
REQUESTING SERVICE

The Icon will soon state it is for Biomedical, Hospitality Services, & Facilities Engineering



Step 1 – select the department that you wish to send your service request.

Biomedical - patient care equipment repairs
Hospitality Services – housekeeping requests
Facilities Engineering - repair/maintenance requests

then click Continue (this example assumes Facilities Engineering but the others are similar).

Step 2 - Enter in a Control # (common for Biomedical requests) OR an Area# and click Continue
If you do not see your Area # or can't find your Control # call x3291.



In this example, we entered an Area # and the Area # and Description have displayed.

You may see open service requests or if you entered a Control # you would see Manufacture and other nameplate data
in addition to any open service requests.

Enter the information for each field above and click Submit.

Here is an example of a filled out Service Request.



After you click Submit, here is what you will see.

If you entered your email, you should receive a confirmation email of your service request.

When the service request is completed, you will receive another email.


