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1) From the Home screen, Click the Process (ReADY tool bar)

Maintenance

*

Facility Management

Engage Request

Q Request Templates

HVAC

Carpentry

Electrical

Custodial

Click on your open
requests and select
the request that you
would like to add an
attachment to.

Awaiting Your
Review

Your Open
Requests

Your Watch List

Your Closed
Requests

All Requests

Edit Filter Your Open ——
[4] Requests = Sl

Last Month

Issue reported:Lights out
41946 John Felix 09/26/2023

Elevator

Landscaping

Issue reported:HVAC
equipment noise issue
41945 John Felix 09/26/2023

Issue reported:Elevator not
responding
41944 John Felix 09/21/2023
Plumbing
41943 John Felix 09/20/2023
PLUMBING SVCS work at
property RCC106 -
ADMINISTRATION BUILDING -
116 WEST JONES STREET
41942 John Felix 09/20/2023

Plumbing
41941 John Felix 09/20/2023
Sign Request

41940 John Felix 09/20/2023

Older
Issue reported:Recycle -

Empty/Pickup Bin

41939 John Felix 08/08/2023

Issue reported:Supplies
41938 John Felix 08/07/2023

Locks & Security
Maintenance

Q Processes

Issue reported:HVAC equipment noise issue

41945 John Felix

Workflow

Crore Work e

Details | Attachments ) Approvals  Comments @  AiM

Select the issue you are reporting.

Noise Level
Select any of the following special considerations that apply:

Select the location for HVAC maintenace.

Property:

(RCC109) COURT OF APPEALS BUILDING - 1 West Morgan Street
Floor:

BASEMENT

Location:

(155) Mail Room

Additional location details:
Basement Maintenance closet

Work Order Description:

A 20f18 v

09/26/2023
08:55 AM

HVAC equipment noise issue - TEST WO - Noise coming from somewhere. Lacation

Details: Basement Maintenance closet
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3) Select the "Attachments” tab.

Awaiting Your Edit Filter Your Open P— A 20f18 v
. a Requests
Review

Home Process Setup Notifications {) Settings ~

Last Month
Issue reported:HVAC equipment noise issue ~ 09/26/2023
Your Qpen 0
0 Issue reported:Lights out . 08:55 AM
RS 41946 John Felix 09/26/2023 41945 John Felix
Your Watch List Issue reported:HVAC Workflow
equipment noise issue
Your Closed
41945 John Felix 09/26/2023 Create Work Order
Requests

Issue reported:Elevator not
All Requests responding

41944 John Felix 09/21/2023 Detalls Approvals Comments(J AiM
Plumbing ]
41943 John Felix 09/20/2023 i Drop Files To Attach Or:

PLUMBING SVCS work at

property RCC106 -
ADMINISTRATION BUILDING -
116 WEST JONES STREET

4) Here, you can drag and drop files or photos related to the request. You can also click “Browse”
to select the file from your computer files.

Details = Attachments fJ  Approvals Comments|J A

Drop Files To Atta

Browse

AssetWorks Proprietary and Confidential Page 3 of 4



ReADY- Add a Document to a Work Request
ASSQtWOIRWLgS END USER TRAINING GUIDE

5) Each file added will be previewed below. These files can be seen and downloaded by anyone who
has View/Edit privilege to the request.

Details = Attachments [fJ] Approvals Comments [[J  AiM

Crop Files To Attach Or:

Browse

2000px-Seal_of_North_Carolina.svg.png

6) Files can be removed from the request by clicking the “Delete” icon.

7) Process is complete.
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