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Online Facilities Requisition

Logging Into Online Facilities
Requisition
1. Log into InsideND:

Open Web Browser.

Enter URL: http://inside.nd.edu

Secure Access Login

Enter User Mame: I

Enter Password: I

Click
IC

Hauing prablems logging in? Click
here,

Forgot your password?

Click the @ tab.

Under Staff Resources, select
the Facilities Requisition link.
The Customer Search page
opens.

wn

Starting a Facilities Requisition

Customer Request Search

Search] Insert ] Cancel]

1. Click Insert to open Customer
Request Insert Page.

2. Enter work request Information.

3. Click Save button to submit.

Online Facilities Requisition

Requestor: Name of
department making
request (system —
Oenerated).

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

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

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

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

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

Phone: Phone number
of person requesting
work.

Request

Request Number:
System-generated
reference number.

request.

Request Date: System-
generated date of work

Customer Request Insert

Save ) Cancel]Browse] Search)

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

Description: Specific
description of problem.

indicates
Required fiel

Shaded box

d

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

Logoff : TWEBER.1

Help Resources:
http://renovare.nd.edu/facilities

Budget: Leave blank.

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

Property: 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
List button to select, or typein
(sample format: 200000 12345
1234 12).

Extra Description:
Additional detailed
information about work
request.

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

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

Reference N Status QP
Requestor 1T
Phone e-Mail
Desired Date Jo1n17/2008 Ij Req Date 01/17/2005
Contact |TRACY WEBER
Phone I e-Mail |tweber1@nd.edu
Problem [ [ *
Description | Shop: Leave blank. Ind.lcea(;ef?eld
Shop ,74m requir |
Budge /
Region JND () Facility NCAMPUS | )
Property 7061 |j* Location I |_|
| :

Account [ Sub Code I\ |K
Extra Description =]

List button

d allowslookup
from alist

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

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




A Customer Request Search Logoff \BHARRIST
1. OpenCustomer Search Page. - Seren) T e Fields with an * beside them are required (call out boxes are shaded as well).
2. Enter one or more criteria —} — Fields with the’ m List button beside them allow a lookup and selection from
fields (note: Fields ARE case - N — list.
sensitive). 2 I —— - When searching criteria fields, an exact match is necessary.
I Location )

— 2 e D - 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.

3. Click Search] to view
Customer Request Browse £
screen.

- Fax any attachments (e.g., room setup layout instructions) to 1-8312 referencing
4. Click | View or Fdit | A Request No. from Facilities Requisition.

e

to see or change work order ﬁ Customer Request Browse Leaot orois - Arequisition may only be edited when the status is “OPEN”. Once it has been
i T “ACCEPTED” by Facilities Operations, it may no longer be edited.

5. Click S€arch) (o return to the B s s G ceman g gt e - You may not delete a work order. This must be done by an individual with

e E) us oy om I e w0t . L
Search Screen and / or | Save ) — administrator privileges.

i BRUCE ROOM IS on
) 1131 oPEN orr i wo L 1081
. TRACY on =
“Viow ) it
f . ) 1125 oPEN orr e, o O s 1061
to save cl 1anges after edltlng. e TRACY NEW on
Lics oRe e WEBER PROBLEM S CAMPUS el .
— vy O - Not%
View) Edit ) 1122  OPEN oI Vi, SREETE UND  Cavpus 1086
ROBLEM
. TRACY  NO POWER on
“Viow)_ Fdit
J 1ot OFEl ol WEBER OR LIGHTS SHD CAMPUS 2051
WATER
) TRACY on
View) Edit ) 1090  OPEN oI LEAKING. UND. 1061
weBER LEAONS cAMPUS
'WATER
o) i TRACY on
(T 10m _accerre o ey LA oso11sa 00 Py s 1051l
« 5

=l
H 200
. v Ew ﬁ Customer Request View Logoff :BHARRIS1

MAXIMUS
Erowsa Search] Edit | Delete

Request No 1091
Reference No Status OPEN
Requestor orr

Phone e-Mail

Req Date 10/22/2004 Desired Date 10/22/2004
Contact TRACY WEBER

Phone e-Mail tweberi@nd.edu
Problem POWER

Description NO POWER OR LIGHTS

Budget

Region UND. Facility ON CAMPUS
Property 1061 Location

sugg. Priority

Account Sub Code

Work Request WR Comment

;‘;{"j"‘eq”e“ WR Priority

Estimate

Extra Description o lights in my room

E|

dit =
L‘] ﬁ Customer Request Edit Logoff {BHARRIS1

MAXIMUS
Save ) Cancel)Browse) Search)

Request No 1091
Reference No Status oPEN

Requestor orr

Phone e-Mail

Desired Date fozzzoos () Req Date 10/22/2004

Contact [rracvweser

Phone 1 e-Mail [weberi@ndedu
problem [Fower ()]

Description [NoPOWERORLGHTS  *

Budget I

Region oo () Facility Joncampus [
BRI R locston [ 13|
Sugg. Priority [

o (7 |sibeade | [

Extra Description  [oo Lignes in my room ]




