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Home Page - Submit/Approver —View Work RegueStS

On Demand Work Requests

T 1 [Once logged into the MOJO site, select View Requests. This will bring you to the
v.ewnequem<# 1 Search/Filter Work Request page (shown below).

2 |Under Search/Filter Work Request, you will find all the fields that you can filter by to
view existing requests. Ensure that the Date Requested field is out far enough to
view the requests you’re looking for.

View Active/Historical Work Requests =

Work Request List
Search/Filter Work Request 3 F> Show  Clear

Work Request Code Requested by AFM-SUBMIT Priority | None x:
Problem Type 2 _> Froblem Task Problem Location 4
Building Code Floor Code Room Code

Work Request Status |- Approved || Assigned Issued Description Requested Behalf Of
Stopped On Hold Completed

Date Requested | This Year ~

Work Requests 6 D XLS

Work Request Date Work Date Work
Work Reguest Code = | Priority Problem Type Problem Task Work Description Requested = | Work Reguest Status Completed » | Requested by Requested Behalf OF
v
Show
History 5 1560653 3 OPERATIONS[BLDG AUDITORIUM|AUDITORIUM test 1 5/17/2016 Completed 5/17/2016 AFM-SUBMIT AICHELE,
ENGINEER LIGHTING CHRISTOPHER 3%
Show
History 1560654 3 DPERATIONS|BLDG SPACE-BE|FLOORING flooring tile cracked 5/18/2016 Requested AFM-SUBMIT SOWELL, TRACY 1
ENGINEER
View Request History
Step Responded By on Workflow Step Starus Step Stotus Afrer Comments 3 Once you have Selected a” your f||ters, you
Basic Requested Nona .
AFM-APPROVE Manager Approval Requested Approved can SeleCt the ShOW bUtton to dlsplay the
Basic Al d N
= e work requests that match your search.
Basic Assigned to Work Order Nona
Basic Issued and In Process MNons
AFM A i ce 1
k M2l tosued and n Process e Select the Clear button to clear any filters
Basic Completed Nons 4
AFM-SUBMIT Satisfaction Survey Completed Surveyed test you have Selected

5 |Select the Show History button to view the steps/workflow of a particular work request.

6 The XLS button will export all the work requests in the current view to an Excel document that you can
save and view. /lz‘
N4

XLS  View Survey

Work Requests

Date Work Date Work
Work Description Requested = Work Request Status Completed = Requested by Requested Behalf OF

Work Request
Priarity

o

Work Request Code Prablem Type

Ld 1560653 3 OPERATIONS|BLDG AUDITORIUM|AUDITORIUM test1 5/17/2016 Completed 5/17/2016 AFM-SUBMIT AICHELE, CHRISTOPHER
EMGINEER LIGHTING
Show
Ld History 1560654 3 OPERATIONS|BLDG SPACE-BE|FLOORING flooring tile cracked 5/18/2016 Requested AFM-SUBMIT SOWELL, TRACY 109
EMGINEER

If you select the checkbox on and individual work request or select all the checkboxes, an option to View
Survey will appear next to the XLS button. View Survey will allow you to see the response on the survey or to
complete a survey on that particular work request.




