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Electronic Service Reguest

A better way to ask for help!



Use the ESR to do the

following:

sSubmit a service request
electronically to the
facilities/engineering department

mRecelve confirmation that your
request was received

mCheck the status of existing work
orders

mReview all previously open:or: closed
Work orders




SubmMItting a reguest:

Access the Engineering ESR program
by clinking on the following icon on
your computer. desktop:

Enter your basic information (name,
phone and email address)

Enter your service reguest information

Recelve confirmation hardcopy and/or
email



Submitting a FEQUESLE: Basic Information

Select the
location from
the drop down
boxes

Enter your fist
and last name.

Put in your.
email address
and select your.
default cost
center or.
department

Select:PDF as
the report
format.

Click the
“UPDATE”
pbutton to save
the settings.

Example:
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Electronic Service Request - A component of Event Manager

PAR

INFORMA

Service Request My Requests Reports Downloads

User Profile

Service Request  (§)
g Mew Request Default Location @ |Memaorial Hospital
om User Settings |
&, Reprint Work Crder
+ Check Status

Major Location : | Memorial Hospital

Minor Location : | Memaorial Hospital

My Requests 53] Default Settings
= Open Work Orders

= Completed Work Orders Extension : 3554

MName : Maria Sanchez

Reparts ® Email : msanchez @hospital.com

B standard Reports Cost Center : 764200 - Radiation Oncoloy +
B Custom Reports
BT New Schedule Repart Reports as : ORich Text ®PDF

EX Schedule Repart List

Downloads ¥
»=z Download Acrobat Reader
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Sulbmitting a request: problem description

Example:

= Electronic Service Request - Windows Internet Explorer
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Service Request

Electronic Service Request - A component of Event Manager

My Requests Reports Downloads

Service Request  (§)
g Mew Request

o User Settings

B, Reprint Wark Order
+7 Check Status

My Reguests @
F= Open Wwork Crders

R Completed Work Orders

Reports @
B standard Reports
B Custom Reports
E2 Mew Schedule Report
EY Schedule Report List

=

Downloads ®
= Download Acrobat Reader

Electronic Service Request [Memaorial Ho

Create a New Work Order
Name Maria Sanchez
Extension

Minor Location | \lemorial Hospital

Cost Center 764200 - Radiation Oncology

Location Main building. 3rd floor, west wing

Equipment
[Optional)

Workgroup Building Maintenance v
{Cptional)

Problem the lights in the hallway are not working

msanchez @hospital.com
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Name, ext., and
cost center- are
already fillediin.

Enter a location
SO that the
engineer. can find
you.

IT you have a
equipment
number, please
enterit.

Pick the
workgroup that
you want the
request to be
routed to.

Enter your
problem

Click Submit.



Submitting a request: receve confirmation

Example:
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4.

After submitting
yOUr request,
you will'be
presented with a
Copy. of:your.
work order.

A work order.
NUMDEF: 1S
assigned. Use
thissnumber to
communicate
with the facilities
department.

The Engineering
department
receives the
request at the
same time.

No need to call!



\/erify /[ re-print work: order:

Example:

{= Electronic Service Request - Windows Internet Explorer B@@

1 lLookupan
existing work
order by clicking
the “Check
Status” link on

""" the left toolbar.

2. Enter a “known”
work order
number.

3. Ifithe number Is
Check The Status Of An Existing Work Order val Id, a Co py Of
. Wrk Order No. the work order
B custom Reports will be presented
again.

Electronic Service Request - A component of Event Manager
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Service Request (3

=f Mew Reguest
yn User Settings
8, Reprint Woark Crder

1+ Check Status |

My Reguests @
f= Open Work Orders

& Completed Work Orders

= E& Adobe Acrobat Standard - [ReportView]1]. pdf - Linked File]
[ Mew Schedule Report

[% Schedule Report List

Downloads @ A B Date Issued: 01062009
Download Acrobat Reader | ’ FRCTEERING DR WoRR oRoR
-
Work Order N 148483 Equipment No.:
Requested By: Maria Sanchez : AsE Desc
Priority: Routne
764200 - Radiation Oncology

Location: Main building, 3rd floar, west wing
Miz Madel X
Elec Panel: Emergency Pur: Area Served:

Praslem: the lights in the ballway are not working

ctniry Informatien:  (Reserwed For Maintenance Deparnmest)
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\/IEW eXIStING OPEN WOIK OrCers

Click “Open
Work Orders”
on the toolbar on
the left

All'open work
orders submitted
by the current
USEr are
displayed.

Scroll right, left,
up, down to see
MOre:

Click on the
work order
number to vView
a copy of the
work order.

Example:
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Electronic Service Request - A component of Event Manager

PAR

INFORMA

Service Request My Requests Reports

Service Request  (§)
g Mew Request
L User Settings
&, Reprint Wwaork Order
4+ Check Status

Work
Ord. #

148483

) Hang cork bull
S———— : % Ifonso for
147654 e - '

147206
147200

My Requests @
=i Open Work Orders |

& Completed Work Orders

Reports ®
B Standard Reports
B cCustom Reports
2 Mew Schedule Report
2 Schedule Repart List

Downloads €2
« Download Acrobat Reader
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\/1ew closed WorK orders

Click “Completed
Work Orders” on
the toolbar on the
left

All'completed
work orders
submitted by the
current user are
displayed.

Scroll right, left,
up, down to see
MOre:

Click on the work
order number to
View a copy of the
work order.

Example:
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Service Request (§) Close Work Order List

gf Mew Request
o User Settings
B, Reprint Work Order Problem
+ Checl Status . 2008 Floaring in nu tion on 2 south is
My Requests @ coming up an
=5 Cpen Work Orders S L&D
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E standard Reports

E cCustom Reports J20/2008
[2 Mew Schedule Report :59:00 PM
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Downloads €3] - :50:00 PM
.= Download Acrobat Reader 2008
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© Copyright 2006 Paradigm Information Systems, LLC.

@ Internet



Ihat 1s 1t!

s ['he Engineering department will
have a copy of your request

= [here IS a unique request or: ticket
number assigned to you and your
problem. Refer to it when you call.

= [ his will replace the paper work
order form. No More Paper!

mPlease share this will all' employees at
the facility.



