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Submit Sign Request

1) Search for the Sign request type with a keyword or Select from the Request icons.

Home Process Setup Notifications @ Settings ~ Q Request Templates

Billed Services - Custom funding

{2 (@=]

Alteration Request Form Security Systems Alterations Keys and Cores Badge Access
Security Systems Building Sign Request
Coordinator
2) Populate the fields throughout the form.
. . SIGN REQUESTS
a) The contact information

will default to your

profile. If the contact Onsite Contact

person for the request

needs to be someone

different than yourself, Eull Hame

populate that person’'s— |  ReaDY Admin

information instead.

Email
aim@ready
Phone Number Help
(919) 555-1000
b) Enter the two-digit

depa rtment number Enter Two-Digit Department NMumber associated to provide funding.

that yOU Want the To find your two-digit department number, follow this link: https://ncadmin.nc.gov/media/7303/open

funding tied to this————»

request. o

c) Follow the link if you are unsure what your department code should be.
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ReADY- Submit Sign Request
AssetWORKS

END USER TRAINING GUIDE

d) Select the Property
where the sign is
being requested for.

Location Details

Click the dropdown Select the location for this sign request.
and bgglp to type iy =5
the building name or oG i
number. —

Additional location details | Help |

e) Enter additional

/ Example: Floor # 2, Room 202, in back corner
location details.

Simply type "N/A"” if

not applicable.

f) When complete, Click the NVextbutton.
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3) The requestor may choose up to 5 different types of signs, up to the quantity of 10 for each type. For

large orders or when helpful, printed lists of names or supporting files may be uploaded in the first
section of Work Details. All fields on this page are required.

Work Details

For large orders, please upload list of names or supporting details for the signs here.

Drop Files To Attach Or:

Browse

Select the sign type for the first sign

Cuantity:

Select the color for the first sign.

EX: Sign 1: White background with black engraved lettering. Sign 2: Black background with wh

Enter the exact wording for the sign.

EX: Sally Smith EX: See attached list

a) Ifthe requester needs
to enter another sign
type, they will select
“Yes” on this
question. An identical
sign select section will

appear.
& >

Are you ordering another sign?

O No

O Yes

4) Click NVextto continue.
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5) On this page there will be an estimated total for each of the 5 types of signs. This is only a per type
estimate that may sometimes require a call for a more accurate esiima/te

a) If an estimate for the
sign is not possible,
“$Call” will show in
the estimated total.
Additional fees will
incur and a more
complete estimate will
be provided after the
request is submitted.

6) Select whether you would
like to pick up your order
in person or have it mailed
via interoffice mail.

T
P

7) Select the departmental
account for funding.

8) Complete the
Department/Division name
and billing address
information.

9) Click NVextto continue.

Sign 1 estimate:

118

Funding Details

Pick-Up or interoffice Mail (Mail Service Center)?

Departmental account to fund this request

Account Management

Enter the name of the dept/division requesting this work.

Enter the billing address.

Enter the billing address_{line 2) or Mail Service Center number

City and State

Zip Code

Cancel
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10) Select the Review button to review all details of the request.

PLEASE MOTE: THERE ARE NO REFUNDS ON CORRECTLY-COMPLETED SIGMS. YOUR
DEPARTMEMNT WILL BE BILLED

FOR WORK COMPLETED/SIGMNS FAERICATED, PLEASE BE SURE ALL MAMES ARE SPELLED
CORRECTLY WHEN

SUBMITTING YOUR REQUEST.

Please continue to the next page to submit this
request.

Work Order Description

Sign Reguest:2” X & ENGRAVED DESK NAMEPLATE ON WALNUT BLOCK OR METAL DESK
HOLDER, Oty: 1 Color: Black with white text. Wording: Peter Parker

=

11) After fully reviewing all details on the final page, Click
Submitto submit the request.

12) The process is complete.
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