
Creating Customer Requests
This allows you to request work orders for your building, not for events.

1. From the main WorkDesk, click on Customer Service.

2. Click on the paper icon for a new Customer Request.



3. Select a Problem Code by clicking on the magnifying glass.



4. Select the appropriate Problem Code.

5. A brief Description will default in – Add any additional information as needed.

6. Select the Property by clicking on the magnifying glass next to Region.



7. Find the correct Property and click on the name.



8. The Location Screen will automatically load. Select the correct room number.



If you need to attach a picture or document to your request, please follow steps 9-17
below. If you do not have anything to attach, skip to step 18.

9. Click on Related Documents

10. Click on Add

11. Click the "Choose Files" button and select file you want to upload in the box that
comes up



12. Click on Next

13. Click on Magnifying Glass next to Type

14. Find and click on "IMAGES"



15. Click on Next

16. Click on Next

17. Click on Done



18. Click on Save.

Customer Request is now saved and awaiting approval. Click AiM to return to the
WorkDesk.


