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1.Getting Started

» Open the web browser and go to https://www.york.ac.uk/fmhelpdesk/ log in using your

University user name and password.

Enter keywords
®U
University | & to Z | Departments

Return to Directorate of
Estates & Campus
Services

Please login to our helpdesk software using your central University username and password.

» Helpdesk welcome

Username |

» Report a problem
»+ Bookings (Rooms /
catering / AY) Password

» Moves and mail

» Works going on around Login

campus

»+ Feedback and queries

» Contact us

2. To Report a Problem

» Open the “Report a problem” link, under the menu.

Enter keywards

Return to Directorate of Fac es elpdesk
Estates & Campus
Services
The facilities helpdesk is designed to act as a one-stop portal for all Fasilities Management and
My Helpdesk
related functions scross campus. You can find a list of the awailable functions below, and
v Report 3 problem thraugh the menu on the left hand side of this page My links

' My job requasts

v Bookings (Roornz §
catering / A FIXIT % BOOK IT w b My department's job requests.

+ Moves and rmail » My building's job requests
+ Report 3 problem + Book aroom

) Eststes Trades Screen
v Works geing on around

e + Reguest contractor's visit ticket + Book catering

+ Book audio visual [AY) equipment } Logout of the helpdesk
v Feedback and queries

b Contact us
MOVEIT & gatm fl Emergency faults

+ BGoods, furniture & office moves + Book catering [Cucina)

During warking hours (3-5, Man-Fri)

« Tisposal of equipment
b <M ) 01904 32 5555

+ Bulk mailing /|arge parcels (Estates helpdesk)
Al other times

b 01804 32 3333

(Security emergensy line)

These contacts are far emergency
faults only. For all other faults please

use this site to report it online.
‘ark.ac.ukffmhelpdeskimoyve-itimove/findesx. cfm
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» Type in key words describing the problem you wish to report or the nature of the service you

require.

Enter keywords

Return to Directorste of
Estates & Campus Report a problem

Services

Please start by typing the problem deseription (e.g. broken window)

+ Helpdesk welcame

+ Baokings (Roams /
catering / AM)

If you can't find the problem you're tving to report, click to shovw the entire list.

b Mowes and rmail

¢ Warks geing on sround
campus

+ Feedback and queries

b Contact us

5555
facilities

Alternatively please call us on extension 5555 and we'l be hsppy to help

My Helpdesk

My links
V My job requests
} My department's job requasts
+ My building's job requests

} Estates Trades Screen

b Logout of the helpdesk

Emergency faults

During working hours (9-5, Man-Fri)
+ 01004 32 5556
(Estates helpdesk
Al other times
» 01904 32 3338

(Security emergancy ling)

Thase contacts are for emergency
faulis only. For all other faults please

use this site to report it online.

> Select the appropriate option from the drop down menu, you will then be directed to a
maintenance request form (see “completing a maintenance request” form) or a webpage
containing further information regarding your service request.

> If for any reason you cannot find an appropriate option to select there is a link below the
search box which will take you to an A-Z listing of the service offering, alternatively you can
call the Helpdesk on extension 5555 for advice during normal working hours.

Enter keymords

@ University

Rt to Direct it f
Fatum to oremarate o Report a problem

Services

Flease start by typing the problem description (2.0, broken window:

' Helpdesk walcame

doar
} Bookings (Rooms -
catering / AV) Door opener adjustments
\ Moves and rmail Deoor won't close
+ Wiorks going on around Door won't open

carmpus
Deorbell fault

+ Feedback and queries

Deoors: Automatic deer not warking
! Gentact us Doors: Card lock not working

Deors: Digital lock nat working

Doors: Door handle faulty

Doors: Traditional key lock not warking
Fire exit doorwan't open

Oven deor faulty

Replace lock batteries

My Helpdesk

My links
b My job requests
¥ My department's job requests
¥ My building's job requests

b Estates Trades Screen

v Logoit of the helpdask

Emergency faults

During vorking hours [3-6, Mon-Fri]
+ 01804 32 5555
(Estates helpdesk)
Al other ti mes
v 01804 32 3353

(Security emergeney line)

These contacts are for emergency
faults only. For all other faults please

use this site to report it online
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3. To Complete a Maintenance Request Form

> A pop up screen will appear as shown below.

www.york.ac.uk/estates

» This shows if any other jobs in the same building/area with the same description have been

reported recently.

» Check the correct building location is displayed (by default initial location displayed will be
the one shown against your name on the University’s people database) you can select other

properties from the drop down menu.

» If there are no duplicate jobs click the “Create new job” button .

Checking for duplicate jobs...

+ Has your job alreacdy been reported?
« We found the following outstanding Deor won't close jobs in your building

Showing jobs in building |Ma\nter|am:e buildings (joiners) j
Fe
5 Room /
Se
Job number Space Code Status  Date reported Date started
' Hg

Mo matching duplicates found

If 0w cart find the problem you're trying to report, click to show the =ntire list.
» Moves and mail

v Warks geing an around
campus,

Alternztively pleass call us an sxtension 5555 and welll ba happyto help

+ Feedback and quaries

¢ Contact us

x

Expect completion on

If wou would like more detail on an outstanding job, please call extension 2555 and guote the job number

+ My building's job requests

} Estates Trades Scraen

+ Logout of the helpdesk

Emergency faults

During working hours (3-8, Man-Fri]
+ 01804 32 6565

(Estates helpdesi
Al other times
' 0180432 3333

(Feourity emergency line)
These contacts are for 2margency
faults only. For all sther faults pleass

use thiz site to rzpart it anline

» Complete all mandatory fields as indicated by the orange asterisk on the “Job detail screen”.

Job/fault report

Press w icon to search/change. Press | icon to clear.
is a mandatory field

| o

Requestor details

Contact/requestor: IMURR’AY, HELEN, hmm5

=X

preferred contact (if not same as above): |

preferred contact phone number: |

Job/fault details

Job description: Doar won't open

Building (enter code or name): |

==

Job location {enter room number or description): |

==

Details (e.g. describe exact location):

= E
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» The building field is a predictive list, start entering the building name or space code and
select the appropriate property.

» Alternatively click on the orange button with three dots and follow the instructions in order
to find the correct building code.

Job/fault report

Press _.] icon to search/change, Press ﬂ icon to clear,
is a mandatory field

4

Requestor details

Contact/requestor: IMURRAY, HELEN, hmma :.IE

Preferred contact (if not same as above): I

Preferred contact phone number: IB:ME

Jobffault details

Job description: Door won't open

Building (enter code or name): Ia\‘ ﬁﬂ

Job location (enter room number or description): C = -
A/’B ALCLHN COLLEGE ELOCK B Jﬂ

Details {e.g. describe exact location): A(C - ALCUIN COLLEGE BLOCK C
AJD - ALCUIN COLLECE BLOCK D
AJE - ALCUIN COLLEGE BLOCK E
AJEXT - ALCUIN EXTERNAL AREAS
AJF - ALCUIM COLLEGE BLOCK F
AJC - ALCUIN COLLEGE BLOCK G
m E AfH - ALCUIN COLLEGE ELOCK H
Af) - ALCUIN COLLEGE ELOCK |

> Next the location/space code needs to be entered, this is also a predictive list.

» Enter any information you know about the room, such as room number, room
name etc and a list will come up with suggestions.

> If you are still unsure of the exact room/space number, at the top of the list there
will be a code SO00 — Room number not known, this should only be used as a last
resort, non accurate information could lead to delays in response times. Please
complete the comment box at the bottom of the form with as much information as
you can describing the nature and precise location of the problem.
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Job/fault report

Press _.] icon to search/change. Press ﬂ icon to clear.
is a mandatory field

v

Requestor details

Contact/requestor: IMURRAY‘ HELEN, hrar5 ==

Preferred contact (if not same as above): I

Preferred contact phone number: |E44E

Jobffault details

Job description: Door won't open

Building {enter code or name): INB - ALCUIN COLLEGE BLOCK B :-Iﬂ
Job location {enter room number or description): |1[|‘ _.]ﬂ

Details {e.g. describe exact location): |A/B/010 - RESEARCH FELLOW OFFICE
AJES101 - RESEARCH FELLOW QFFICE
A/B/107 - STORE

ABf105 - RESEARCH FELLOW QFFICE

AJB/106 - RESEARCH FELLOW QFFICE
m @AIBHO? - RESEARCH FELLOW OFFICE
AJBf108 - RESEARCH FELLOW QFFICE -
ABF109 - RESEARCH FELLOW OFFICE

» Once you are satisfied that all mandatory fields and additional information have been
completed click “OK”.

» The confirmation page will then be displayed, please make a note of the “Planon job
number” this should be quoted in any future correspondence concerning the work request.

Confirmation page )
Planon job number: 1249960.00
Contact/requestor: HELEMN MURRAY
Preferred contact {if not same as above}:
Preferred contact phone number: G446
Job description: Door won't open
Building: A/B - ALCUIN COLLEGE BLOCK B
Location: A/Bf103 - RESEARCH FELLOW OFFICE
Reported on: 25/04/2012 09:57
Details: Test Test
0K
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4. Tracking Progress

> You can track the progress of your work request by clicking the “My job requests” link on
the right hand side of the page under the heading “My Helpdesk”

Enter keywards

Return to Directorste of
Eststes & Campus

Facilities Helpdesk

Services
The facilities helpdesk is designed to act as a one-stop partal for all Facilities Management and
My Helpdesk
related functions across campus. You can find a list of the available functions below, and
b Repe o Ereblom thraugh the menu on the left hand sids of this page My links
+ Bookings (Rooms £ 0 Clyjes reaest
0
catering £ AV) FIX IT 'x BOOK IT } My department's job requests
+ Moves and mail + by building's job requests
+ FReport a problem + Bookaroom
I A —— ) Estates Trades Soreen
+ Request contractor's visit ficket + Book catering

campus

+ Book audio visual [4v) equipment ! Logout of the helpdesk

v Feedback and queries

v Contact us
MOVE IT &8 eatir fl ST

5555
facilities

+ BGoods, furniture & office moves + Book catering [Cucina)

During war king hours (55, hon-Fri]

D | of it
+ Dispossal equipmer b 01904 32 5555

+ Bulk mailing /large parcels (Estates helpdesk)
Al other times
b 01004 32 3323

(Security emergency line)

These contasts are far emergency
faults only. For all other faults please

use this site to repart it online.
‘ark.ac.uk{fmhelpdeskimove-itfmave findes. cim



