Instructions on how to submit work request:

· Go to Facilities Operations home page http://www.uncp.edu/fo/ and click on the link that is located on the right hand side under Related Links that reads “Send A Work Request”.
· Once you click on that link, you will be directed to the new work order system login screen.
· User ID:  R5REQ    Password:  12345, then click “Log In”. 

· A screen will appear; in the upper right hand side you will a tab named Work.  Move your cursor over it and you will be given 2 options:  Create Work Request and View Work Requests.
· To submit a new work request, click on “Create Work Request” and to view a request click on “View Work Requests”.
· If you click on “Create Work Request”, you will be directed to the Create Work Request Screen.  This is where you will fill out your request.

· The screen will look like this:
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· You will need to fill in the following boxes:

· Requestor Name

· Contact Number

· Description

Equipment Selection Instructions 

1) Once you reach the equipment box you simply click the look up key. 

2) Go to the "Quick Filter" box to the far right and type in your facility number using the document provided and click "RUN". 

3) Select your desired location and then click OK. 

4) You will be sent back to the work request and at that time and will type in comments if needed. 

5) Once your comments are in and your request is complete click SUBMIT.  
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If you need help with submitting a work request, please feel free to contact me at ext. 4056 and I will be glad to walk you through the steps.
Thanks!!!

Tawanna Locklear
Type your building number here and click the little man to the right.











