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Access the Aggie Facilities Homepage

There are two ways to log in to the system:

1.  Open a window on Chrome or Internet Explorer and type
https://aggiefacilities.ucdavis.edu. You will be redirected to the UC Davis Central
Authentication Service (CAS). Enter your username (Kerberos ID) and passphrase and
click on the login button.
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OR


https://aggiefacilities.ucdavis.edu/

2. Open a window on Chrome or Internet Explorer and type http://facilities.ucdavis.edu.
Click the "Submit a Service or Estimate Request" button on the top right of the page.
Just like with first option, you will be redirected to CAS to login.
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This is the Aggies Facilities homepage:

AGGIE FACILITIES

Home

Home " Open In New Window
[=] Request Central O v [ My WorkTasks Ow
Select the type of request you would like to make Task Es
Work Request i il il As
. Task ID__ Task Description Zone _ Building Floor Room Date Status. Org Person Da
Service Request
1481949 The lights are out in the first floor lobbyarea. €121 Earth and Physical 01/18/2018 Unassigned  FM Service
\ Y Sciences Building 13:17:53 Desk
o Estimate Request \._,_/
1481945 The main conference room needs to have the €050 Facilities Services 01/17/2018 Unassigned  BMS Lock
5] Reminders - Request Central O door repaired. It is making a loud g... 16:02:22 Shop
1481944 An alarm is sounding in the hallway €050  Facilities Services 01/17/2018  Assigned BMS Fire Steven
15:58:18 AlarmShop  Hamilton
1481943 1 need to have a white board hung in room 0104 €050 Facilities Services 01/17/2018 Unassigned  BMS 0z
\ / 15:55:06 Carpentry
N d Routine.
1481942 My office is being overrun by Ants. Room 0106 €050 Facilities Services 01/17/2018 Unassigned ~ BMS Pest o1
[=] Related Links - Request Central Ow 15:53:50 Control
1481941 The roof is leaking and water is dripping onto the €050  Facilities Services | 01/17/2018  Assigned BMS Roofing  James
All Work Tasks main hallway \ ¥ 15:53:02 shop Acosta
My Work Tasks History (@
My Estimates History @ 1481940 Room 0087 is too cold. Can someone please €050 Facilities Services 01/17/2018 Unassigned  BMS HVAC
e heck it out. 15:51:30 Controls
My Pr 5 ©
y Project History | ' shop
My i Tasks, . ) - ! . -
. _ 1481939  the Lights are our in Room 0097 €050  Fagilities Services 01/17/2018 Unassigned  FM Service
My PH History 15:50:41 Desk
watchlist
My Un-Submitted Requests 1481938 The toilet in the Men's restroom is clogged €050 Facilities Services 01/17/2018 Unassigned ~ FM Service
My Profile 15:49:42 Desk
1481937 The windows of the main entrance have acrack G130 Vet Med 3A 01/17/2018 Unassigned  FM Service
in them and need to be replaced 15:39:00 Desk
“ »
ere
[¥] My Active Estimates Ow
[ My Projects O
[#] My Watchlist (Selected Work Tasks) O

[ My Watchlist (Selected Buildings) O«



http://facilities.ucdavis.edu/

The homepage is divided into portals for easy navigation, they are:

1. The request central provides the types of request you can submit:
a. Service request
b. Estimate request
2. The reminders portal allows access to email notifications: The action items link is used for

reviewing and approving estimates. The notifications link shows emails you have received,
allowing you to follow the progress of a work task.

3. Related links are shortcuts to specific queries allowing you to access your content and
historical work tasks, estimates, projects, your profile and watchlist.

4. My work tasks, my active estimates, my projects and my watchlists (selected work tasks
and buildings) display your most current active information for each portal.

Functionalities

Use the plus and minus buttons to expand or collapse a portal for easy navigation.

[#] My Watchlist (Selected Work Tasks) Ow
=] hy Watchlist (Selected Work Tasks) Ow
Work
Task ID  Task Name Task Description Za
1072398 P DEFAULT - Work Task Template NOTE TO LOGISTICS FROM FSD: DC
- Corrective Maintenance- BUILDING WILL BE OCCUPIED BY
Building Interior - othe... CONF HSG GUESTS (CHEER ...
1068101 DEFAULT - Work Task Template - NOTE TO MAINTENANCE FROM FSD: DC
Corrective Maintenance- BUILDING IS CURRENTLY VACANT.
Bathroom Hardware BUILDING WILL BE OCC...

Scroll horizontally (left and right) on the page to view additional information

Scroll down a portal and click on the more button in the bottom right corner to view all the items
under that tab.



Use the drop down selector in the upper right corner to determine how many items you want
displayed at a time.

Alternatively, click on the maximize button in the upper right corner within a portal to view all the
items on a new window.

[#] My Watchlist (Selected Work Tasks) (=152

To access all work tasks currently in the system:

1. Select All Work Tasks, listed under Related Links-Request Central on the homepage.

[=] Related Links - Request Central 0 -

|All Work Tasks E

My Work Tasks History
Wy Estimates History

My Project History

Wy PM Tasks

My PM History

Watchlist

Ky Un-Submitted Requests
My Profile

2. Use the search boxes to narrow your search results.

Task . .
Task  Task Task o T D Ferr | Faram Request Assignment Respopm b_le Responsible
D Mame  Description Date Organization Person
Status
Contair | | Containg | | Contains Centzin.| | Contains Contain:| | Contains Contains Contains Contains

3. Type in your search term and hit enter, or click on the apply filter button. Please note that
more than one search field can be used at a time.

4. Click anywhere on a specific task to view additional details.



Submitting a Service Request

This section provides instructions on submitting a general service request for repairs and routine
cleaning:

From the home page, click on “Service Request” on the Request Central menu, the form will
display.

AGGIE FACILITIES

Home

Heme = Service Request % Princ [ Open In New Window

CresteDraft  Submit

{Instruction): To submit a Service requ zte the form below then click Submit.

® Me
* Requestisfor _ .=
\—4““

= Alternate Contact Add Remove

@ 0stal found show: [10_ ¥
Mame Work Phone \ Mobile Phone Email

o data ta display N\ v

= Request Details
In case of an emergency, please call 211. In case of an urgent safety concern or flooding, please call the appropriate customer service desk immediately after submitting this work request:

Facilities Management Customer Support Center (530) 752-1655
Student Housing Service Desk (330) 732-8200
= Location
Zone
Floar

Room —

» Organization

0000 ¢

= Additional Locations Find Remave

© 0ol found show: [20 Y
Name Floor Hierarchy Path Building
2 display

= Describe Your Request

» Description

h
= Comments Add Remove
L nd show: [20 ¥
! erence Date Comment \ Comment Type Created By
o data ta display N

= Accounting Details

Please provide an authorized amount and billing information if applicable.
Authorized Amount 5.00) US Dollars
Accounting Code (eg. 3-1234567)
Sub-Accounting Code

Project Code \ y

Object Code . i
= Related Documents Remave Upload
0 total found Show: 20 Y

! Document Hame Document Number Document Status Revision Revision Date File Hame
o data ta displa)
/
Creste Draft Submit = N, o~

1. Indicate whether you are making this request for Me or Someone Else. When selecting
someone else type the first and last name of the employee or a portion of the name
and select from the choices displayed or click the magnifying glass for additional search
options. Use the search boxes to enter information narrowing your search results, hit
enter or click apply filters.

2. Add an alternate contact for this specific Service Request. To add an alternate contact
person, click on the add button to display the search tab, find the person you want to
add, select it, and click on the add button again.



Under Request Details, list the following details for the space you are requesting
service.

Please Note: You can type the name (or portion) of each in the corresponding field, or
select the magnifying glass to the right of each row to narrow down your search, and
choose from the dropdown menu.

a. Location (Building Name)
b. Zone

c. Floor

d. Room

e

. Organization
The fields marked with a red asterisk must be completed.

Use the additional locations section to include multiple room numbers or floors. Click
find, select the appropriate check boxes and click on OK.

On the description section, enter specific details fully describing your request.
Click on the add button to add a comment. A pop-up window opens up. Select the type

of comment from the dropdown menu, and type in your comment. Click on create to
exit this window.

- Details

Comment Type Conversation v

Comment Reference FOR
Created By Campus Caller 6
# Reference Date 01/25/2018

+ Comment

Create X

Use the accounting details section when a recharge number is necessary. Enter the
applicable information in each field.

The last section is the related documents. To upload a document or photo, click on the
upload button. The attach object window pops up. Drop your files here or click on the
single upload link. Select the file you wish to upload, fill out the other fields available on
this screen, and click on submit.

Click on the submit button and your request will be forwarded to the Customer Support
Center for processing. The work task will appear in the "My Work Tasks" portal on the
homepage. If you don't see it after 2 minutes, refresh your browser.

There is also an option to create a Draft — this will allow you to complete the draft for
submission at a later date. Draft requests will appear in the "My Un-submitted Requests"
portal.



Submitting an Estimate Request

From the home page, click on “Estimate Request” on the Request Central menu in the top left-hand
corner. The Estimate Request form will display.

Form Part 1
AGGIE FACILITIES
Home
Home » Estimate Request & Frit ' Open In New Windowr

L Reports Reguest Cstimate ®
(Instruction): T submit a Funding Request, complete the form below then click Submit

= Request s For

Requestis for | =
* e Someone Else

= Alternate Contact Ao Remave

© oot found Shaw: [10__¥

e Work Phone \ / Mobile Phone Email
No dete to display N’
F Fundi
« RequestFor _ oo runeing !
# Froject or Operational Funding
= Estimate Description
« Requested Start Date [Folx Funding Type v
" A
= Request Details
« Location
Zone
Floor
Room i
= Organization '»\
= Describe Your Request
-
= Service Request
3 b 50 ¥
Description '
S .
= Comments i
S 0ol found Show:  [10__ ¥
| Reference Date Comment \ Comment Type Created By
2 10 display -

1. Request is For: Indicate whether you are making this request for Me or Someone Else.
When selecting someone else type the first and last name of the employee or a portion
of the name and select from the choices displayed or click the magnifying glass for
additional search options. Use the search boxes to enter information narrowing your
search results, hit enter or click apply filters.

2. Alternate Contact: Add an alternate contact for this specific Estimate Request. Add an
alternate contact to specify someone to act on your behalf for a request if you are
unavailable. To add an alternate contact person, click on the add button to display the
search tab, find the person you want to add, select them, and click on the add button
again.

3. Indicate if this Estimate is for "Program Funding" or "Project or Operational Funding."
Provide a short estimate description, requested start date and funding type if known.
The fields marked with a red asterisk must be completed.

4. Request Details: List the following details for the space you are requesting service.
a. Location (Building Name)



b. Zone
c. Floor
d. Room

e. Organization
The fields marked with a red asterisk must be completed.

Please Note: You can type the name (or portion) of each in the corresponding field, or
select the magnifying glass to the right of each row to narrow down your search, and
choose from the dropdown menu.

5. Describe Your Request: Enter specific details fully describing your request.

6. Service Request: Choose major or minor project estimate by selecting the
corresponding bubble.

7. Comments: Click on the add button to add a comment. A pop-up window opens up.
Select the type of comment from the dropdown menu, and type in your comment. Click
on create to exit this window.

= Details

Comment Type Conversation T‘ Comment Reference e
Created By Campus Caller 6
# Reference Date 01/25/2018

+ Comment

Create x




Form Part 2

= Accounting Details

Accounting Code (eg. 3-1234567)
Sub-Accounting Code

Project Code
Gbject Code s
= Related Documents Remave Uplcad
@ EDport 1 total found Show: [10 ¥
! Document Name Document Number Document Status Revision Revision Date File Hame
EWS Work In Progress 0.3 04/01/2016 12:11 AM EWS X5
= Estimate Manager
@ 0ol found
| Seq# Mame Estimate By Authorized Amount »d Hours Estimated Labor Cost Estimated Material Cost Tetal Adjusted Cost Cost Estimate
Mo dhata to s
. B o oo 00 ] 00
—
= Estimated Cost and Rating Summary
Authorized Amount 5.00/ US Dollars
4. Estimated Labor Cost 5.00  US Dollars Estimated Labor Hours 0 hours
B. Estimated Material Cost 5.00  US Dollars
C. Total Adjusted Cost £.00  US Dollars P
D. Sub Total (B+C) 5.00  US Dollars
E. Additional Cost Total 5.00  US Dollars
F. Total Project Cost (D+E} 5.00  US Dollars
= Additional Costs
@ Ototal faund b [
| Hame Rate Hours “ost Percent Cost Amount Total Cost

[ Scape ] Oppartunities  Assumptions  Objectives  Risk ltems —

Recuest Estimate

8. Accounting Details: Use this section when a recharge number is necessary. Enter the
applicable information in each field.

9. Related Documents: To upload a document or photo, click on the upload button. The
attach object window pops up. Drop your files here or click on the single upload link.
Select the file you wish to upload, fill out the other fields available on this screen, and
click on submit.

10. Estimate Manager: This section will be completed by a Facilities IPE — no information
is required.

11. Estimated Cost and Rating Summary: Enter the authorized amount in the authorized
amount field.

12. Additional Costs: This section will be completed by a Facilities IPE — no information is
required.

13. Scope: This section will be completed by a Facilities IPE — no information is required.

14. Click on the Request Estimate and your request will be forwarded to a Facilities IPE for
processing. The estimate request will appear in the "My Active Estimates" portal on the
homepage. If you don't see it after 2 minutes, refresh your browser.



Approving Estimates

Minor project estimate requests do not require an approval process and will appear in the "My
work tasks" portal. Major projects estimates do require approval. Major project estimates are when
multiple trades are on the same project or it is greater than $10,000.

To approve your major project estimate:

Click the action items link in the Reminders — Request Central portal on the homepage.
From the actions portal select the item to open by clicking anywhere on the line.

Click linked record to display the estimate.

Use the scroll bar on the right to view the details and scope provided by the IPE.

After review, close the estimate by clicking the x in the upper right corner.

You are now ready to approve, reassign, request clarification or return by using the buttons
at the top. Click the appropriate button and add your review comment, click continue, a
notification will be sent to the IPE indicating your selection. The action item will be removed
from your queue at this time.

cuswN S

A project is created when the request for a major project estimate has been approved, details will
be displayed in the "My projects portal" on the home page.



My Watchlist (Selected Buildings)

This feature allows you to monitor all tasks for entire buildings
1. Select Watchlist from Related Links — Request Central portal on the homepage.
2. Select Watchlist Type - Building from the dropdown.
AGGIE FACILITIES

Home

Home » Watchlist

- General

EIJ Print

|'_'r' Open In New Window

Close Page  x

ID 1000100

Person Campus Caller &

Status Active

<

Watchlist Type
Close Page  x
Building

Task

3. Use the search fields to narrow your search. Select the box next to the building to add to
your watchlist. Multiple buildings can be selected. Click add to watch list.

- General
ID 1000100 Status Active
Person Campus Caller & Watchlist Type |Building E
- Buildings to Select { Add to Watchlist
@ Export dtotalfound  Aply Filters  Clear Filters -
Zone Type Address City State CAAN #
Contains shields Centains Contains Contains Contains Contains
m Shields Library Building 100 West Quad Bikeway  Davis california 3390
- Buildings Currently Watching Remave
@ 0total found Show: |10 ¥
Zone Hame Type Address City State CAAN #
No dana to display
Close Page x

4. Once you have added the selected building(s), they will appear in the Buildings Currently
Watching section

- General
ID 1000100 Status Active
Person Campus Caller 6 Watchlist Type Building E‘
= Buildings to Select Add to Watchlist
@ Export ttotalfound  Apoly Filters  Clear Filters Shaw: [10 ¥
Zone Name Type Address City State CAAN #
Contains shields Contains Contains Contains Contains Contains
coio Shields Library Building 100 West Quad Bikeway  Davis California 3390
L~
- Buildings Currently Watching Remave
@ Export 1 total found Show: [10 ¥
Lone Name Type Address City State CAAN #
co10 Shields Library Building 100 West Quad Bikeway Davis California 3350
N
Close Page  x

5. Once added there is an option to Remove building(s) from the watchlist as above.

When finished adding buildings to your watchlist click the close page button in the upper right
corner to return to your home page. All watchlist buildings will be displayed on the home page in
the corresponding portal.



My Watchlist (Selected Work Tasks)

This feature allows you to monitor selected tasks and individual tasks submitted by other users.

Select Watchlist from Related Links — Request Central. Select watchlist type Task from the

dropdown.

AGGIE FACILITIES

Home

Home = Watchlist

- General

= Print

" ©pen In New Window

Close Page

ID 1000100

Person Campus Caller 6

Close Page %

Watchlist Type

Status Active

=

Building

Task

Use the search fields to narrow search. Select the box next to the tasks to add to your watchlist.

Multiple tasks can be selected.

- Tasks to Select l Add to Walchh'stJ
% Export 2tctalfound  ApplyFilters Clear Filters Show: [50 ¥
Responsible .
Work Tas q q Estimated
Task = = e Zone  Building Floor  Room Eome Assignment byl | Leyrrsie | BEem Assignment Datg Ta.Sk‘
Name Description rg Person Work Assigned Priority
D Status Date
Phane
\ |centain| | Contains Contsins Contsin.| | mondavi | | Contsin:| | Contains| | Afeer Assigned Contsins Contsins Contsins After Aftar medium
Multiple phone
PENDING lines not
RECHARGE -- responding.sent CRA 06/18/2017 g BMS Fire Alarm  Matthew = 06/18/2017 .
e Phone lines w/o to alarm oz Mondavi 09:42:13 il sl shop Monroe 530-757-1495 09:49:12 terium
down shop per Matt
Monroe
DEFAULT .  Peplace2- 18
Work Task g—mtwt
Template . 22tEnat CFA 07/25/2017 . Asset 07/25/2017 | .
147109 o rractive W CUZ - yondavi 10:26:10 Unassigned Managerent 10:26:24 Medium
Maintenance- — "=
Alarms evacuation
J = system
»
= Tasks Currently Watching Remove
@ 0total found Show: (10 ¥
Responsible 3
Work Task - - Estimated
Task Task Task . Tone Building Floor Room Request Assignment Responsible ~ Responsible  Person Assignment Datle- Ta:'.k‘ R
Name  Description Date (o] Person Work Assigned  Priority B
1D Status Date
Phone
No data to display
»
Close Page




Add to watchlist. Once added the selected task(s) will appear in tasks currently watching section.

= Tasks Currently Watching Remove
© Export 2totalfound  ApplyFilters Clear Filters Show:
Responsible 3
Work Task . - Estimated
| Task e Tz e Zone  Building  Floor  Room Rt Assignment iy | BEnrmine | e Assignment Dat_e Ta_sk .
Name Description Date Org Person Work Assigned  Priority
1D Sta ate
Phone
[ contain:| [contains | [contains | [contain| [contains | | contsin:| [ contains| [after | [contains | [contains | [contains | [contsins = = | [contains
Multiple phone
PENDING lines not
RECHARGE -- responding.sent CRA 06/18/2017 q BMS Fire Alarm Matthew e 06/18/2017 .
8 14665741, Phone lines w/o to alarm iz Mondavi 09:42:13 dssigned shop Monroe 530-752:1495 09:49:12 tiedium
down shop per Matt
Monroe
DEFAULT - replace 2- 18
Work Task _Lgmtt hourt
Template - PEuEN S CRA 07/25/2017 . Asset 07/25/2017 |, ..
187703 Corrective \w cnz Mondavi 10:26:10 Unassigned Management 10:26:24 Hedium
Maintenance- Y28
Alarms evacuation
— system
4 3
Close Page  x

Once added there is an option to Remove tasks(s) from the watchlist as above.

When finished adding tasks to your watchlist click the close page button in the upper right corner
to return to your home page. All watchlist tasks will be displayed on the home page in the

corresponding portal.

[#] My Work Tasks Ow
[ My Active Estimates Ow
[#] My Projects 0w
[=] My Watchlist | Selected Work Tasks) 0w
Work Request
Task ID  Task Mame Task Description Zone Building Floor Space Date
1477119 DEFRALLT - Work Task Template - replace 2- 18 amp hour battery at batteries C112 CFRA D?IZEI?_D
Corrective Maintenance-Alarms for voice evacuation system mondavi 10:26:10
1466524 PENDING RECHARGE --> Phone lines  Multiple phone lines not responding,sent C112 CFRA 06/18/2(
dowm wio to alarm shop per Matt Monroe mondavi 09:42:13
Y/
[=] My Watchlist { Selected Buildings) 0w
Work ( A Request Assignment Respon:
Task ID  Task Description Zone | Building| Floor Space Date Status Org
1481967 Leaky roof C010 | Shields 01/23/2018  Assigned BMS Roc
Library 16:40:51 Shop
1481921 - testing email from contact center C010 | Shields 01/10/2018 Unassigned BMS
Library 09:17:07 Carpent
Projects
1481904 testing email notifications CO10 | Shields 01/02/2018 Unassigned BMS
Library 10:02:34 Carpent
Routine
1481376 testing priority from online generated requests C010 | Shields 12/19/2017  Unassigned  FM Servi
Library 13:55:04 Desk
1481304 4th floor Technical Services Dept -main entrance C010 | Shields 12/05/2017  Unassigned  BMS Loc
doors near the public double el... Library 11:45:00 Shop
4 \ ) »




My PM Tasks

Select My PM tasks from Related Links — Request Central. Active PM’s tasks that are 2 months out
will be displayed when a building is added to the watchlist.

AGGIE FACILITIES

Home

tome + My PM Tasks ' Open In New Window
5 Popup View
b 737 9 Exort 363totalfound  ApolvFilters ClearFilters Show: |10 ¥
) Responsible B
Work Planned . . . Total Actual Sub Proj
Task Location| Zone EBSk ?f;{gnment Roespnnswhle Eespnnslble ;ta;r "I]'a_sk it &?ﬁﬁn Estimated  Total écgnunt Account  Acce
ID aME  pate us s erson us riority or' Cost. Cost ode Code Cod:
Phone
Contsin: | | Contzins Contain.| | Contains| | After Contains Contains Contains Contsins | | Contains | | Contains Equals Equals Contsins Contsins Conta
M-
o Shields Co10- 03/01/2018 . BMS Pest ¥
103324917 o) o oy 08:00:00 Unassigned Control Planned Low 5.00 5.00 3-MAINRC1 BUILD
Control
=i
Co10- EMS Plumbing
Shields Fire 03/01/2018 . Construction BM
6136 e Lo/UT 008 Lonstruclion ed =X 5 6755 W
1076136\ 5 oy co10 Pump-  0B:00:00 Unassigned and Planned Reculato $41.50 5.00 3-6755883 MO140
Monthl Protection
Test
BM-
Co10-
Elevator
and Lifts
Shields Traction 03/01/2018 . EMS Elevator EM .
— Library — Shields  08:00:00 S Shop ZELE Regulatory 00 LT s
Library
Fire
Recall -
Route 3
N Z

My PM History displays all completed work tasks for a building on the watchlist.

Note: when a building is removed from the watch list all pm tasks and history will no longer be

displayed.



My Profile/General tab

This section allow updates to be made to your profile

AGGIE FACILITIES

Home
H%J Print ﬁ Open In New Window

Home * My Profile

General My Notifications Save & Close =
(Required): Manage general Information about this person.

- General

To change your Name, Work Phone or Email, please update the campus directory at directory.ucdavis.edu
Status Active

ID 1053280 Image
# Last Hame Caller 6

= First Name Campus

Full Name Campus Caller 6
Prefix r.

Nick Name

= Details

Title

Primary Organization
To update your Primary Organization contact Customer Support at 530-752-1655 or facilities@ucdavis.edu

= Contact Information

Work Phone

Mobile 8282829191

Email

Save & Close x

Your Mobile phone number can be updated in this section, all other contact information should be
updated through the campus directory at http://directory.ucdavis.edu

To update the primary organization contact the Customer Support Center at 752-1655 or email

facilities@ucdavis.edu

My Profile/My notifications

This section is used to manage the notifications received regarding your tasks

Check the box next to any auto-notification you
do not want to receive. Then click save & close.

AGGIE FACILITIES

Home

tome * My Profile
Cerseral My Hotifications
(Optional): My Notification preferences.

= Motification Options
Check the box next to any auto-notifications you do not want to recieve

Do Hot notify me when a request is Received / Routed
Do Hot notify me when a request is Assigned

Do Hot notify me when a request is Cancelled

Do Hot notify me when a request is Completed

Sawe B Close »


http://directory.ucdavis.edu/

