
Kace for Facility Services



SIGN IN

SELECT OPTION 2 – FACILITIES FROM 
THE DROP DOWN MENU



DASHBOARD



SELECT DEPARTMENT
1. EVENT SUPPORT

2. FACILITIES WORK ORDER REQUEST

3. GROUNDS

4. HOUSEKEEPING

5. MAINTENANCE

6. VEHICLE REQUEST



EVENT SUPPORT
• AMANDA COLORES 910-678-8212

• INCLUDE IN DESCRIPTION

• NAME OF EVENT

• EVENT DATE AND TIME

• WALK THRU REQUESTED TIME

• #OF TABLES/CHAIRS

• ATTACH LAYOUT

• AV SUPPORT IS ON A SEPARATE TICKET TO MIS



FACILITIES
• COURIER

• MAIL SERVICE

• PAINTING

• PEST CONTROL

• SPECIFY TYPE OF PEST

• RECYCLING

• SIGNAGE



GROUNDS



HOUSEKEEPING

• MOVING/TRANSPORT

• CLEANING SERVICES

• CLEANING SUPPLY REQUEST



MAINTENANCE
• CARPENTRY

• DOORS AND 
HARDWARE

• ELECTRICAL

• GENERAL 
MAINTENANCE

• HVAC

• KEY AND LOCK

• LIGHTING

• PLUMBING

• ROOF

• VEHICLE 
MAINTENANCE



VEHICLE REQUEST

• DRIVER MUST BE CURRENTLY 
APPROVED

• SUBMIT A D-6 DRIVER AUTHORIZATION FORM

• APPROVAL IS RENEWED ANNUALLY AND THE 
RESPONSIBILITY OF THE DRIVER TO KEEP UP

• INCLUDE THE CITY AND STATE OF THE 
DESTINATION



SAVE OR APPLY 
CHANGES?

• SAVE

• SEND THE REQUEST INTO THE SYSTEM 
AND TO THE DEPARTMENT

• APPLY CHANGES

• SAVES THE CHANGES, BUT WILL NOT 
GENERATE AN EMAIL



FAQs

• HOW DO I CHANGE INFORMATION ON A WORK ORDER?

• EMAIL FTCC FACILITIES THE WORK ORDER NUMBER AND ANY CHANGES NEEDED.

• WHAT IF MY ISSUE IS AN EMERGENCY?

• CALL US AT 910-678-8288. IF THIS IS A MEDICAL/THREAT EMERGENCY, DIAL 911 AND CONTACT 
PUBLIC SAFETY AT 910-678-8433.

• WHO CAN I CALL FOR OTHER QUESTIONS?

• JULIE WYNNE 910-678-8288

• DENISE KINNISON 910-678-8228

• AMANDA COLORES 910-678-8212


