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Using the FAMIS Self-Service Work Order Request
This job aid provides the steps required for using the FAMIS Self-Service Work
Order Request.

Step 1. Log into FAMIS with your UMassD logon.

_@_ Navigate to the following webpage to access FAMIS:

www.umassd.edu/facilities/famis

Step 2.

Enter your UMassD logon and click

l\\ Note: Your UMassD logon is the same as your email logon.

UMass Dartmouth Login

UrassD Login | UMassD Email | Change Email Password | Feset Guest Password

Login Useful links

Please use your UMD email account username and Set (or change) your UMassD email password
password to authenticate. This tool allows you to set or change your password for your
Guest users: If you have a guest account please enter Urass Dartrmouth email account and lagin.

your full non-UMassD emall address and your guest

Get a new guest account.
If wou do not have a wvalid Uhass Dartrouth email id use this
link to request a guest account.

Usernarme: |v|isinski

Reset your guest account password.
If you have forgotten you guest login password use this link to
reset your password.

Password: I...............
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service Fequests | box

Step 3. Click the
famis

Select a Site
UriDa0 UMASS - DARTMOUTH RAAIN CAMPUS
k{00 ASS - DARTHMOUTH- SMAST

Senvice Reqguests |

Step Create Service Feguest | box

Click the

famis
Facilities Services

Display Service Requests

Search
Search ~| Go |Advanced Search

Results
Request Nurber Phase Wark Order Request Description Status Cony Project Requestar Alt Requestor Maint Type Site Building Date Entered

Create Service Request
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Step 5.

Your name (Requestor), Email address and a Department code will default

into the appropriate fields. Type your extension in the Phone field; click on the

_Department_| box to select your correct department.

famis

Facilities Services

Create Service Request: Confirm Requestor - Step 1 of 5
My

M) M)

Requestor

Confirm Requestor  Select Service

Enter Service Details  Enter Location Review

Step 6.  Select the appropriate Department.

famis

Reguestor |LISINSKI,VERENAI.

Phaone I *
Cell Phone I

Deparment IDSDDDDD *
Alternate Requestor

Marre I

*

Pager I
E-mail IVIisinski@umassd.edu
Mail Code I

Phaone I
Cancel | Next |

Facilities Serices

[m] ]
Eoivin Center
Budget
Bursar

cCB

&
CEE
CHAMCELLOR
cIs

CITS

CITS Admin

——» CITS Dev

i
0

i
m

DLy LEPL
Boivin Center (French)

Budgetary Control
Bursar

Charlton College of Business

Career Resource Center

Civil & Ervironmental Eng Dept
CHAMCELLOR

COMPUTER & INFO SCIENCE DEPT
CITS

CITS Administration

CITS Developrnent
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Step 7.  The new department code will display. Click M.

famis

Facilities Services

Create Service Request: Confirm Requestor - Step 1 of 5
) Py Py

o ey oy
Confirm Requestor  Select Service Enter Service Details Enter Location Review

Requestor

Requestar |LISINSKI, WEREMNA L *

Phone |9191 * Pager I
Cell Phone I E-mail IVIisinski@umassd.edu
——
Departrment |D208500 * ail Code I

Mame I Phone I

Step 8. Select the WEB REQUESTS link
famis

Create Service Request: Select Service - Step 2 of 5
My My

Ay L
Select Service  Enter Service Details  Enter Location Review

Available Services

@ WEB REQUESTS

eV est *Create your own request”

Cancel | Back |
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Step 9. Select the appropriate link for your issue.

Create Service Request: Select Service - Step 2 of 5

O O—O

Select Service  Enter Service Details  Enter Location Review

Services within WEB REQUESTS

* GENERAIL MAINTENANCE ISSUES
* GROUNDS REQUEST

¢ NEED—PUMEB SUES
QNEED A CARPENTER
& NIF H—A R i

* NEED FOR CUSTODIAL SERVICES
* NEED FOR HEATING AN COOLING ISSUES

* NEED | OCKSMITH SERVICES

* New Web Request *Create your own request*

Cancel | Back |

B Note: If one of the displayed requests does not meet your needs, click on New Web
| Request *Create your own request* link.

Step 10. Select the appropriate issue.
famis

Create Service Request: Select Service - Step 2 of 5
) I

p—y
Select Service  Enter Service Details  Enter Location  Review

Services within: WEB REQUESTS - NEED A CARPENTER

OOR - FRONT BUILDING ENTRANCE

OTHER DOOR ISSUE
* New Web Request *Create your own request*

Cancel | Back |
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Step  11. Fill in an appropriate Description of the Work, a Start Date (if required) and

Dates/Times Work Cannot be Done, if necessary. Click hlext

famis

Facilities Senvices

Create Service Request: Enter Service Details - Step 3 of 5

Enter Service Details  Enter Location Review

Work Description

Wyark Title |DOOR - FRONT BUILDING ENTRANCE B

The door will not close entirely.

Description of Waork

To preserve the text formatting, please hit "Enter” after each line. {Limit 3000 chars}

Earliest Start Date |04/29/09 mm/dd/yyyy
Latest Completion Date mm/dd/yyyy

Dates/Tirmes ¥Work Cannot be Done in Location |Aﬂer5 a0 prn

e.g. Mon & Fri Bam - 10am

/ Cancel

h Note: If you selected New Web Request , simply supply the appropriate information in the

boxes as noted in Step 11. Work Title should be a general summary of the work to be

performed; ie, Broken Window, Clogged Sink. The Description of Work should go into more
detail.

Step 12. Select your site by clicking the =& | hox.
famis

Create Service Request: Enter Location - Step 4 of 5

Enter Location  Review

@ *  Building | l—
Floor I— Fioom | l—

Cancel | Back | INext |
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Step 13. Select the appropriate site.

Step 14. Select the correct Building by clicking the Building box

famis
Facilities Serices

Create Service Request: Enter Location - Step 4 of 5

Enter Location Review

Foom | I

Site | IUMDDD
Floar | I /

Cancel | Back | MMent |




Step 15. Select the appropriate Building from the list.

Note: The Building Code will display in the Building field, rather than the name of the
Building.




Step 16. Select the correct Floor by clicking on the box.

Step 17. Select the correct Room by clicking the box.




Step

Step

18. Select the appropriate room from the list.

19. Click

10



Step

20.

Review your Service Request and click

11



Step 21. Your Service Request submission page displays. You will be assigned a Facilities
Work Request number to use to track your request. If you have another Service Request to file,

click the button. Otherwise, you can click the and close
your browser in order to close your session with FAMIS.

Note: You must CLOSE your browser window in order to close your session with FAMIS.
Minimizing a window or closing a tab will not close your session. DO NOT use the Logout
link displayed on the top right corner of the page. DO NOT use the Change Password link,
as your password is directly tied to your UMD login.
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