
 
 
Online Facilities Requisition 
 
Logging Into Online Facilities  
Requisition  
1. Log into InsideND: 

Open Web Browser. 
Enter URL: http://inside.nd.edu 

 
Enter  
Enter  
 
Click  
 
 
 
2. Click the                tab. 
3. Under Staff Resources, select 

the Facilities Requisition link. 
The Customer Search page 
opens. 

 
Starting a Facilities Requisition 
 
 
 
 
 
1. Click Insert to open Customer 

Request Insert Page. 
2. Enter work request Information. 
3. Click Save button to submit. 
 
Help Resources: 
http://renovare.nd.edu/facilities 

 
 
 
 
 
 
 
 
 

Online Facilities Requisition 

Shop: Leave blank. 

Request Number : 
System-generated 
reference number. 

Reference Number : 
User-defined reference 
number. Used for 
personal work logs. 

Requestor : Name of 
department making 
request (system –
generated).  

Desired Date:  
Requested completion 
date (defaults to today). 
Click List button for 
calendar. 

Contact:  Name of 
requestor.  May default 
to department-defined 
requestor name. 

Phone:  Phone number 
of person requesting 
work. 

Problem:  General 
problem category from 
list. Click L ist button to 
select, or leave blank. 

Phone: Phone number of 
requesting department 
(system-generated). 

Descr iption:  Specific 
description of problem. 

Region: General work 
location (defaults to 
UND for on campus). 
Click List button to 
select from list.  

Proper ty: Campus 
building number 
(defaults to department 
requestor building). 
Click List button to 
select from list. 

Account: Leave blank for building-
funded work. Enter FOAPAL for 
departmentally funded work. Click 
L ist button to select, or type in 
(sample format: 100000 12345 
1234 12). 

Extra Descr iption: 
Additional detailed 
information about work 
request. 

E-mail: Requestor 
personal e-mail address. 
May default to 
department e-mail. 

Status: System -
generated current status 
of request: Open, 
Accepted. Rejected. 

E-Mail: Requesting 
department e-mail 
address (system 
generated). 

Request Date: System-
generated date of work 
request. 

Facility: Property’s 
general vicinity (e.g., 
“On Campus.” ) Click 
L ist button to select 
from list). 

Sub code: Required but 
not used by system. 
Click List button to 
select “NA-1”  from list. 

Shaded box 
indicates 

Required field 

Budget: Leave blank. 

*  indicates     
required field 

L ist button 
allows lookup 
from a list 

Location: Specific room 
number in property 
entered in Property field 
to left. Click L ist button 
to select from list. 



Notes: 

Search for Facilities Requisition 
1. Open Customer Search Page. 

 
2. Enter one or more criteria 

fields (note: Fields ARE case  
sensitive). 
 

3. Click               to view  
Customer Request Browse 
screen. 
 

4. Click                  or                     
 to see or change work order 
 

5. Click                to return to the  

Search Screen and / or  

to save changes after editing. 

Impor tant Information: 
·  Fields with an * beside them are required (call out boxes are shaded as well).  

·  Fields with the         List button beside them allow a lookup and selection from 
list. 

·  When searching criteria fields, an exact match is necessary. 

·  For Emergencies call 1-8888 – An emergency is defined as any situation where 
there is an immediate risk of injury to people, or potential damage to property or 
structure. 

·  Fax any attachments (e.g., room setup layout instructions) to 1-8312 referencing 
Request No. from Facilities Requisition. 

·  A requisition may only be edited when the status is “OPEN”. Once it has been 
“ACCEPTED” by Facilities Operations, it may no longer be edited. 

·  You may not delete a work order. This must be done by an individual with 
administrator privileges. 


