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Introduction
· What is FacilityMAX™ Customer Request module all about?
· FacilityMAX™ is an application that allows remote users to generate work orders quickly via the web application.

· Work Control staff can use the software to track and assign staff and supplies to work orders.  

· It can also be used to regulate preventative maintenance, track inventory and expenses, generate reports and statistics, and much more.  

· FacilityMAX™ has now replaced the Caver-Morehead Computerized Maintenance Management System (CMMS).   

•
Who has access to FacilityMAX™? 

· Users that already have access to the CMMS Facility Management System automatically have access to FacilityMAX™.  These users do NOT need to fill out (and submit) any User Access Request forms.

· Work Control may designate new staff to have access to specific modules of FacilityMAX™.
· How do I gain first-time access?

· A new user MUST fill out “User ID and System Access Request Form” and submit to his/her supervisor.  

· In Section 1:

· User must complete all Required fields (labeled with asterisk: *):
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· In Section 2: 

· If the user is using a User Access Request form where Section 2 is already filled out (as shown below), the user can skip Section 2, and go on to Section 3:
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· If a user is using a “blank” User Access Request form:

· User must circle “Open”, 

· On the far right side, user must write “FX”.
(FX is the two-letter designated code to use for FacilityMAX™.)

· In Section 3: 

· On the 1st line:    Please sign your name and enter date.
· On the 2nd line:   Have your supervisor sign and enter date.
· On the 3rd line:    Have your supervisor print his/her name.
If there are any questions, please contact your supervisor or IS coordinator.

General Information 
· Browsers:   FacilityMAX™ is supported by the following browsers and versions only: 

Other browsers and versions will not function correctly!!
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Internet Explorer (                ) 
=>    Version 6.0 or later.

[image: image23.png]2]

Internet
Esploter




· Netscape (                )
 

=>   Version 7.2 or later.
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Computer Screen Resolution:  Recommended resolution: 1024 x 768 pixels.  

To change the computer screen resolution:

· On your desktop, right-click with the mouse, and select Properties:

[image: image25.png]Fle Edt Vew Favorkes Tods el | &
Qe - ) - (%] 2] | Psewen Poramnis €8] L5 )

Address [[2] htps:/inyomrddapp.csimaxinus. camfraxtest/screen/CRQ_EDIT T Do [mseor (@ - [unks
R mai T oo, e e x
FacilityMAX Hello, TEST0260  Logout About Help
Module, Customer Service

Customer Request view: EXEIE| (=)

Transaction CreatedBy | TEST0260 Reference

Date Created | Oct 17,2007 04:13PM

Prablem Code

Wark Orger
Description 7 Status Pending Approval
- Desired Date =

Reduestor ] Region 760
CAPITAL DISTRICT DEVELOPMENTAL
Faciliy
Contact
Property
Cantact Phane |

R Location | _'_I
<

(€) 2007 MAXIMUS

] [T [ 18 [ ntemet
art| | ) D2 (3 > ustomer Request .. _icons - Micro... _user_MaNU..| [ :
) start Jé @%Q@ Ja( tomer Request . )M tcons-Micro..| ) s use v | [y oy 4197

wednesday





· [image: image26.png]Fle Edt View

Favortes Tools Help

Qe - () - x] B 0| s Sormenes @) -

‘Address [ ] https:inyorddep. csimaxinus. comifmaxtest/screen/CRQ_VIEW.

0 @ (& ks >

FacilityMAX

Hello, ADAMSBL  Logout

About Help

Module,  Customer Service -

Customer Request

view: EXTIIG| (SN

Description

ELECTRICAL -LIGHT POLE OUT -- PLEASE REPLACE THE LIGHT POLE AS SOON AS POSSIBLE.

Transaction Created By | ADAMSBL Reference
Date Created | Oct 19, 2007 10:54 AM
Problem Code | 0233.ELTC02 Wark Orger
Status Pending Approval

Desired Date

Reduestor

Contact

Cantact Phane

Cantact Email

ADAMSBL

BRENDA ADANS

ADAMSBL

518.885.4661

BRENDA.ADAMS@OMR.STATENY.US

Region

Faciliy

Property

Location

260
CAPITAL DISTRICT DEVELOPMENTAL
SoUTHERN

SOUTHERN REGION

260.caP.8780

VANAERNUM RD

Record [1

or1 ®

| 1@10D 08

x

[ [
stant] J SE0ECE Jl,m—m. (5] conocts - piros. | e vt v [ oy iy TN

15518 oy oo 19,2007

Friday



Click Settings.

· In “Screen resolution” box, left-click and hold down your mouse, and drag the bar from left to right (and vice-versa), and select a desired resolution.  As bar is moved in either direction, the number of pixels display: 
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· Click OK.
· Click Yes (if you get an additional screen)
· Buttons & Hyperlinks:  Always use the buttons or links that are available within the application.  
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· Use the back button (         ) only when you are viewing information. (i.e., when you’re viewing a Help or Reports screen).   Back button is located at the top left of the screen.

· Do NOT use the back button when working in the FacilityMAX™ system.  Your PC may lose its connection to the database.  You may also get the following message:
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· DDSO Codes:  FacilityMAX™ system is designed so that a user at each DDSO can only see his/her own DDSO information (i.e., Capital District user can only see Capital District’s data).  DDSO codes are used to distinguish one DDSO from another:

    DDSO


DDSO Code

Bernard Fineson


      0230

Brooklyn



      0235

Broome



      0233

Capital District


      0260

Central NY



      0261

Central Office


      0200

Finger Lakes



      0263

Hudson Valley


      0262

IBR




      0224

Long Island



      0227

Metro




      0265

Staten Island



      0276

Sunmount



      0225

Taconic



      0275

Valley Ridge



      0266

Western NY



      0264
[image: image31.png]



A DDSO code may also appear in some data:

Sometimes, a leading zero may be skipped (In this case, 260 is displaying instead of 0260).

Note:  If any another DDSO code appears, please report the problem to your supervisor and/or the DDSO helpdesk immediately.

·   Record Locks:  To get record locks cleared, contact the DDSO FacilityMAX™ local administrator (i.e., Work Control).

·   Inactivity:  If a user is signed into the FacilityMAX™ system, and there is no activity for 30-minutes, he/she will automatically be logged out.  All unsaved work will be lost.

Examples of inactivity include not using a mouse at all, or not saving anything to the database, etc.
·   Pop-up blockers:  When a link is clicked, a user may receive the following message:
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If you see the above message:

· Click the ‘Pop-up blocked’ message.
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The following message displays:

· Select “Always Allow Pop-ups from This Site…”
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The following message displays:
· Click Yes.

· E-mails:  FacilityMAX™ will send Customer Requestors automatic e-mails when a Customer Request has been approved or rejected.  An e-mail will also be sent when a Work Order is closed.  

· Consumer Information:  All consumer information is personal and confidential.  Please do NOT enter ANY consumer data (i.e., consumer name, consumer ID, etc.) in the FacilityMAX™ system.
◦   When Customer Requests are approved, rejected, or closed, e-mails are   automatically generated.  These e-mails can be printed.  It is possible that the printouts may not be retrieved; leading to consumer information being made available to the public.  It is critical that consumer information is not entered in the system.  
How to Sign into FacilityMAX™

1. [image: image35.png]Mo Et Vew Favortes Took Heb | &
ack < () - D | s ¢ Favaries
= O KNEG|Pwmn K= &
Address [ ] hitps:inyomddapp.csimasimus.comffmaxtest fscreen|CRQ_WIZ_BROWSE T Do [@mseor @~ [unks
FacilityMAX Hello, VEMULAKR  Logout About Help
Module, Customer Service
Customer Request ~ Mo
Transaction Reference Problem Code Description  Requestor Confact ContactPhone Email Region Facilty  Property Locati~
1037 O2OHVACD  HVAC-TOO  HIGHESDX HUGHESDX S1370.7412  DONHUGHES@OMRSTATENYLUS 20 NORTHERN  260-CaP-
HOTWAY T00 10538
HoT
1038 eI ELTC FRYIL FRVIL B07-770.0274 25 CHENANGO Z3ERM- 1
ELECTRICAL - a00410 L
LIGHT 0T ADD.
Y
ADDITONAL
INFORMATION
YouwsH
1039 0260-GRND.-04 | GRND- ADAMSEL | ADAMSEL S18.805.4561  JISTNALBOHN@OWRSTATENYUS 260  CAPTAL  260-0DH. L1-12
LANDSCAPE. o012
TRM BUSHES
QUTSDE THE
WINDOWS OF
BULDING 12
D HECK.
1040 023PLUMN  PLUMSEWER  RHODESVA PETERSMA S13381-2175  MURELPETERSONGOMRSTATENYUS 233 CHENANGO 233.8RM- 1
SHELL E
e
1045 0235.GRDBS | GRND- MOGUNTJ  MOCLNTS  607-770.0508  THOMASMOCUN@OWRSTATENYUS 233 EBROOME  2338RM- 1410
MOVING oot
RELOCATNG
FURNTURE
Page [z of3 ® [ ] Records Found =55
€] Done. 0T T8 @ mtermnet
Wistart| | @@ @ | Do vser vanun.. |[E customer Request- wopan EE
9] Saturday



On the desktop, double-click the Internet Explorer icon:              

2. Type the following word in the address field of Internet Explorer:   omrmenu
Note:  If a DDSO has its own initial screen, click on the link that connects to the omrmenu.  
3. The following screen displays.
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4. Using the scrollbar, scroll down to the middle of the screen:

(To scroll up or down, left-click the mouse over the scroll bar and hold down as you scroll downward/upward.)
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The following displays.

[image: image39.png]Fle Edt View

Favortes Tools Help

Qe - () - x] B 0| s Sormenes @) -

‘Address [ ] https:inyorddep. csimaxinus. comifmaxtest/screen/CRQ_VIEW.

0 @ (& ks >

FacilityMAX

Hello, TESTO260  Logout

About Help

Module,  Customer Service -

Customer Request view: EXZEE| @

Description

‘GRND-LANDSCAPE-TRIM BUSHES OUTSIDE THE WINDOWS OF BUILDING 12 0D HECK.

Desired Date

Transaction Created By | ALBOHNJA Reference
Date Created | Oct 16,2007 10:40 AM
Problem Code | 0260-GRND-04 Wark Orger
Status Rejected

Reduestor

Contact

Cantact Phane

Cantact Email

ADAMSBL

BRENDA ADANS

ADAMSBL

518.885.4661

JUSTIN.ALBOHN@OMR STATENY.US

Region

Faciliy

Property

Location

260

capiTAL

L1A12

CAPITAL DISTRICT DEVELOPMENTAL

CAPITAL CAMPUS
260.0DH-0012
BUILDING 12

—_— ¥

039

& T B
art| | S @ _USER_MANUA... ustomer Request - 7 «
4 start| J é @ % Q @ J 4] €MMS_USER_MANUA... |[&] cust Request =% 0 ;a::,::y




[image: image40.png]2 Customer Request - Microsoft Internet Explorer provided by New York State OMRDD. 2l

Fle Edt View Favortes

© =L | 3 https://nyomrddapp.csimasimus.com - Problem Code - Microsoft Internet Explorer provided by New
Qreck - () - [
Problem Code
Problem Code Description Category Shop Person
FacilityMAX
—_—— ELTCBALLAST 250 M.CORRECTIVE
Module, _Customer Servi SR o0
Customer Reques| ELTCLIGHT POLEOLT 260 M-CORRECTIVE
os0ELTOn ELTCLIGHT SENSOR 260 M.CORRECTIVE
Transaction ELe Lo S
os0ELTONs ELTCOUnETNOT 260 M.CORRECTIVE
WORKING
G ELTC-POWER OUT 260 M-CORRECTIVE
Description ELTC.IGHT OUT 20 M.CORRECTIVE
os0ELTCnT ELTCLIGHT FLICKERNG. 260 M.CORRECTIVE
0LV ELEVATORDOORS 260 CELEVATOR
DONT CLOSE
o0V ELEVATORNOT 250 CELEVATOR
Cevelne
Requestor
0LV ELEVATORNOT 250 CELEVATOR
RESPONDING
Contact
Cantact Phane
Page [1 o7 ® « > Records Found
ContactEmal | /&l [T [ [ 5@ meme 4
. >

(€) 2007 MAXIMUS

Eloone [ [ (2 [ emet
art| | S @ _USER_MAN... ustomer Request .. 52/ fnyomrddap... | :
Wistart Jé @%O@ J@mms USER_MAN... | €] Customer Request .. |[&] tps//nyomrddap. ‘yg ga zom™

Saturday





6. Click “MM”:   

7. The following displays.
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Click 

8. FacilityMAX™ login screen displays.

FacilityMAX™ Login Screen
FacilityMAX™ login screen.
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How to Login

To log into FacilityMAX™:

1. In the area next to User Name, enter your All-in-1 Username.
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Username MUST be entered in lowercase.
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2. In the area next to Password, enter your All-in-1 Password. 
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(For security purposes, as you enter your password, it will display using asterisks.)
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Very Important:    You MUST Click the Login icon instead of pressing the ENTER key on your keyboard.  If the ENTER key is pressed, you may receive a “Modal Error” message.  



To correct the modal error, you would have to clear the computer’s cache 




          by performing the following steps in your internet browser:

· Click Tools
· Click Internet Options
· Select Delete Cookies, Delete Files, and Clear History.  

Note:  Make your life easier by not going thru the above process!  

           Do NOT push the ENTER key.
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3. “Click” Login: 
4. FacilityMAX™ Workdesk screen displays. (See next page)  
Workdesk Screen
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FacilityMAX™ Workdesk screen displays.
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Listed below are more details:
         Icon
Description


Details


FacilityMAX™ Icon………..
Select FacilityMAX™ icon to return to the







Workdesk at any time.
          User Id………….…………..
“Hello,” followed by current user (All-in-1

username).
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Logout………………………
When completely done using the FacilityMAX™ system, please click Logout icon.  Do NOT click [image: image3.bmp] at the top right of the screen.  It may leave the user in session.
About……………………….
This link provides more information about FacilityMAX™: Version #, Build #, 3rd party license notices, etc.

Help Menu………………….
Searchable FacilityMAX™ Help Menus.

Work Desk Reset……………
Clears Workdesk to a basic setting (shown above).

Add Content ……………...…
Allows for customization of Workdesk.

Administrator Messages……
Displays important messages from system administrators and FacilityMAX™ may include:  

•   Latest update(s) made to the system.

•   Date(s) and time(s) when FacilityMAX™ may not be available to users.

Screen Name ………………   Indicates current screen.

Current Menu(s)…………… 
Orientates user to specific fly out menu.
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Passwords 
· Passwords:   MAXIMUS is hosting the FacilityMAX™ system.  Passwords used in FacilityMAX™ will NOT be synchronized with OMRDD’s domain for security reasons.  
· Changing Passwords:  Passwords in FacilityMAX™ should be updated when OMRDD domain passwords are changed.  Using the same passwords in FacilityMAX™ and the OMRDD domain is strongly recommended.
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1. To change your password choose 
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      System Administration from 

      the flyout module menu. 

2.  You will see the word system administration appear next to the word module.  
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3. From the System Administration 
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      flyout menu, select Change Password: 

4.  The Change Password screen appears.  
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5.  In the red box that is next to Old password, enter your All-in-One password.  

[image: image77.bmp]



[image: image78.png]Fle Edt Vew Favorkes Tods el | &
Qe - ) - (%] 2] | Psewen Poramnis €8] L5 )

Address [[2] htps:/inyomrddapp.csimaxinus. camfraxtest/screen/CRQ_EDIT T Do [@mseor @~ [unks
FacilityMAX Hello, ADAMSBL _ Logout About Help
Module, Customer Service

NEEe DI By | AURMSEL e

Customer Request view: EXEIE| (=)
I

Date Created | Oct 19, 2007 10:54 AM

Froblem Code |[jz33ecTcoz__ | Work Order

Description | [ELECTRICAL LIGHT POLE OUT - PLEASE REPLACE THE = Status Pending Approval
LIGHT POLE AS S00N A5 POSSIBLE

- Desired Date =

Requestor | ADAMSBL Region 250
BRENDA ADAHS CAPITAL DISTRICT DEVELOPHENTAL
(Felyy [SOUTHERN
Contact
HOANSEL SOUTHERN REGION
Property T
Contact Phone | [51-585.4551 250-CAP-2768
VANAERNUM RO
Location

Contact Emall | [ERENDAADANS @OWR STATENY.US

(€) 2007 MAXIMUS

Eloone [ (B [ memet
) start] Jg @% @@ > |[ @2 Internet Explor...~ |0] Contacts - Micros... @mms user v [ g 1AM

Friday





6.  In the red box next to New Password, enter your new password.  
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7.  In the red box next to Confirm New Password, enter your new password again.
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8.  Click the Save         icon.  

            9.  If you were successful FacilityMAX™ will return to the Workdesk.   
·   Password Reset:  Contact your local IS Help Desk.

Navigation 
· Navigation:  Information in FacilityMAX™ is organized in an internet style format.  The user will encounter hyperlinks, icons and flyout menus while working in the system. 

a) FLY OUT MENU SCREEN:

On any menu screen, hover the mouse over a label; and a new screen will appear displaying menu choices.  Moving the mouse will replace the previous screen.  
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· In this example, place your mouse over 
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A list becomes available to select from.

[image: image87.png]0ld Password





· Using the mouse, select an item (highlights in yellow).
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▪      You are redirected to the new screen.

b) HYPERLINKS:
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· All items underlined in blue are hyperlinks.  

Clicking once on a hyperlink brings the user to another screen.
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c) ICONS within FacilityMAX™  SYSTEM

· FacilityMAX™ utilizes several icons that function consistently across the application. 

   Back to
       Cancel         Edit
      Execute       Filter             Go

   Browse

       

       Search
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Using the Keyboard:

· To go from the current field to the next field:  Press the TAB key.

· To go from the current field to the previous field:  Press the SHIFT key and simultaneously press the TAB key.

Customer Request Screen
Navigating to Customer Request screen:

1. From the Workdesk, place your mouse over                    .
(Module highlights in yellow.)

2. Click Customer Service.
3. The Customer Service menu displays.


4. Place your mouse over Customer Service, and select Customer Request.  

5. Customer Request screen displays.
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6. More details about the icons that are located at the top right of the screen are:
     Icon

   Description




Details


       

Search
Allows a user to search Customer Request(s) based on criteria entered.

New Record
Creates a new customer request.  A transaction number is also automatically generated.









Select Additional Information from the 

drop down menu.

Creating a Customer Request
To create a Customer Request.

1. Click the New            icon:
Note:   A transaction number is automatically generated for the Customer Request.  Some fields are populated with data.

2. The following screen displays.










Note:  
Required fields are displayed with a RED box.  Remaining fields are optional.

            Problem Codes are not required but are Strongly recommended.  

From the top left, locate the Problem Code, and click zoom       icon. 

Note:   The zoom icon displays a menu where a user can select an item from a list.
3. The following screen displays.
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4. Select a Problem code by clicking on the link.
5. Notice that the Problem Code and Description fields are now populated.

6. In the Description field:

· Click at the end of the text, and enter more details about your Customer Request.

· Please enter text in UPPERCASE (Press the Caps Lock key on your keyboard).



In the Location box, located at the bottom right of the screen, notice that

Region, Facility, and Property fields are required (red boxes around them).  

Region, Facility, and Property fields are already populated by default.  If there was a location associated with this property, the location field would have been populated as well.
Note:  If you want to customize Facility, Property, or Location fields please refer to Page 19.
7. All the required fields have been entered (fields in red).  

To save your Customer Request, click the Save:           icon.
8. A quick flash message displays: “Saving…”  Your Customer Request is saved to the database, and displays as “OPEN”.
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9. Now, you have the following options:  

· To create another Customer Request, refer to Page 16. 
· To customize the Facility, Property, and/or Location, refer to Page 19.

· To print a Customer Request, refer to Page 21.

· To search for a Customer Request, refer to Page 23.

· To check the status of a Customer Request, refer to Page 31.

Customizing Facility, Property, and/or Location
As a Customer Request is entered, the Location section may automatically default with certain values.


To customize and make your own selections (i.e., not use default values), perform the following steps:

1. Click in the Facility, Property, and Location fields and clear the data by clicking in the box at the end of the text and pressing the Backspace key on your keyboard.  Fields should be cleared.




2. At the end of Region field, click the zoom:       icon.


3. The Facility screen displays.  



4. Click                          (In this example, selecting CAPITAL.)   
5. The Property screen displays.



6. Click                              (In this example, selecting 260-ODH-0001 -- Building 1).

7. Location screen displays.


8. Click                    (In this example, selecting L1-101).

9. Your updated and customized Customer Request screen looks like.


10. Proceed with your customer request.
Printing a Customer Request
From the Customer Request. 


1. Click Printer               icon.
2. Birt Report Viewer screen displays.
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3. Click the PDF Printer icon. 

When the mouse is placed over the icon, the following displays: 

The following screen displays.  



4. Click Printer Browser           icon.
(located at the top left of screen)

5. The following screen displays.


6. Select default printer or desired printer.
7. To print:  Click OK.
Searching a Customer Request
Search Method #1: Using a Query
Navigate to the Customer Request screen.  

(If you’re not sure how to get to the Customer Request screen, please see instructions on Page 14.)



1. Click Search icon.          (located at the top right of the screen)
2. The following screen displays.

3. To see all Customer Requests, click Execute Search icon.
4. All Customer Requests display.
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5. To view a particular Customer Request:
· For this example, to view Customer Request Transaction #1039, click:                
in the ‘Transaction’ column.
· Customer Request #1039 displays.

6. At the bottom of the screen, notice the blue bar with icons.  It allows more search options.

7. More navigation tips:

· Currently, record #3 displays:                                              (i.e., Customer Request #1039.)

· To view record #8, for example, click in the box next to “Record” and enter 8.  

Click Go:            .

Customer Request Record #8 displays.
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· To view PREVIOUS record, click:   :      (i.e., Record #7 displays.)

· To view NEXT record, click:          (i.e., Record #9 displays.)


· To view the LAST record, click:          (i.e., Record #12 displays.)

8. After viewing the Customer Request, click the Back to Browse icon.
It returns to the previous selection list (same screen as item #4).
Note:  The above navigating links can also be used to navigate from one page to another.


In this example, Page 1 displays.  
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To view the next page, click:         
Page 2 displays.  



Also, other types of searches can be performed:


1. Click Search icon.            (located at the top right of the screen)
2. The following screen displays.


3. To find all Approved customer requests, click zoom       icon next to Status and select Approved from the list provided.





4. Click Execute Search icon.  
5. All Approved customer requests display.


6. To confirm that a customer request has been approved, click the blue Transaction number in the first column.
7. The following screen displays.  Notice the Status is Approved.  
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8. In step (2), you can also retrieve Customer Requests based on specific data entered:

For example, in the Description row:

· Click the down-arrow and select “contains”

· Enter the word “BALLAST” (in upper or lowercase) in the box on the far right:



Note:  You can enter search criteria for a single field or multiple fields.



To clear all fields (and start over), click Reset icon:


9. Click Execute Search icon.  
10. All Customer Requests that contain the word ‘BALLAST’ in the description display.






Search Method #2: Using a Filter
Navigate to the Customer Request screen.  

(If you’re not sure how to get to the Customer Request screen, please see instructions on Page 14.)




1. Click Filter icon.            (located at the bottom right of the screen)
2. All your personal customer requests display:



3. Click Cancel icon.            (to return to previous screen).

4. To view a specific Customer Request:


· Click in the white box (located at the bottom right of the screen).


· Enter Customer Request transaction number.


· Click 

· The Customer Request that you specified displays.
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Checking Customer Request Status (Approved or Rejected?)
To check the status of a Customer Request that has been submitted:

1.   The initial status of a Customer Request is OPEN.

      (The status is displayed towards the top-right of the Customer Request screen):


· A Customer Request is not officially a work order UNTIL it is approved.

· If a Customer Request is approved, a work order number is automatically assigned.

· If a Customer Request is rejected, a work order number is not assigned.

Important:  As soon as a customer request is approved or rejected, an email is automatically generated and sent to the requestor.
2. Perform a search of the desired Customer Request.
      (If you’re not sure how to perform a Customer Request search, please see instructions on Page 23.)

3. After a Customer Request is retrieved, the status displays at top-right of the screen.
Approved Customer Request:





Rejected Customer Request:




Logging Out

1. When finished using the FacilityMAX™ system, please click                    .
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Note:   Do NOT click [image: image15.bmp]  at the top right of the screen.  This will still leave you in session, and someone else may be able to get into the application without your permission.  


2. After clicking                 , click [image: image16.bmp]  (to close browser).
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If you don’t see the entire Customer Request on your screen, scroll-down to see the remaining section.
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Click here to return to previous view.
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