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Process Buton 
The �W�Œ�}�����•�•�����µ�©�}�v �o�]�•�š�•�����o�o���Œ���‹�µ���•�š�•���•�µ���u�]�©���������Ç��you.   

 
 
���Á���]�Ÿ�v�P���z�}�µ�Œ���Z���À�]���Á – Any Service Requests 
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HOW TO A SUBMIT A SERVICE REQUEST 
A Service Request is a quick way to report issues or problems related to buildings.  It can also be used to request improvements 
�}�(���]�š���u�•���Ç�}�µ���u���Ç���Á���v�š���š�}���P���š���������}�u�‰�o�]�•�Z�������]�v���Ç�}�µ�Œ���•�‰�����]�.����area.   
 
Search for �Z���o���š�������/�•�•�µ�� or Select the �����š���P�}�Œ�Ç �d�]�o��.   
From the Home Screen type in �Œ���o���š�������Á�}�Œ���•�������}�µ�š���š�Z�����]�•�•�µ�� in the �^�����Œ���Z���&�]���o�� or chose the choose the appropriate �����š���P�}�Œ�Ç��
�d�]�o�� 
                                                                                 
 

 
                                     OR 
 

 
 
 
 
Enter Co
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Select Loca�on and Building Details of Issue. 
 
Select the �o�}�����Ÿ�}�v�����v�������µ�]�o���]�v�P�X�����������]�Ÿ�}�v���o�����}�Æ���•�������}�µ�š�����µ�]�o���]�v�P���o�}�����Ÿ�}�v�������š���]�o�•���Á�]�o�o���}�‰���v�����L���Œ���š�Z�������µ�]�o���]�v�P���]�•���•���o�����š����, such 
���•���G�}�}�Œ�����v�����Œ�}�}�u�X  
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
   
Select Informa�on about Permissions, Animals and Availability.    
 

NOTE:  These fields only pertain to Residen�al Buildings: 
  

���v�š���Œ�����v�Ç���������]�Ÿ�}�v���o���o�}�����Ÿ�}�v�������•���Œ�]�‰�Ÿ�}�v���š�Z���š��
�Á�]�o�o�����•�•�]�•�š���Á�]�š�Z���o�}�����Ÿ�v�P���]�•�•�µ���X������ 
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Select the Issue that is Closest to what you are Repor�ng.        
 

NOTE:  If you don’t see the a category that reflects your 
issue, �•���o�����š���š�Z�����K�š�Z���Œ�����µ�©�}�v and a box will be available 
to enter specific details. 
 
  
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
  �^���o�����š the Next ���µ�©�}�v to take you to next screen. 
 
  �^���o�����š the �����v�����o�����µ�©�}�v to S�š���Œ�š���K�À���Œ.  This will take you back to the Home Screen.   
  

    
Enter Addi�onal Details of the Issue if Needed.     
 

 
 

 
   
  �^���o�����š the Next ���µ�©�}�v to take you to next screen. 
 
 �^���o�����š the �����v�����o�����µ�©�}�v to S�š���Œ�š���K�À���Œ.  This will take you back to the Home Screen.   
 
�^���o�����š the �W�Œ���À�]�}�µ�•�����µ�©�}�v if previous informa�on needs to be corrected.   
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Upload any Atachment that may Assist with Explaining the Issue. 
 

    
 
 
 
   
   

 �^���o�����š��the Review B�µ�©�}�v to review informa�on entered before submi�ng.   
 
 �^���o�����š the �����v�����o�����µ�©�}�v to S�š���Œ�š���K�À���Œ.  This will take you back to the Home Screen.   
 
�^���o�����š the �W�Œ���À�]�}�µ�•�����µ�©�}�v if previous informa�on needs to be corrected.   
 

 

  
 
 
   

 �^���o�����š��the �^�µ���u�]�š B�µ�©�}�v ���L���Œ��Reviewing.   
 
 �^���o�����š the �����v�����o�����µ�©�}�v to S�š���Œ�š���K�À���Œ.  This will take you back to the Home Screen.   
 
�^���o�����š the �W�Œ���À�]�}�µ�•�����µ�©�}�v if previous informa�on needs to be corrected.   
  

NOTE:  Apple live photo format is not supported.  
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HOW TO ADD OR UPDATE COMMENTS 
���L���Œ���š�Z����Service Request �Z���•���������v���•�µ���u�]�©���������v����created�U���Ç�}�µ���Á�]�o�o���•���������v���}�‰�Ÿ�}�v���š�}����������Comments.   This is where you can ask 
�‹�µ���•�Ÿ�}�v�•���}�Œ�����������������]�Ÿ�}�v���o���]�v�(�}�Œ�u���Ÿ�}�v�������}�µ�š���š�Z����Service Request.       
                              
 From the Home screen �^���o�����š���š�Z�����W�Œ�}�����•�• ���µ�©�}�v���}�v���š�Z�����š�}�}�o�������Œ�X���� 
 

 
 

 
�^���o�����š the Service Request you would like to make or add comments.  
 
 
 
 
 
 
 
 
 
�^���o�����š the Comments tab.  
 
 
 
 
 
 
 
 
������  your Comments and press Enter. 
 
 
 
 
 
�z�}�µ�Œ��Comments will be posted and a history will be saved as comments are 
�����������X���������E�K�d���W�����Ç�}�µ�����o�•�}���Z���À�����š�Z�����}�‰�Ÿ�}�v���š�}��Delete or Edit the comments.    
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HOW TO TURN NOTIFICATION EMAILS ON OR OFF 
There are 4 emails that get generated to users.    You h���À�����š�Z�����}�‰�Ÿ�}�v���š�}���š�µ�Œ�v���š�Z�������u���]�o�•���v�}�Ÿ�.�����Ÿ�}�v�•���}�v���}�Œ���}�+�X������Remember, you 
can also go directly to �&�����]�o�]�Ÿ���•���D���v���P���u���v�š���W�Œ�}�P�Œ���u �š�}���.�v�����}�µ�š���š�Z�����•�š���š�µ�•���}�(���Ç�}�µ�Œ��Service Request.    

�x �d���•�l�����•�•�]�P�v�u���v�š�• – email informing the user if they are required to �����l�v�}�Á�o�����P�� or ���‰�‰�Œ�}�À�� a task.    (Not common) 
�x �t�}�Œ�l�G�}�Á�������Ÿ�À�]�š�Ç – email informing the user �š�Z���š�����v�������Ÿ�}�v���Z���•���������v���š���l���v�X�������d�Z���Œ�����]�•���v�}�������Ÿ�}�v���Œ���‹�µ�]�Œ�������(�Œ�}�u���š�Z�����µ�•���Œ�U��



Facilities Management 
Self-Service Request User Guide 

END USER TRAINING (8/23) FACILITIES MANAGEMENT   Page 11 of 11 
 

HOW TO CHECK STATUS OF SERVICE REQUEST 
After the Service Request has been submitted, you can check the status to see if a �t�}�Œ�l���K�Œ�����Œ has been ���Œ�����š���� or if there is 
more �/�v�(�}�Œ�u���š�]�}�v���E����������.     
 
Checking Status a�er Service Request has been S�µ���u�]�©���� via AIM T����.  
From the Home Screen.  Select Process and then select “ �z�}�µ�Œ �K�‰���v���Z���‹�µ���•�š�•�_. 
 
 
 
 
 
 
 
 
 
 
�^���o�����š the Aim T����.   
 
 
 
If you do NOT see anything under �Z�����}�Œ���•, this means it has NOT been ���‰�‰�Œ�}�À���� or 
���Œ�����š���� yet.   
 
 
 
 
 
 
Once the �t�}�Œ�l���K�Œ�����Œ has been ���Œ�����š����, you will see �š�Ze view �Á�Z�]���Z���]�v���o�µ�����•���� 
�t�}�Œ�l���K�Œ�����Œ���v�µ�u�����Œ.  
 
 
 
 
 
 
 
 
 
Checking Status a�er Service Request has been S�µ���u�]�©���� via ���‰�‰�Œ�}�À���o�• T����.  
You can also click the ���‰�‰�Œ�}�À���o�•��T���� and get a �Ÿ�u���•�š���u�‰ of when the �t�}�Œ�l��
�K�Œ�����Œ was ���Œ�����š����.    
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