PROCEDURE
MANUAL
FOR MAKING
WORK REQUESTS

ON LINE



DO’'S

Do type all requestsin upper case

Do remember to check the“D3” box when requesting D3 work.

Do check the “Review Request” pages often as thisis where you will find important messages from
the shop regarding your requests

Do call Karl DeBoer at the shop if you have any questions or problems pertaining to submitting a
reguest over theinternet

Do use the net as often as possible, it will speed up the process, faxes are still accepted

DON'TS

Do not shareyour user id & password with others, if additional personnd need access to the web page,
have administrators call Karl to have them set up

Do not submit multiple work orders on the same request, that is, do not put a electrical request with a
plumbing and send it in. Please separate them. Y ou can, as an example, put a number of ballasts
together, or a couple of plumbing problems together.

Do not submit FacilitiesWork Requests, these should be sent to the Facilities Department care of
Mark Dale,

Do not submit requestsfor Car etaking supplies over the net, these are to be faxed to the shop as per
usual. Continue to contact the head of caretaking (Bill Kilner)

Do not submit arequest for an estimate, fax these to the shop, if the cost is acceptable, place arequest
on the net and mention supplied estimate

Do not submit emer gency work requests on this page, call the shop immediately.

Do not submit arequest inquiring about an existing request, check the “View Request” page or call the
shop

Do not send in work requests asking to cancel previous work requests, call the shop or fax the shop
directly.

D3 REQUESTS

The following are examples of D3 requests, if you are unsureif your request will be a D3 item please
contact the shop for information befor e placing request

If you start your request with “supply and install” it'sa D3 request
Rel ocating blackboards and white boards
Rekeying locks

All keys

Washroom dispensers

Shelving

Bookcases

Traffic signs (most)

Door stops

Ingaling Fire Extinguishers

Name Plates

Window Screens

Furniture Repair

Hanging Pictures

Hooks

Velcro for gym mats

Furniture set up



If you failed to check the D3 box on web page and find amessage (in “View Request” pages) requesting

approval, please email or phone Maureen at Mviney@SD43.bc.ca (941 6278)
approving the work order. The request will remain in status “Waiting Approval’
the approval is received from the school .

WHO CANMAKE REQUESTSOVER THE “NET" ?

Principals and Vice principals ( when set up to do so)

and notify her that you are
" and not be processed until

Secretaries designated by Principals and Vice Principal (when set up to do so)

To have someone set up as aweb user please contact Karl DeBoer at the maintenance shop (941 6278)

WHERE ISWEB PAGE LOCATED ?

Web address;  www.sd43.bc.ca/maint/request
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If you receive any other type of message, it means your request
did not go through successfully. You can try it again, if it does
not go through properly a second time, please contact Karl
DeBoer at the Maintenance Shop for assistance.
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SUBMITTING A GLASS REQUEST
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NOTE
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REQUIRED INFORMATION (GLASS TYPE, FRAME TYPE,
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SUBMITTING A DELIVERY REQUEST
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The“VIEW WORK ORDER” screen only listswork orders that arein progress or have been cancelled,



“VIEW REQUEST PAGE”

YOUR WORK ORDER #
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POSSIBLE COMMENTSYOU MAY SEE

THISIS A D3 REQUEST PLEASE CONTACT SHOP TO APPROVE
NOT MAINTENANCE PLEASE CONTACT FACILITIES DEPT

VIEW A SPECIFIC WORK REQUEST

FOR EXPLAINATION OF
STATUS ABBREVIATIONS
SCROLL DOWN TO
BOTTOM OF WEB PAGE

IF THE SHOP NEEDSTO
SEND COMMENTS
REGARDING A WORK
REQUEST YOU WILL
FIND THEM HERE

To view a specific work request click on the blue work order number whilein the “View Request” page
The information contained hereis the same as the table form only on one sheet and can be printed for a

hard copy if you requireit.







