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GUIDE FOR
CUSTOMERS:

The Facilities & Services
(F&S) Guide for Customers
is an outline for utilizing
F&S services and tools.
The guide features step-by-
step instructions on how

to perform such tasks as
submitting a service request
for maintenance work,
procuring construction
services assistance, and
checking the status of work
orders using the work order
status and work status
communications tools.

If you are unsure which
service is required for your
particular need, please
contact the Service Office
fsserviceoffice@illinois.edu,
217-333-0340. The Service
Office is the first point of
contact for F&S and can
assist in directing you to the
correct department. You
may also refer to the F&S
Website which explains the
basic services provided by
the organization.

Request service at my.fs.illinois.edu. For urgent

assistance, call the F&S Service Office at 217-333-

UniversityOflllinois
FascilitiesServices

9 UofIFS uofifs

Q UofIFS

0340. For additional information or questions,

email fsserviceoffice@illinois.edu.
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SUBMITTING A SERVICE REQUEST 3 All work at F&S begins with a service request. When you ask F&S to provide a service via the service request submis-
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Service Requests are made through the my.FS Portal. To gain access to entering service requests, you must fill out the
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rather than F&S. i i
WORK STATUS COMMUNICATIONS 12 Please referto the 4 Service Guide for
additional information.
Subscribing to Work Status Communications. .................. 12 ENTER DESIRED Type a date (mm/dd/yy) F&S will do its best to complete the work
. - . COMPLETION DATE OR on or before the specified date.
Selecting Buildingsand Options. ..ottt 12 Click Calendar icon; click desired date; Mot Recuired
. . . . . PRV : ot Require
Changing or Removing Options/Buildings ..................... 14 click “X” to close the window. d

ATTACH ANY Click the Attachment link in the upper Upload any files, such as bids,
ADDITIONAL left side of the screen and use dialog box agreements, and even pictures of issues
DOCUMENTATION to upload files. that can help increase process efficiency.

ADD CONTACT
INFORMATION

ENTER BUILDING
NUMBER WHERE
WORK IS TO BE
PERFORMED

Click the Add Contact link to reassign
Requestor and Primary Contact roles.

Type a 4-digit building number, i.e., 0001,
0022, 0123 or

Search using the building Look Up
function.

Click the Building Number to enter it in
the Service Request form. Click X to close
the Building Lookup window.

Entry Person and Requestor will be
assigned by default to the Netid used
to log in to the system. You will need
to assign a Primary Contact. The Entry
Person role cannot be changed.

This is a required field. The building
description will automatically display.
The Building Lookup window displays a
list in ascending numerical order.

Use the arrows at the bottom of the
window to scroll through the list.

To sort alphabetically, click Description.
Click again to display in reverse order.




I7 CHOOSE A ROOM
NUMBER

8 ENTER SERVICE
REQUEST
DESCRIPTION

9 CLICK THE
ACCOUNT TAB

Choose a Room number from the drop-
down menu*

If the list does not contain the required
room number

If the work is not being done in a specific
room

Please enter a complete description.
Example: if you submit a request for
problems with an air conditioner,
specify ifitis a:

+  Window unit

«  Centralunit

«  Standalone unit

«  Ceilingunit
Describe the problems - not cooling,
not running, leaking

Select the account to which the work
request will be charged

If the work request is an F&S
expense...

click the F&S Pays button.

If the work request is a department
expense...
Click a button to select the
account from the list of
Department or College accounts.

*Not a Requirement

Include it in the Description field (step 7).

Enter the location in the Description
field, i.e. North Entrance (step 7).

Incomplete information in the
description of work could result in the
request being delayed until all relevant
information is gathered.

If a piece of equipment has a number or
an I.D. asset listed on it please enter it
here.

If you need to be contacted for any
reason (schedule the work date and time,
contact must be on site for work, or the
craft and trades workers must check in)
please add this in the description line.

Please note that when you click on the
Account tab, the system defaults to the
Favorites list.

If no Favorite Accounts have been
specified, the Department or College
account listing must be selected in the
Show drop-down menu.

Please see the F&S Website if you do not
know if work is a departmental expense
or not.

If you do not have an AiM account,
please see Requesting a New AiM
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ENTER
ADDITIONAL
INFORMATION

SUBMIT

Enter any special information regarding
the work request.

Customer Reference:
Enter any alphanumeric identifier
Equipment Identifier:

Enter asset numbers or IDs associated
with any relevant equipment.

Customer Priority:
Enter your priority here.

Available/Restrictions:

Enter any specific times the area is
unavailable or any restrictions.

Access Method:
Enter any special

Anticipated Outage Notes:

Enter any information related to
potential outages.

Special Needs/Concerns:

Other Existing Work:

When the service request is complete,
click Submit Request

The fields on this tab are useful to both
F&S and the requestor to specify special
needs or directions involved with the
work order. Please use them to provide
as much detail as possible.

This reference is for departmental
tracking use. F&S does not use this field

Identifying equipment makes it easier
to determine who is responsible for
payment.

This tells F&S how high a priority the
work is to the requesting unit.

This tells F&S if there is a potential
scheduling conflict.

This tells F&S how the worker can
reach the area in which the work will be
performed.

If there are any issues regarding potential
utility outages, such as special health
needs or lab animals present, please

tell F&S before outage requests are
submitted.

Enter any special requirements or
concerns regarding the work to be
performed.

Enter any other work going on in the
building.

The system generates a service request
number which may be recorded for
future reference.




CONSTRUCTION PROJECT PROCESS

Campus customers have a variety of options for construction services delivery: In-house Crafts & Trades, Contractor
Services, and Job Order Contracting (JOC). Like maintenance work, all construction work needs to begin with a service
request.

When submitting your service request, it is important to include the description of the work, any special instructions,
and the preferred service delivery method.

In emergency situations, prequalified contractors can be contacted directly. In such an event, customers and contrac-
tors will still need to complete the regular Construction Services procedure.

ACTION RESULTS

-I Service Office processes the request Work order is created

Work order routes to to construction services Construction Superintendent creates a “Project”
in Aim, determines project delivery method
(Contractor Services, Job Order Contracting (JOC),
In-House Crafts & Trades)

N

Construction Superintendent assigns and
releases project to Project Coordinator

Project Coordinator works with customer to
develop project scope, estimate and schedule

Construction Superintendent reviews the
estimate with the Project Coordinator

Customer approves the estimate
Project Coordinator creates phases

Phases are released to contractor or Shop Foreman

Construction Superintendent creates contractor  Permit is released to the Project Coordinator,
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services permit contractor, and department

Project Coordinator works with contractor or Work is executed

shop foremen regarding customers desired

project schedule

At end the end of the project, Project System automatically closes the work order in two
Coordinator completes punch list, completes weeks if there are no obligations against it

project checklist, and completes work order Construction Superintendent receives approved

permit from the Project Coordinator or department

F&S PORTAL: WORK ORDER REPORTING

Work Order Reporting allows users to display all F&S current, open, and complete work orders. The tool provides the
option for sorting by building, shop, work order number, and a variety of other categories and filters.

ACCESS WORK ORDER REPORTING
1. Gotothe F&S Portal https://my.fs.illinois.edu/fsportal/portal/ and select the Login option.
2. Enteryour University Netld and Password (this is the same as your BlueStem/Nessie Login).
3. Select the AiM Work Order Reporting option from the left hand menu.

eoe M- < 0 & myfs.llinois.edu [ O m + O
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AIM Account Request  “welcome to my.FS

Asset

Car Pool Information about the contractors, rates, and the divisions of work in Contractor Services is available: Current FY Contractors by Division of Work and
T Current FY Contractor Rate Guide

Pronossl Information relating to Contractor Services Contractors expenditures against their current fiscal year Standing Purchase Order is here Current Expenditure
Division of Report

Res;

ULy The current Contractor Services RFP contract s avalable here Request for Proposal and a lst of the mandatory requirements that a Contractor must agree to
Email Utility be awarded a contract under the University's Contractor Services Program is here Mandatory. Requirements
Itores Use the step-by-step instructional video to help navigate through the Contractor Services Contractor Pricing Proposal application
Mobile

my.FS is the entrance to the on-line services provided by Facilities & Services, including:

Preventive
Haintanance « Making a purchase through iStores
[orlialPurchaas) « Submitting a service request
Request * Reserving a vehicle

rk Status
SeRdi, Login to the portal to

* Request a new AIM account

Secvice Raquest « Check the status of a work order

Voucher « Access the F&S Voucher application
Work Order Reporting * SUbSCribe o receive work order satus updates
Select an option from the left menu to access a service or log in to access the portal AIM applications.
/{\ For assistance, contact F&S Support Desk.

\ I you have questions about iStores or want to follow up on an existing order, please contact Associate Director of Shared Administrative Services, Director of

\ Stores & Recelving Travis Molitor tmolitor@illinois.cdu, 217-244-0139.

\ For assistance, contact F&S Support Desk.

\
\ Requests for user account access to the my.FS Portal can be made by completing a Request for User Account Form. Collaboration between AITS, Technology
\ Services, and F&S help desks will enhance customer service and efficiency with all units responding to these requests.
\
N .
SS %Give Feedback Clle on

S~< ————————

“Work Order Reporting”

Send your comments and questions to myFS@mx.uillinois.edu
Facilities & Services | University of Illinois at Urbana-Champaign

4. The Work Order Reporting selection and definition page will be displayed

Filter Selections

Jsaved Queries _kdsave Query 2 §un,@adry ¥ Clear Entries  # Export to Excel @ Help ~ Colu mn Selectlo ns
L=

mSelect All mDeselect All @WO Only Alworkorders @ #Add Filter Criteria (date value format yyyy-mm-dd)
Column Sort [ And/Or_Paren Column Operator Value Paren

Column Selection Grid

|
: S
~o . - User keyed data to be
R filtered by criteria
______________________________________ Resulting set paging
Send your comments and questions to myFS@mx.uillinois.edu Co n tro lS

Facilities & Services | University of Illinois at Urbana-Champaign




F&S PORTAL: WORK ORDER REPORTING

COLUMN SELECTION AND CONTROLS

Filter selections control meanings:
« AllWork Orders- displays Open, Canceled and Closed work orders
+  Open Work Orders- displays Open work orders only

Al Work Drders

PR
Cpen Work Orders
Closad \Wark Orders

DEFINE & RUN A WORK ORDER REPORTING REQUEST

+ Closed Work Orders- displays Canceled and Closed work orders

COLUMN SELECTIONS CONTROL MEANINGS:

Select All- selects all columns
Deselect All- deselects all selected columns

WO Only- selects only WORK ORDER columns (when selected, no phase information
will be available in any results produced by the user’s query)

1. Select the types of work orders to be included from the Filter selection control drop down list

ILLINOIS | Facilities & Services

3 Idsave Query 0 Run Query ) Clear Entries %) Export to Excel (@ Help

mSelect All mDeselect All @WO Only m #Add Filter Criteria (date value format yyyy-mm-dd)

Column Sort And/Or_Paren Column Operator Value Paren
WORK ORDER
lASSET
JASSET GROUP
IASSET TYPE
BLDG
BLDG NAME

Click on
desired entry

sleeee®

LR
LR

2. Select the columns of data for your query and the result set

COLUMN SELECTION GRID

Displays the columns of data that the user may select to Column Sort RS
be included in the selection set data returned by the user’s WORK ORDER 1 3 ldsove quary D wun query ) larentes 80 Export to st @il
q ue ry ASSET 0 SeIeAc;SA!TIDeSe\ect All @WO Only = ‘ AllworkA?'r:a/vsDr wan +Add F\Ite;j:::a oper:f::e value format “{lya‘:z-emm-dd) e
Clicking on an entry’s selection box will toggle the row ASSET GROUP 0 foserome : Clickon
between selected (if not checked) or not selected (if already ASSET TYPE 0 oreconr . desired entry
checked) BLDG 0 "PRe
. BLDG NAME 0

The user may also use the Column selections control to
select all columns, deselect all columns or to select the Work
Order only columns. 3. Click the Add Filter Criteria control (at least one filter criteria must be entered)
R ES U LT S ET pAG I N G Co N TRO L aed Qi kndsave Query 2 Run Query ¥ Clear Entries %) Export to Excel @ Help =
Depending on the user’s selections, multiple pages of results may be returned. The user _woo“mﬁ’w 71— T a——
can navigate through the multiple pages by using the Navigation controls at the top or b Click the “Add Filter
bottom of the results set displayed o moe Criteria” control

Current page of results will be shaded ~ ———————_____

Click to go to the previous page of the result set =777 ==—-___ R \\\

\\ \
. : Voo
Click to go to the first page of the result set —----—-____~ queries_dsove Query 2 Run Query 1) Gear Enries 8 Export 0 Excl
> M4 1 I 2 | 3 | b M : c’“' :R::L*.f.‘u‘m""m o o e ‘.Z,::‘:” ot - ‘fpeff.i;“'”e‘"'m“”JZ.T“’ s
Click to go to the page indicated ~~---ee_____ ~ A A resercon :
’,”’, //I :tgg NAME g
Click to go to the next page in the result set -7 d PR

The application requires that you must supply a building or building name filter entry if any of the following are
selected: SHOP, SHOP DESCRIPTION, ROOM, ASSET GROUP or WO CREATE DATE.




If required and building isn’t included in the filter you will receive the following message: 7. Click on a work order for more information in the BIRT Report Viewer.

WORK ORDER ASSET ASSET GROUP | ASSET TYPE BLDG BLDG NAME | CATEGORY CONTACT | ORDER TYPE PHASE BEGIN | |
NAME
10001972 0061 UNIVERSITY  REGULAR GERDES,  FACILITIES 001 1698 2 q
-7 e e Click the desired work
7’ WO Description
ildi ildi iteri / HERE AT UNI, CLASSROOM 205 HAS A WINDOW THAT KEEPS FALLING OPEN. CAN WE GET THE LATCH FIXED? - .
Please add building or building name filter criteria ! 10005428 0061 UNIVERSITY  DISPATCH  GERDES,  FACILITIES 001 1685 —— (o]} rd er to view more
1 HIGH SCHOOL BARBARA e~
\ WO Description P . . .
WINDOW WILL NOT LATCH AND IS STAYING OPEN IN THE 2ND FLOOR WOMEN'S RESTROOM. THIS IS CAUSING THE PIPES TO FREEZE. REF/10:10 ARTICE JAMES7ST *
\ YNDOW WiLL N 710:10 ARTICE JAMES detailed information
\ WINDOW WILL NOT LATCH AND IS STAYING OPEN IN THE 2ND FLOOR WOMEN'S RESTROOM. THIS IS CAUSING THE PIPES TO FREEZE. REF/10710 ARTICE JAMES /ST
\ 10005850 0061 UNIVERSITY ~ REGULAR GERDES,  FACILITIES. — = 002 1684
\ HIGH SCHOOL BARBARA _ ==
~ I -
~ —-—
S ————

Continue entering filter criteria until you have supplied the necessary entries to provide the desired returned
data set. 8. Highlighted fields in the BIRT Report Viewer indicate further details are available.

BIRT Report Viewer
i = =)

Showing page 1 of 1
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my.FS > WO Reporting Logout.

(Jsaved Queries krdSave Query 2 Run Query ¥ Clear Entries %) Export to Excel (@ Help University of lllinos "‘éﬁﬁ:z:;“’h’f‘r‘:zic%:
mSelect All mDeselect All @WO Only Alworkorders @  #Add Filter Criteria (date value format yyyy-mm-dd) Job Cost Detail Voucher
Column Sort And/Or_Paren Column Operator Value Paren Run Date: 0310972023
ORK ORDER 1 L] [ @ snor = 8]
o [¥Taw@ | @] suone ) = 8| e
o Banner Doc Ref: 0015BBBF
BLDG o Work Order: 10985212
PLDG NAME 2 UNIVERSITY LAB HS
KX Funding Code: NB223-015 Summary CFOP: 1-302947-223000-223000 |
R Fiscal Period | BannerDoc Ref | BannerDocld |  LaborCost | Material Cost | Contractor Cost | Equipment Cost | Total |
AUG 2023 | REEEER [amoosEa3 | 556.84] 50.00] 50.00] 50.00] 556.64
17 you have questions about charges, contact F&S Service Office at 333-0340.
For technical problems accessing this page, contact F&S Support Desk at 244-6350.
Summary Costs for Funding Code: NB223-015 CFOP: 1-302947-223000-223000 _ Fiscal Period: AUG 2023
. . . Labor Cost [ Material Cost Contractor Cost | Equipment Cost | Total
5. Su bm|t the query req uest by Cl|ck|ng the Run Query Co ntrol ,_) Run Query g:%grggg&mﬁiﬁ%gﬁss SEND A RESOURCE TO REPAIR THE BROKEN CHAIN FOR THE WINDOW SHADE ON THE FOURTH WINDOW ON THE EAST SIDE
Building: 0061 - UNIVERSITY HIGH SCHOOL (NONE)
[Phase: 001 PLEASE SEND A RESOURCE TO REPAIR THE BROKEN CHAIN FOR THE WINDOVY SHADE ON THE FOURTH WINDOW ON THE EAST SIDE OF THE
ILLINOIS | Facilities & Services [ROOM. THANK YOU,
Status: CLOSED Room: 0106M _Type: 12.01.20 Shop: CARPENTERS CFOAP: 1-302947-223000-142100-223000 _Asset: N/A -
[ 556 84] 50.00] 50.00] 50.00] $56.84]
my.FS > WO Reporting Logout. .
(Jsaved Queries kdsave Query 2 Run Query ¥ Clear Entries %) Export to Excel (@ Help Totals for Work Order| ss«s.m{ \ $0.00) $0.00] $0.00] $56.84]
10985212 \
,’ mSelect All mDeselect All @WO Only AlworkOrders @ #Add Filter Criteria (date value format yyyy-mm-dd) C li Ck th e €« R un Qu er » \
/ Column Sort And/Or_Paren Column Operator Value Paren y . -
/ /ORK ORDER 1 % B[ ) B 2 8] - Grand Totals] $96.84] \ 50.00] s0.00] 50.00] $56.84]
; E Bl o8 | g sz o — s - control \
] o L--
H o T \\
! o - \
BLDG NAME o - BIRT Report Viewer
- \
\ Hrn -== EEEY kT \
-
- Showing page 1 of 1
\ HarH - \
\ - \ University of lllinois at Urbana Champaign
\ - Y Facilities & Services
S - \ Labor Detail
S — Run Date: 03/09/2023

Example of the types
Banner Doc Ref: 0015BBBF . .
Work Order/Phase: 10985212/001 of further details which

Funding Code: NB223-015

ns/?;/':uzz i“ouw’su} RELvquAR } CARPENTER (02) } o %E‘ ' may be displayed.

[ [ Totals{ $56.84]

6. Ifthe queryis properly defined and there is available data that meets the selection filter criteria, the data will be
returned in the bottom portion of the display. Multiple pages of information may be returned and the user will
have to page up and down to find their desired entries.
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A EXPORT RETURNED DATA SET TO EXCEL

(Jsaved Queries kdSave Query 2 Run Query ¥ Clear Entries %) Export to Excel @ Help

mselect Al mDeselect Al GO Only Ao @ _opdd ke Creri (date vloe fomat yyy-m-) 1. Toexportareturned data set to Excel, click the Export to Excel control and when prompted select to save or

Column Sort And/Or_Paren Column Operator Value Paren
WORK ORDER 1 X7 © [ suLons e |- %’“5‘ ) d i l h l i d h
asser o X woe | 6w I ER— e Isplay the resulting spreadsneet
ASSET GROUP o
ASSET TYPE o
BLDG o ILLINOIS | Facilities & Services
BLDG NAME o
M411213]1415(61718191 M "
WORK ORDER | ASSET | ASSET GROUP | ASSET TYPE BLDG BLDG NAME | CATEGORY | CONTACT | ORDERTYPE | PHASE |PHASE AGE| PHASE BEGIN | | . SELAWO porti Lookt
NAME DATE |Jsaved Queries _kndSave Query 2 Run Query ¥ Clear Entries &) Export to Excel @ Help
10001972 0061 UNIVERSITY REGULAR GERDES, FACILITIES 001 1698
Lo o e FEEL EORED mSelect All mDeselect All @WO Only OpenWorkOrders @ +Add Filter Criteria (date value format yyyy-mm-dd)
HERE AT UNI, CLASSROOM 205 HAS A WINDOW THAT KEEPS FALLING OPEN. CAN WE GET THE LATCH FIXED? L—W Column, Sort o lnd/or Paren Column Dperator Value Paren
10005428 0061 UNIVERSITY  DISPATCH GERDES,  FACILITIES 001 1685 JORK ORDER 1 [__@Teuone = 8[oiss 8]
HIGH SCHOOL BARBARA ASSET o
WO Description ASSET GROUP o
WINDOW WILL NOT LATCH AND IS STAYING OPEN IN THE 2ND FLOOR WOMEN'S RESTROOM. THIS IS CAUSING THE PIPES TO FREEZE. REF/10:10 ARTICE JAMES /ST * *ASSEF TYPE 0
Phase Description
WINDOW WILL NOT LATCH AND IS STAYING OPEN IN THE 2ND FLOOR WOMEN'S RESTROOM. THIS IS CAUSING THE PIPES TO FREEZE. REF/10:10 ARTICE JAMES /ST BLDG 0
10005850 0061 UNIVERSITY ~ REGULAR GERDES, FACILITIES 002 1684 BLDG NAME o
HIGH SCHOOL BARBARA
WO Description 4112131 M
3RD FLOOR UNI HIGH, INSTALL ONE OF THE WHITE BOARDS THAT IS IN THE PC LAB IN JENNA'S CLASSROOM. IT IS TO GO ON TOP OF THE BLACK BOARD FROM THE | WORK ORDER
Phase Description 10000534

2D E1AAD 1INT MG TNGTAIL ANE AE THE WHTTE RAADNG THAT TG TN THE D | AR TN TENNA'S (1 AGSDANM TT TG TA 2N AN TAD AF THE RI ACK RAADN EDAM THE |




WORK STATUS COMMUNICATIONS

Work Status Communications is a self-service notification system which sends subscribers two emails daily; once in
the morning and the other in the afternoon. Each email details work order activity for a specified building.

SUBSCRIBING TO WORK STATUS COMMUNICATIONS

1. Gotothe F&S Portal https://my.fs.illinois.edu/fsportal/portal/ and select the Login option.
2. Enteryour University Netld and Password (this is the same as your BlueStem/Nessie Login).
3. Select the Work Status Communications option from the left hand menu.

ILLINOIS | Facilities & Services

5. Select the details that you want communicated to you by putting a check in the box(es) or choosing Select All.

WO Created

L~ s———o
~~

S~
S~
~

Phase Released
¥ Phase Assigned

Materials

Labor
@ Phase Complete
@WO Complete

Select All Deselect All

~
-~
- -
=< -

6. Click on Save Changes. Save Changes

Ao Welcome to my.FS
Asset
about the , rates, and the divisions of work in Contractor Services is available: Current FY Contractors by
Car Pool - Division of Work and Current FY Contractor Rate Guide
s%‘:«iﬁor Eicng Information relating to Contractor Services Contractors expenditures against their current fiscal year Standing Purchase Order is here
Current Report
Division of
Responsibility The current Contractor Services RFP contract is available here Request for Proposal and a list of the mandatory requirements that a .
G Contractor must agree to be awarded a contract under the University’s Contractor Services Program is here Mandatory Requirements C l ic k on « Wo rk Statu S|
e Use the step-by-step video to help navigate through the Contractor Services Contractor Pricing Proposal application p__ . . '
Mobile - my.FS s the entrance to the on-line services provided by Facilities & Services, including: ~~___ =TT COI nmunications
i), o Making a purchase through itores ===
- o Submitting a service request ==
Online Purchase o Reservingavehide ==
quest =
Work Status

Communications
Service Request
Voucher

Work Order
Reporting

Login to the portal.toi=
< « Request a new AiM account
« Check the status of a work order
o Access the F&S Voucher application
« Subscribe to receive work order status updates

Select an option from the left menu to access a service or log in to access the portal AiM applications.

For assistance, contact F&S Support Desk.

Seeo

Click on Details
Requested or select All

The buildings and the options selected will display in the lower half of your screen.

SELECTING BUILDINGS AND OPTIONS

4. Select the Building(s) you want information communicated about.

Netid: kjeden WO Created
Phase Released
Building: Desc: & ¥Clear Phase Assigned
Materials
Labor
Phase Complete . . .
10 Complte Buildings & Options
/
/
1
Building Description ‘WO Created Phase Released Phase Assigned Materials Labor Phase Complete ‘WO Complete )
0015 ENGINEERING HALL Y N Y N N Y Y !
0027 LINCOLN HALL Y Y Y Y Y Y Y !

Netid: kjeden

Building: 0025

Netid: kjeden

éesc: OLIVER ALBERT HARKER HALL

Type Building Number &
Click in Description Field

Type Part of Building
Name & Click Search

Building: Desc: | hall| |4 ¥clear
| S lcon
Building Lookup
Bldg | Description
0001 DAVENPORT HALL
0015 ENGINEERING HALL
0025 OLIVER ALBERT HARKER HALL i ildi
0026 ALTGELD HALL - CIICk o BUIldIng
0027 LINCOLN HALL e Number to Select
0043 GREGORY HALL ///
0054 DAVID KINLEY HALL /l
0058 GEORGE HUFF HALL ,/
0059 RICHARD D. AND ANNE MARIE IRWIN ,/
DOCTORAL STUDY HALL JRe
0060 SMITH MEMORIAL HALL 7
0064 F\ LOUISE FREER HALL 7
0065 ~4LLINT HALL _aF
0069 MUMFORD_HALL T
0078 SNYDER HALL ~ = === e ==
0079 SCOTT HALL

(_/




WORK STATUS COMMUNICATIONS

CHANGING OR REMOVING OPTIONS/BUILDINGS
1. Click on the Building Number in your list.

ILLINOIS | Facilities & Services

Y.FS > WO Communications
(@ Help

Netid: Kjeden WO Created
Phase Released
Building: Desc: S Clear Phase Assigned
Materials
Labor

Phase Complete
WO Complete
lect All_ Deselect Al

Click on Building

s -~~~ Number to Select
Building Description ‘WO Created Phase Released Phase Assigned Materials Labor Phase Complete ‘WO Complete ’I/
o ncomear v v v oo v o
F\\ //
2. Previous selection are now displayed in the top portion of your screen.
3. Add or remove checks as desired.
4. Click on Save Changes.
5. To Remove Building from list, choose Deselect All. Save Changes
6. Click on Save Changes.
& Cesealect All ]
Facilities & Services
II (@ Hel
‘\ Netid: kjeden WO Created S~o
\ Phase Released S~<
\, Building: Desc: S ¥clear Phase Assigne (e e L | o o ‘,
g |- SR - E——— STILL HAVE QUESTIONS?

Check out the website or request service at my.fs.illinois.

Save Changes

Click to Add or Remove . . .
suldng  Descption | WOCreed  PhaseRelessed  PhaseAssned  Meteris Labor PhaseComplets WO Complete 0 p tions edu. For u rge nt assistan ce, ca Il the F&S Service Office at
0027 LINCOLN HALL Y Y Y Y Y \

==~ Or Deselect All 217-333-0340. For additional information or questions, email

fsserviceoffice@illinois.edu.
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