HOW TO SUBMIT A WORK ORDER IN ARCHIBUS

1. Click Report Problem 3. Select the Problem Type from Drop Down Menu

Typeof Problen e
o ARCH I B U S OPS Requestor CARPENTRY

CUSTODIAL B
CUSTODIAL EQUIPMENT
CUSTODIAL SUPPLIES

Report Maintenance Problem ELECTRICAL

FIRE EXTINGUISHERS

Report Problem Description FOOD SERVICE
GROUNDS

View My Maintenance Requests S e

My School's Requests (Report) Description eavy equipment
HVAC

INSTRUMENT REPAIR

LOGISTICS

PAINTING

PERSONAL PROTECTIVE EQUIPMENT
PEST CONTROL

PIANO TUNING

PLUMBING

ROOFING

2. Input Phone Number, Select Site and Location
4. Add the Problem Description and Click Submit

b ARCHIBUS OPS Reguestor Tasks Description

Report Problem
EMERGENCY REQUEST... All emergencies should be called into our office at (336) 370-2386 or (336) 570-2367 prior to creating the work request. Description*

Requestor

Requested By SILCOX, SAMAN - 1208908 Select D i
ele escription

Requestor Phone

Workflow
Location Click on square with three Workflow Steps:
dots to make selection On status of Requested: Edit and Approve is required by OPS DISPATCHER

Use your assig rkspace location
Request will be supervised by MCKINNEY, KATHE - 448035

Location™

Building is required. Enter floor and room number to help us process your request faster.

Describe the location 9 Add Documents  Cancel

cnter the location specincally enough that maintenance can nnd It, such as Froblem 15 on Dack wall, Delow Window.,

GUILFORD
County Schools



WHAT CATEGORY SHOULD MY WORK ORDER BE UNDER?

Carpentry

Broken window
Broken fence
Painting requests
Sign/Board hanging

Door will not latch
o (exterior doors are considered emergencies)

Custodial

Ceiling tile replacements

Custodial equipment repair

Light bulb pick up

Use this form for light bulb requests

Use this form for custodial supply requests

Electrical

Issue with lighting or outlets
Breaker problems
Power outages/issues

Fire Extinguishers

Fire extinguisher replacements
Fire extinguisher inspections

Food Service Logistics

e Furniture removal
e Furniture transportation
e Book pickup

Any maintenance issue that occurs
in the cafeteria/kitchen area

Grounds Personal Protective Equipment

Fallen trees
Overgrown grass/shrubbery
Mulch/athletic field maintenance

e Orders for:
o Gloves

o Masks

Health & Safety o Disinfectant/Alcohol Wipes

Pest Control
Sharps removal requests

Mold concerns e Bee, ants or other insect concerns

Playground equipment e Animals on school property
e Rodent/Reptile concerns

Heavy Equipment

s Plumbing

Toilet, sink or pipe leaks
Clogged toilet or sewage issues
Hot/No water concerns
Draining issues

Any trash/recycling related
concerns
Dumpster issues

HVAC
Roofing

e Shingle replacement
e Major roof leaks

Building is too warm/cold
Leak coming from boiler room
Gas smell in building
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