by Department

Using the navigation on the right of the screen select Corrective Maintenance>Client>View My Work Requests.

— Archibus o
= i ortauts
@ Home Search and Manage Work Reauests
£ search > Workpiacs
v Favorites > Maintenancs Consele
Corective Report Frobiem
Maintenance
View Requasts
Browse all

Client

Search and Manage Work Requests

B voroe

B roroen

View Maintenance Servics Requests

View My Work Requests

The display of work requests will be those requests that are tied to your department. It will display the data for Work

Request Code, Request Type, Problem Type, Work Request Status and Date Work Requested.

Select

Select

Select

Select

Seizzt

Seizzt

Select

Select

Select

select

Select

Select

Select

Select

select

Select

Select

Select

Select

select

Select

Select

Select

Select

Work Request Code -
1528202
1526299
1528258
1028417
1028288
1028382
1028372
1028370
1028369
1028268
1028367
1028386
1028258
1028357
1028354
1028252
1028351
1028350
1028348
1028248
1028246
1028345
1028344

1028343

Requested by

Aetion Type

SERVICE DESK -

SERVICE DESK -

SERVICE DESK -

SERVICE DESK -

SERVICE DESK -

SERVICE DESK -

SERVICE DESK -

SERVICE DESK -

SERVICE DESK -

SERVICE DESK -

SERVICE DESK -

SERVICE DESK -

SERVICE DESK -

SERVICE DESK -

SERVICE DESK -

SERVICE DESK -

SERVICE DESK -

SERVICE DESK -

SERVICE DESK-

SERVICE DESK -

SERVICE DESK -

SERVICE DESK -

SERVICE DESK -

SERVICE DESK-

MAINTENANCE

MAINTENANCE

MAINTENANCE

MAINTENANCE

MAINTENANCE

MAINTENANCE

MAINTE]

e
MAINTENANCE
MAINTENANCE

MAINTENANCE

MAINTE]

NCE

MAINTENANCE

MAINTENANCE

MAINTENANCE

MAINTENANCE

MAINTENANCE

MAINTENANCE

MAINTENANCE

MAINTENANCE

MAINTENANCE

MAINTENANCE

MAINTENANCE

MAINTENANCE

MAINTENANCE

Problem Type
FACILITY| HANG OR INSTALL
PEST CONTROL|RODENTS
KEYS AND LOCKS |KEY RETURN
PLUMBING| FIXTURES

PAINT| TOUCHUP

PAINT| TOUCHUP

FACILITY | £ wasTE
LIGHTS | MULTIPLE
PLUMBING| FIXTURES
PLUMBING| FIXTURES
PLUMBING| FIXTURES
PLUMBING| FIXTURES

PAINT| TOUCHUP

KEYS AND LOCKS |KEY REQUEST
PLUMBING| FIXTURES

DOOR| HARDWARE
PLUMBING| FIXTURES
FLUMEING | FOTURES
PLUMBING| FIXTURES
FACILITY| HANG OR INSTALL
PLUMBING| FIXTURES
FLUMEING | FOTURES

PLUMEING

TURES

PLUMSING| FIXTURES

Work Request Status
Assigned 1o Wark Orcer
Assigned 1o Work Order
Assigned 1o Work Ordar
Issued and In Process
Issusd and In Process
Compiatas

Issusd and In Process
Issued and In Process
Issued and In Process
Izsued and In Process
Issusd ana In rocsss
Issusd ana In rocsss
Compietes

Izsued and In Process
Izsued and In Process
Camplzszs

Issusd ana In rocsss
Issusd and In Process
Issued and In Process
Completes

Issusd ang In Process
Issusd and In Process
Issusd and In Process

Issued and In Process

Date Work Requested
6/28/2023
6/28/2023
¢/28/2023
17412023
17312023
124282022
124212022
12/21/2022
12/21/2022
12/21/2022
1242112022
1242112022
12/20/2022
12/20/2022
12/19/2022
12/19/2022
12/19/2022
12/18/2022
12/19/2022
12/19/2022
12/19/2022
12/18/2022
12182022

12/13/2022

+  Depantment Code
U302
Uz
U303
U303
U302
L
Uz
U303
U303
U303
L
L
U303
U303
U303
U302
L
Uz
U303
U303
U302
Uz
Uz

BU303
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The filter functionality at the top allows you to search for requests by the status, the date requested from and the date
requested to.

SEtE View Wark Requests By Department WHonoa

A

£ Search

& Fovches o | rmen e Wers Reques: Sarur Oare Requestes Fram e Fecuestes To

2 m——

Work Request Code = Requested by © AdionType = ProblemType : s :  DeparmentCode

s B — [ — PR - s
— [N — JU— P J— s
Select SERVICE DESK - sf28/2023 EEE]
Select SERVICE DESK - MAINTENANCE PLUMBING | FIXTURES Izsued and [n Process 1jaf2023 ]
. S — P o - i
Select SERVICE DESK - MAINTENANCE PAINT | TOUCHUS Compieted 1242802022 BUDY
— B —— - P g -
Select SERVICE DESK - MAINTENANCE LIGHTS | MULTIPLE Istwed and [n Process e B3I
Selest SERVICE DESK - MAINTENANCE PLUMEING FDTURES [ —— 2z ausm
— . P - .
Select SERVICE DESK - MAINTENANCE PLUMBING | FIXTURES 155180 and [n Process 124212022 EEE]
Select SERVICE DESK - MAINTENANCE PLUMBING | FIXTURES Izsued and [n Process 124212022 BU3D3
. S — po—— — — i
Select Izsued and [n Process 1242012022 BUDY
Select P Insued and [n Process 13182021 U303
Select SERVICE DESK - MAINTENANCE DOOR | HARDWARE Compieted 12/19/2022 Buz03
— . P - .
Select SERVICE DESK - MAINTENANCE PLUMBING | FIXTURES 155180 and [n Process 12/13f2022 ETEE]
— . P - .
. S — S——— — — s
. . [— - s
. . [ po— s
vy . [E— atro e
v . [ J— s

Action Type: Hover over any box to look for “...” with your cursor. This lets you know that you MUST select this and
choose from one of the select value options from the pop up.

S View Work Requests By Department Wowo

Home
Search

Favories >
Comectie

& % v ®

Maintenance

ActionType: 5% All'%
Action Type.

SeRvICE Desk - CopY sERvIcE Reques: Capy Services
SERVICE DESK - CUSTODIAL

SERVICE DESK - CUSTODIAL REQ

SERVICE DESK - DEPARTMENT SPACE

seRvice DesK -FAC

‘SERVICE DESK - FURNITURE Reauest a Furniture Change

SERVICE BESK - GROUF MOVE Group move request

SERVICE DESK - HOTEUING Reauest pace
‘SERVICE DESK - INDVIDUAL MOVE Request an Indivicusl Move
‘SERVICE DESK - LAYOUT CHANGE Request  Layout Change
‘SERVICE DESK - MAINT

‘SERVICE DESK - MAINTENANCE Request Maintenance Service
‘SERVICE DESK - SAFETY
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Select the down arrow to view the list of statuses to filter by.

filter.

Reminder, you must select the “Show” button for page to

= Aoy View Work Requests By Department Woe «a
o Archived Work Requests
seaeh Pt W snow | Cise
& Fovories Kl Oure Regues - N -
A Wark Reguests assigned ta you as substtute
Wk Pt Cod 3 s by i Werk haumst ot ot Wk Raquesizd T ot
,,,,,, Lo A o8 s

Search by date: using calendar functionality. Hover over any box to look for calendar icon with your cursor. This lets
you know that you MUST select this and choose a date from the pop up calendar. Reminder, you must select the

“Show” button for page to filter.

HAVERCOME, GUY

— Archibus "
S View Work Requests By Department ot e
& Home Select Archived Work Requests
P e , o Show | Clear
1y Favorites > Action Type Date
v
. Correane
# Malnesnance Work Requesis assigned to you as substitute
Work Request Code = Requested by Acton Type Work Request tatus Date Work Requested = Degarment coce
saet 1522302 | HAVERCOME GUY seRvice pEsK - WAl Assgned o Work Order srzsreozs au

. su
Select HAVERCOME, GUY auze
1028417 | PAQUETTE, DOUGLAS PO Uz

lozezer | FERRIGNG,JOHN PAINT | TQUCHUP su

seiea 1028382 | FERRIGNO, JOHN PAINT| TOUCHUP su
Select 1028372 | PAQUETTE, DOUGLAS FaciuTy auze

selea 1028370 | HARRIS, MAURICE LGHTS[MULTIRLE e

= CROCKETT, GREGORY PLUMEING v
et CROCKETT, GREGORY PLUMBING |FDTURES suz0:
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