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The ARCHIBUS FM 311 Customer Workplace portal view provides a new user experience and supports
mobile device use. The new customer portal provides the ability to easily and quickly submit work requests, motor fleet
vehicle reservations, project intake requests, key/card access requests, and space requests/discrepancies. Customers may
also easily check the status of their active requests and request cancellations. In addition to the new FM 311 Customer
Portal, users may continue to use the ARCHIBUS full desktop view at http://archibus.uncc.edu/.

**As of March 3, 2021, all customer submitted work requests will route directly to FM 311. FM 311
personnel will route work requests accordingly to the appropriate area or shop.

Section 1: New ARCHIBUS FM 311 Workplace Portal:

1. Accessing the FM 311 Customer Workplace Portal:
The sign in option for customers to ARCHIBUS FM 311 portal view provides a slightly different look.

To access the new workplace portal, go to https://fm311.uncc.edu/workplace/. Users will still use their NinerNet credential
to access the application.

C § htps/im311.unceedu/workplac BoQ o N o ;

1-EM311 ARCHIBUS
p/Vorkplace portal link

UNC CHARLOYTE,

2. NinerNet
user name

3. NinerNet
Password

4. Select Sign In
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2. FM 311 Customer Portal View:

Once logged into the portal, a list of options will display for user request submissions or the ability to review

previously submitted requests. The layout of the view and button selection option will depend upon the device
in use.

2a. Mobile view:
A list format for the request options will display for mobile device or a smaller screen view.

8 fm311.uncc.edu

-\~ FM 311
UNC CHARLOITE CUSTOMER PORTAL

WORK REQUEST

PROJECT REQUEST

Options:

Submit Work Request

Submit Project Request

Submit Motor Fleet Vehicle Request
Submit Access Request: Key or Card
Space Management: Request Space
Submit Space Discrepancy

VEHICLE REQUEST

LA IR

ACCESS REQUEST

My Active Requests Options — User’s
Active Requests:

SPACE MANAGEMENT

1. View all your requests and status
2. Reguest Cancellations (for specific
type requests if not gqueued for

MY ACTIVE REQUESTS billing)

2b. Desktop or Laptop view:
The icons will display in a larger grid format for desktop view versus the list shown above.

. FM 311 CUSTOMER PORTAL

Your ONE STOP SHOP for all Facilities r - FM is At Your Service!

WORK PROJECT
REQUEST REQUEST

VEHICLE ACCESS
REQUEST REQUEST

SPACE MY ACTIVE
MANAGEMEN REQUESTS
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3. Menu Button Options:
The Menu button = located in the upper right of the FM 311 Customer portal view provides users several options

when selected:

a. Home: Action button takes the user back to the original FM311 portal view when they are in another
screen.

ARCHIBUS: Takes user to the log in page for ARCHIBUS desktop version https://archibus.uncc.edu/
Help: Takes user to the FAQ page for FM 311: https://jira-fis.uncc.edu:8443/display/AM/FM+311+FAQs
d. Sign out: Signs user out of the FM 311 Customer portal view and displays the login view.

o T

. Upper Right Menu button
A — e eelected disoi
:"'-. ; = when selected displays

—
—

CUSTOMER

UNC CHARLOTTE  pogTal user options below:

our ONE STOP SHOP for all Facilities Mana

1. Home: Takes you back to the

_ main home screen FM311 portal:

hitktps:(ffm311 uncc. edufworkplacef

WORK REQUEST 2. ARCHIBUS: Takes you to the

Archibus 4E——
lagin page for full desktop version

https:/farchibus uncc eduy

PROJECT REQUEST 3. Help: Links to the FM 311 FAQ
e QR 1 e ot //ico-

fisuncc edu B443/display/AM/FM+
FL1+FAQS

VEHICLE REQUEST Sign Out E— - SIgN OUt: SiEns vou out of

Frd 311 Customer portal

ACCESS REQUEST

SPACE MANAGEMENT

MY ACTIVE REQUESTS
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4. My Requests:
All active request may be viewed from the My Requests option. Specific requests, Work Requests, Vehicle

Requests, and Access Requests, will have the option for a cancellation request to be sent to the area. The cancel

option will only display prior to the request being marked completed and ready for bill.

My Active
Requests:

All previously
submitted requests
will be organized by
the request type.

—

Home: The home button takes

My Active Requasts e . you back to the main home screen

Work Requests

P

e [ cancel ]
TOIOGIRTT * Approved
Your request vee subemicoed onc 12022019

tend

e [ cancel ]
- e & lwvuesd snd In Process
Yousr reque ve subereoned o 1073072009

Sawrma ta be s air leek i the front tires. Need repeir and s

- -

Project Requests

Yiow hive 3 Propect Redgueits

=

Fraject intake Form Testd # intake Draft

Arnscipatid Fuselsng [oooraste Only

FI5 pest propedt

A&y

Vehicle Requests

Weows harwe 1 Yebacke Brouers

Radeigh, NC - Sk Lo
Piclowps 03032027 st 0500 A%

Dropolf: 05102021 ey 0500 Phi

Confererce

o [ concer

Access Requests

Viou hinee 1 Ao Redgpeeit

Faciiivies Qps ard Parking (FOPE) - 1214 ® Perding
Fagusuted: D247 20070

igiting for Dapartrest Apprivs

a1 [ Cancel

FM311 portal:
https://fm311.uncc.edu/workplace

Cancel: The cancel option will
display only for requests when a
request to cancel can be
submitted.
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5. Submit a Work Request from FM 311 Workplace:
To enter a request from the Workplace portal, select the Work Request option.

On the Create Work Request view, enter the brief description of the issue and then location information.
Select the Next button to advance to the next screen.

. PR
4-22 Create Work Request

wednesday, February 24

The office is too cold. Please check.
— Submitting Work Requests:

[(C] 1. Enter the description in the field
provided.

Location

Facilities Ops and Parking (FOPS) -

2. Select to search for and add
o . 4 .o

3. Select floor and then room

associated.
1228 -

Select Next to advance to next
sCreen

After selecting Next, you will have the option to upload a photo and add additional location information and
comments. Select Send to submit the request forward or Back to go back to the previous screen.

= [.1]
4:35 Create Work Request

Wednesday, February 24

Upload Photos

+ + — An upload photo(s)

option is available.

This office in FOSP 1224 is freezing. See picture. N
— More details may be

added, if needed.

Select Send to submit the work request
~ ek or Back to go back to previous screen.
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Upon selecting Send, you will receive a notice that the request has been created.

. PM
4:53 Create Work Request
Wednesday, February 24

&

Work Request has been

created.

GO TO MAIN

6. Submit a Project Request from FM 311 Workplace:
When adding a project request from the Workplace portal, only the basic information will be entered. You will
be contacted later for additional information by Facilities Management project intake.

On the Create Project Request screen, you will enter the project name and description. Select next to advance
the next screen to enter the Sponsor name, the Customer POC, Building and budget information. After adding
the information, select Send to submit the Project Request to project intake.

50" 501™  (reateProjectR
4:59 Create Project Request Home e

Wednesday, February 24

WITHERSPOOM, MELAMIE (mewither) v

Project Request:

FIS office renovation TOBELMAN, DAVID (dtobelma) - Uee selection
Enter L options to add
Project contacts,
 Name o building, and
Facilities Ops and Parking (FOPS) - anticipated
funding amount.
Add 580 =q foot office space for FIS F1K - 350K A
personnel in FOPS.| _
Enter
| Project ]
Description .
Enter Project
5 Max
Select Next
to advance
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Once Submitted, a notice will display informing you that the Project Request was submitted.

. PM
5:02 Create Project Request
‘Wednesday, February 24

&

Project Request has been

submitted.

GO TO MAIN

7. Submit an Access Request (Card/Key) from FM 311 Workplace:
To submit an access request from the FM 311 Workplace, select Access Requests from the Home screen view.
On the Create Access Request view, select the Next button to enter a Room Access. The next screen will display
allowing selection of the Requested For (if other than person entering the request), and a Comments section.
Once these fields are completed, select Next to advance to the next screen.

10QM
519 Create Access Request

Wednesday, February 24

C M
525 Create Access Request

Wadnesday, February 24

CONTRACTOR ACCESS

Request aocess far & COnIFACION Of Someans
outside of the university

-
REQUEST CONTRACTOR ACCESS
-

ROOM ACCESS

To redust rOom ACoess for you of SoMeané
within the university, please click the Next
Button to continue

B
|

Select to submit
for Contractor
Access Request

Select Next if
request is for
building or
room access

Select to change
the Requested
DUFF, PAMELA {pduff) v - for if you are
requesting access
for someone else

Meed access o room 122C
Enter any comments

in reference to
access needed.

m Select Next to advance
®  {pthe next screen for

the Room Access
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On the Next screen, select the Building, Floor and associated Room for the access request. Select Next.
Review the policy statement and then select Send to submit the Access Request.

QM
5:38 Create Access Request

Wednesday, February 24

NTL
94l Create Access Request Home

Wednesday, February 4

Create Access
Request:

Faciliti Parki
et e it ' Select to search for

- and add Building

il ¥ Select floor and then
room associated.

122C ¥

Select to go

] SCreen

POLICY STATEMENT

By clicking send | agree to the terms set forth in
tne policy statement,

" r B Select Send
2 B Send thsubmit

After submitting the Access Request, a notice will display informing that the Access Request was submitted.

. PM
5 43 Create Access Request
Wednesday, February 24

©

Access Request has been

submitted.

GO TO MAIN
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8. Submit a Vehicle Request from FM 311 Workplace:
To submit a vehicle (motor fleet) request, select the Vehicle Request option on the FM 311 Workplace Home
screen. On the Create Vehicle Request view, select Driver name (if other than person entering the request), add
the number of personnel and select Next.

- Phll
5:51 Create Vehicle Request

AQPM
5:48 Create Vehicle Request

Wiednesday, February 24

Wiedresday, Februsary 24

car ,- Select vehicle
type

Accessories

W Blustooth? Adds 52 SEIECt anv
DUFF, PAMELA (pduff Create Vehicle Request: _ reguested
v -
: ; accessories
Select to enter driver e Ackds 35
name (if other than
listed)
DISCLAIMERS
Enter Number of The electric vehidles only have a 70 mile range
1 pEFSDI’II’IEl_ round-trip. You will need 1o recharge the vehicle
if going further. Mag of Citles in Bange
ACCESSOrIes are subject to avallability. Mo fee will
be charged if not available.
Select Next

Mext C* - to go to the tSEIecttNThxt
next screen - — o go to the

On the following screen, enter the vehicle type, accessories and select Next. On the next screen you will need to
enter the destination and purpose of trip and select Next to advance to the final screen.
On the final screen, select the pickup and return dates and times and update any estimated mileage.

Once you have entered all details, select Send to submit the Motor Fleet request.

- 2]
6:01 Create Vehicle Request

whsdnescliny, Febsuary 24

5:58 B Create Vehicle Request

Wednesday, February 24

Pickup
Wed, March 3, 2021 “‘- Select the Date
and Time for
Raleigh, NC 08:00 AM @ Pickup and for the

_ Enter destination and Return.
Return

Qut of State? select if out of state

Man, March 15, 2021 |
IT Conference
05:00 BM @ Edit Est./
- Enter Purpose of Trip h Calculated Miles
- P as needed.
- ; T8O
select Next Prasre s 0 80 ooy misimum feecepr for Blacec wehics

e “ﬁ to go to the Select Send
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After the Send button is selected, a notice will display that the Motor Fleet request has been submitted.

- PM
6:07 Create Vehicle Request
Wednesday, February 24

@

Motor Fleet Request has

been submitted.

GO TO MAIN

Note: Individuals listed as the Driver on a request will be able to view the request from within FM 311
Workplace Portal and also submit a request to Cancel the vehicle request.

A Cancel Vehicle Reservation popup will display to confirm. If the vehicle is being canceled less than 24 hours
prior to pick up a daily minimum charge will apply.

. APM
3:24 My Active Requests

Tuesday, March 2

Vehicle Requests

You have 6 Vehicle Requests

Ford Focus (PP3742) w

Outer Banks NC ® Submitted

Pickup: 03/12/2021 at 03:00 AM
Dropoff: 03/17/2021 by 09:00 AM CANCEL VEHICLE RESERVATION

Sand N laptop study

Do you want to cancel your vehicle reservation for orlando,
florida on 03/03/20217

. NOTE: Motor Fleet requires a 24hr cancellation notification - A
Raleigh, NC ® Reserved daily minimum charge will be applied for cancellations within
this time frame.

Pickup: 03/03/2021 at 08:00 AM

Dropoff: 03/15/2021 by 05:00 PM

IT Conference

DODGE Grand CARAVAN (PP8698)

san francisco, california ® Reserved

Pickup: 03/03/2021 at 08:00 AM
Dropoff: 03/10/2021 by 05:00 PM
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9. Submit a Cancellation Request from FM 311 Workplace: (For work requests)

When requesting a cancellation from the FM 311 Customer view, enter a reason for the cancellation request

and then select YES.

Any cancellation request submissions will be sent to the shop for review.

CANCEL WORK REQUEST

Would you like to request cancellation for WR 20200190807

A Reason for

Cancellation must
— be entered when

submitting

request to cancel.

Select YES to
submit the
cancellation
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Section 2: Customer Work Request Console View Updates
Changes to Request Work view (Full Desktop View: https://archibus.uncc.edu/):

1. Work Request Console (Building Operations -> Customer or Building Operations ->Building Liaison)
When customers create a request for service or maintenance issue from the Work Request Console->Request
Work view, they will notice a scaled down form view requiring less information to submit the work request.

Accessing Work Request Console: To access the work request console, customers will select the Building

Operations Management module, Building Operations, and then Customer role (or Building Liaison role).

A ARCHIBUS

4. Building Operations Management

4. Building Operations
4. Customer

Work Requests

[# Work Request Console
Create Work Request
Request Work Request Cancellation
Edit Work Request Description

Reports

Review Work Request Awaiting

- Approval

1. To Request Work from the desktop
wview, select the Building Operations
Management module, then Building
O perations view.

Mext, select Customer role or Building
Liaison role, if you hawve the role

Then, select the Work Reguest
Conscle task.

After the user role displays, select Work Request Console. This view will display all work requests submitted by
the customer organized by current status. Selecting a status will display all requests associated.

4. Building Operations Management

4. Building Operations

4 Customer Work Requests

0 selected

Work Requests
Work Request Console
m Create Work Request
m Reguest Work Request Cancellation
W Edit Work Request Description

e
b Requested

 Submitted
Reports 20271000 - CERVE MOTOR FLEET DUFF, PAMELA (pduff) Driver: DUFF, PAMELA (pdu
2021000583 WAOTOR FLEET DUFF, PAMELA (pduff] Dviver: DUFF, PAMELA (pduff),
Review Work Request Awaiting = L - UFF PAMELA (pdu - DUFF, PAMELA (pdur)
Approval 2020019078 BES-TILE

Review Active Work Requests

Find Work Requesis - History

Find Work Requests - Active

Find Work Reguests - All

Asbestos Tracking

Review Event Work Requests
Equipment Work History
Eguipment Preventive Maintenance
View Equipment

» Approved (1)
b Reviewed (6)
b Issued and In Process

E[EEEEEEN N

Hegquest I'ype

(3)

- Reguest Work  Filter  Refresh

Select Request | Export
Work to create a

new work request

em
& 0

equesied DY

Description

All work Requests will be organized
within the Console by status.

Selecting a status will display the
work requests currently in that
status.
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2. Request Work form:
To enter a new work Request, select Request Work action button located at the top of the page.

PDUFF - er

Work Requesis Solect REq uest Work to - Request Wark Filter Refresh %] Export
- create a new work reguest

» Req ues;t-e.t-'l- ;‘I-‘I;
 Submitted (2)

The Request Work form will display. The form has four required fields:
1. Dept Code: 4-digit department
2. Sub-Dept Code: 5-digit organization unit
3. Work Description: text field describing the details of the problem
4. Building Code: 4-digit building code associated with the bldg. name

Form Fields: Complete and update the form by using the blue ellipse buttons for validated fields.
Fields where text may be directly typed in are Work Description, Problem Locations, and Event Name (if request
is for an event support or set up).

Request Work Request
U B Local
by DUFE PAMELA (pduff)
©= T0403/0332 &* 0055
" 2091 : Fioor Code |02
22805 Select Drawing
13910
¢.g. Football game, Graduation, eic
¢ |3110/2021
a0 2:00
Required fields (*):
1. Dept 2. Sub-Dept 3. Work Description 4. Building Code Close
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Changing Bldg. Floor and Room: To change the bldg. code, floor code and room code, click Select Drawing
located within the Location section of the Request Work form view.

When the Select Room view displays, type in the bldg. name or code to filter the buildings. Select the floor of
the building needed to display the drawing

The floor plan
drawing will display.

Adding selected bldg. floor, room to the form: Click to highlight the room needed from the floor plan view.

Type in bldg. name arecn
or code and then
select the floor of the

selected bldg. from T
the list.

floor and

A [;1 é; Click Select
|

Drawing to
update bldg.,

room location

1-]

TTITH

] &

Select the Add Selected action button to add the highlighted room to the Request Work form.

Ravpast Wk

Tacibtias Show &l

DOSF Facidrtes Managerment &

Poboe & Public Safety

D055 Faciries Annex One (-

Budding|

0081 Faciities Annex Three

[Grourds Greenfouse:

DOED Facitties Annex Free (Grounds

Stomage

DOB4 Faciites Football Stomage
4 PR Faecdities Oget il Parkiesg

O]

1]

| 10800 - vending
11100 - sl Services
15200 - Parking & Transportation

[From Drawing  From List
Fort Size il

d

Click the desired
room location on

the floor plan view,

I1_._| -

and then click Add o
Selected
Add Sedacted
5|
|
i 'l s I, -
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OnelT: Facilities Info Systems

The building, floor and room selected will update on the Request Work Form.

uest Waork Request
g

The updated bldg.,
. floor and room will

* 13910 display on the
Request Work form.

Select Drawing

Submitting Request Work Form: Once the form fields have been completed (especially any required fields),
select the Request action button located at the top right corner of the screen.

Request Work Once all required fields are complete and any additional

information entered, select Request to submit to FM 311

Customer Location

Request

Code* | 0092

Code 1224

office

Fleaze check

n* | Office is too cold

Select Drawing

Your work request will be sent to the ARCHIBUS FM 311 queue, who will route the request accordingly to the
correct Facilities Management area or shop, or to the department for approval, if deemed to be reimbursable

work.

If FM 311 personnel have any questions or need clarification about the work requested, they will contact you

directly.

FM 311 contact information for any questions:
Email- fm311-group@uncc.edu
Phone- 704-687-1311
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