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Customer Documentation for ARCHIBUS Request Work Process:

1. ARCHIBUS Sign in Page
Log into ARCHIBUS (https://archibus.uncc.edu/archibus) using your NinerNet credentials.

ARCHIBUS

2. Process Navigation: Building Operations Management

From the process navigation left panel view, select Building Operations Management module from the
slide out menu; then, select Building Operations activity and then Customer role from the list of menu
items.

ARCHIBUS Browse all
! s BUILDING OPERATIONS B Facilities Notification Customer >
MANAGEMENT
o @ ~dmin Supervisor >
Building Operations - <
% Asset Management B Background Data Administrator > . . .
Manage Conlition Assessments N Select Building Operations
Building Operations @ BES Operations Manager >
Management 3 Parking > Management mOdUIe;
@ Building Liaisen > HPH H
Capital Planning Recycling , then Building Operations
) @ Building Operations Auditor > ACt'Vlty from the Sllde out
Finance & BusOps Risk Management by
@ Building Operaticns Director ] menu.
{ Key Management . .
@ Building Operaticns Manager > The ||St Of aSSIgned r0|es
Motor Fleet . .
B Business Process Owner > Wl” d|5p|aY- SE|eCt the
Parki
R B Craftsperson . Customer role.
Project
Management @ Customer o
Real Estate B Document Manager >
Management
. Equipment Manager >

ARCHIBUS Browse all Customer
SERED BUILDING OPERATIONS B radilities Notification Customer > o e
MANAGEMENT
Favorites B Admin Supervisor 5 Work Request Console 1 s
Building Operations ¢
% Asset Management @ Background Data Administrator > Create Work Request
Manage Condition Assessments >
Building Operations @ BES Operations Manager > Request work Request Cancellation
Management Parking >
B  Guilding Lisison o Edit Work Request Description
Capital Planning Recycling >
@ Building Operations Auditor >
Finance & BusOps Risk Management > e
@ sBuilding Operations Director >
} Key Management Fr] Review Work Request Awaiting
§ Approval
@ Building Operations Manager >
=3 . Review Active Work Requests
@ Business Process Owner > & o
Parking . Find Work Requests - History
B Craftsperson > & d 4
Project Find Work Requests - Active
Management @ customer <
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3. Work Request Console — Request Work Form
The Work Request Console view will display. Select Request Work action located in the upper right corner

of the window.

Work Request Console

Partial Description

Work Requests

Request Work

/

Select Request Work
to display the Work

Request form

Filter

Refresh  §%] Export

The Request Work Form displays. Note that the Work Request form is divided into four sections for
easier viewing: Customer; Location; Description and Timeframe.

Several fields will pre-populate based upon the user account information. These fields include Requested
by, Requestor’s Phone #, Sub-Department and Department Code information. Unless these fields are

incorrect,you do not need to edit.

ARCHIBUS
Search
Favorites Request Work
Y Asset Management
Customer

Building Operations 5
Management

Capital Planning Requestor's Phone

§ Finance & BusOps
{{ Key Management
£ Motor Fleet

Parking

- Project
Management

Real Estate

Description
Management

Work Description”
Solution Templates

| Space Management

E= Training

UNCC Custom
Modules

Requested by DUFF, PAMELA (pduff)

Requested for

Department Code®

Sub-Department Code”

Receive emails when
status changes

Work Request Console

Location
Equipment Number

*

7046870552

Building Code®

0092

Floor Code | 01

Room Code | 122A

Problem Location

Employee user account information will
prepopulate the Request Work form

Timeframe

Event Name

Requested Completion Date

Requested Completion Time

3

0 x Q@
UNCCHARLOTTE

X

Request

Select Drawing

e.g. Football game, Graduation, etc

8/6/2021 ]

500 5:00pm
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4. Required Form Data

Before you submit the Request Work form, it is very important that you fill out as many fields as possible in
order for FM 311 to efficiently route the work accordingly and the FM shop to complete your request.

All fields indicated with a red asterisk (*) are required. In addition to the prepopulated required fields,
these required fields include Work Description and Building Code (if not correctly populated with the
needed building information for the specific request).

Description

Waork Description™

Red asterisk annotates required field

5. Using ARCHIBUS Search Features (Ellipses button, Filtering Data Lists, and Autocomplete)
a. Ellipse buttons

You may use the ellipse button (also called a Look-up button) located to the right of each field to
filter for information. After selecting an ellipse button (...), a data list of information displays.

Sub-
Department Department Employee
Code Code v Telephone v Building Code 2

SMITH, MATTHEW (msmit566)
SMITH, JAMES (jsmit811)

SMITH, SEAN (ssmit516)

SMITH, TA-MIA (tsmit357) 7043632526

SMITH, LERQY (lsmit287)

SMITH, SAKAVASIA (ssmit514)
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b. Filtering a Data List
To filter a data list, enter text into the search field and then select Enter on your keyboard. To
remove the search filter, simply select the small “x” located to the right of the search console.

@ * @

2 X

Work Request Console

ARCHIBUS

NG AR T
Search

Favorites

Asset Management

Building Operations
Management

Capital Planning
Finance & BusOps

Key Management

Building Code Building Name

Motor Fleet facilities

m, Parking

Project
Management

Facilities Annex Thre: ounds Greenhouse)

Real Estate
Management

Facilities Annex Four (Fuel

Facilities Annex Five (Grounds Stors

Solution Templates
Facilities Football Storage

Type your search criteria in
the column headings (mini
: ) and then select
<Enter> on your keyboard to
filter the data list.

Space Management Facilities Ops and Parking (FOPS)

Training

Facilities Annex Six (Recycling)

UNCC Custorn Facilities Annex Seven (Grounds)

Modules
Facilities Annex Eight (EHS)

Workplace Portal

Workplace Services

<

Building Code
pos ]

0055 Facilities Management & Police & Public Safety

Building Name

facilities

To remove the filter, select
the small "x" located in the
upper right corner of the mini
search console. The filter will
clear and the original data
list will display.
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c. Auto Complete Fields
The Request Work Form fields feature auto-complete functionality. When you start typing in a
validated field, the drop-down list will display possible values beginning with those letters.

Customer Cllck the
Requested by DUFF, PAMELA {pduff) selection from
. the list to
Requestor's Phone # | 7046270552
! populate the field
Requested for [ smith, g _}
Seoartment Code=  SMITH. G.DAVID (gsmith93)"1250 - 14105
SMITH, GAVIN (gsmit134) 2910 - 31400
SMITH, GENA (gsmit121) 2420- 27700
Sub-Department Code™ | gpury GINA (gesmith) 2091 - 12500
Receive emails when Mo
status changes
N ® Yes

You will be able to scroll through the list of options and select one of the values to populate the field.

Requested by DUFF, PAMELA (pduff)
Requestor's Phone # | 70468723975
Requested for | SMITH, G.DAVID {gsmith93)

6. Completing the Request Work Form

Populate and complete each field as needed until you have entered data into allthe
appropriate “required” fields in the Requestor and Work Location areas of the
form.

a. Equipment: You do not need to fill in Equipment Code unless you know the
equipment that is required to complete your work request.

b. Work Description: Before you submit your request, you will need to enter text into the
work description field.

The Work Description should be detailed enough so that FM 311 will understand the problem and
route the work accordingly to the correct Facilities Shop to complete your work request.

Description

wWork Description™ Owur lights are not working properly in the back, right corner of
the room. Wwe hawve had the light bulbs replaced recently in the
fixtures: howewver, that action did not resolve the issue. Please be
aware that there will be a large meeting in this room on Monday, e

Enter as much information as you can about your work request, as well as any details that
Facilities should be aware of (ex: construction, open wires, or classes, etc.). Information you

enter will determine the priority assignment to be entered by FM 311 team.
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c. Timeframe: The timeframe section allows entry of work such as Events to be scheduled. If
your request is an event type request that requires specified date and time to be completed,
complete this section. Otherwise, you may leave the Event Name field blank.

Timeframe

Event

Requested Completion

Mame

e.g. Football game, Graduation, etc

Requested Completion Date | 8/6/2021

Time | 5:00

d. Requested Completion Date: You may update the Requested Completion Date and

Time,if the work must be completed by a specified date (example: furniture move or

event setup).

Note: The Requested Completion Date field will automatically default to No Urgency: 4
weeks. This timeframe will be adjusted by FM 311 if the issue is determined to be

higher urgency.

e. Email Notification Option: If you do not wish to receive automated email

notifications when the work request status changes, select the “No” option for “The

“Receive emails when status changes.

Customer

Requested t
Requestor's Phone #
Requested fo

Department Code
Sub-Department Code
Receive emails when
status changes

y DUFF, PAMELA {pduff)

7046872975
SMITH, G.DAVID (gsmith93)

1250

7. Submitting the Request Work Form
After you have filled out the form, remember to Review the Entire Work Request to verify

everything was entered correctly.
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Once you have completed and
intheright corner of the reques

reviewed the form, click on the Request button located at the top
t work form. The request will be sent to FM 311 team for review.

Work Request Console

Request Work

Customer

Requestor's P! e#  T046878975

Requested for | SMITH, G.DAVID (gsm
Department Code® | 1250
Sub-Department Code” 14105
Receive emails when Mo

status changes
E ® Yes

Description

Work Description™

Requested by DWUFF, PANMELA (pduff)

oOur lights are not working properly in the back, right corner of Event Name
the room. We have had the light bulbs replaced recently in the

fixtures: however, that action did not resolve the issue. Please be
aware that there will be a large meeting in this rocom on Maonday,

Sz, @ * @

A X
Selecting the Request button will
submit the work request to the FM T
311 team to be reviewed and
routed to the correct FM shop
Location

Equipment Number

Building Code™ | 0055
1th3) Facilities Manager t & Pol
Floor Code | 01
Room Code | 123B Select Drawing

Problem Location | FIS team office

Timeframe

e.g. Football game, Graduation. etc

Requested Completion Date | 8/6/2021

=

Requested Completion Time | 5:00 5:00 pm

8. The Request Work Form Ov

erview Page

The overview page will list all of the information you have entered, as well as a work

request code that you will be abl

e to use for future reference.

WR Status Diagram

Status diagram
® O O O O
Requested Reviewed ssued Completed Ready to B
Work Request 2022001310 Work Request code Request Cancellation Update Description Print
for reference Work Request Overview page provides option to Request
a Cancellation, Update the Description, and Print. Option to Print
Customer Location
eque by DUFF. PAMELA (pduff) uipment Numbe|
* 7046878975 de | pp9z
R SMITH, G.DAVID {gsmith93) Fesie
De C 1250
Roorm Select Drawing
b-Department Code | 14105 View FAMs oblerr W FIS team office
Contact Info
Description
o eque: e 2022001310
Our lights are not working properly in the back, right corner of
the room. We have had the light bulbs replaced recently in the
fixtures; however, that action did not resolve the issue. Please be
Close

You are welcome to print out the Review page for reference by selecting the print workorder
icon located in the upper right corner of the screen.
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