Kace for Facility Services



SIGN IN FTCC Self Service User Console

This self-service page allows staff and faculty the ability to create and
track support tickets for MIS and Facilities.

Please select 1. MIS or 2. Facilities from the
organization dropdown list to submit your work order to
the appropriate department.

SELECT OPTION 2 — FACILITIES FROM
THE DROP DOWN MENU

If you have problems logging into the site please contact MIS Tech Support.

Login (user name): Password:

@il be saved on this computer between sessions unless you explicitly "Log Qut”)

Organization:

| 2. Facilities

@ 2023 Quest Software Inc. All Rights Reserved.




DASHBOARD

Company: KACE * Organizatior

Session Timeout: 03:5¢

Faciities (Q) wynnejo707

4 + 08/20/2024 09:02:39

Announcements

Need help? Helpful Links
Report it
No links have been created.

Number Title Status

VCLREQ- Opened

Opened

Forwarded

Forwarded

Forwarded

Knowledge Base

No Knowledge Base articles have been created.

No announcements available.




SELECT DEPARTMENT

EVENT SUPPORT

FACILITIES WORK ORDER REQUEST
GROUNDS

. HOUSEKEEPING

MAINTENANCE

. VEHICLE REQUEST

& Home
€ Service Desk

< ¥ Home > NeedHelp?

Need Help?

Event Support

Facilities Work Order Request

Vehicle Request

Housekeeping



Seryice Des< New Ticket - Event Suppor: | Event Support

New Ticket - Event Support | Event Support

Piease describe the event: Status:

News

i
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Event Support:

Event Support

> = w =B Z k
Location=

Please szlect one.

Area::

Please selectone.

Area/Room Number:

EVENT SUPPORT e

Knowledge Base Article: Contact Number:

AMANDA COLORES 910-678-8212

INCLUDE IN DESCRIPTION
°  NAMEOFEVENT

Select an article to 2ppend

Owner:

Unassigned

¢ EVENT DATE AND TIME

CCList:

0 Add CC List
°  HOF TABLES/CHAIRS 4 S
ATTACH LAYOUT

AV SUPPORT IS ON A SEPARATE TICKET TO MIS

¢ WALK THRU REQUESTED TIME

Related Ticket Information
See Also:
@ 4dc Ticket

Referrers:

None

Attachments:

Choosz File | No file chosen




Company: KACE - Organization: 2. Facilities wynnej0707 «
- 1/ 1CE - Oraniai @ vomned
A .

Session Timeour: 02:59:43 - 0 6:04

- Facilities Work Orders

t Home
€ Serv
N Knov

New Ticket - Facilities Work Orders | Facilities Work Order Request

Please describe your problem or request: {required) Status:
1 = 5 New
s B I U & x, x A+ T~ 8 © Jv 7~ 9+ =~ E ~
= oy EOE vy - Problem Type: {required)

Unassigned

o B m™ =2 & k<

FACILITIES

COURIER
O MAI L SERV'CE Area/Room Number:: (required)

PAINTING .
PEST CONTROL Julie Wynne

Knowledge Base Article: Contact Number: (required)

© SPECIFY TYPE OF PEST -

Select an article to append

RECYCLING =
SIGNAGE CCList:
@ Add CC List

QO None

® Manual Date /'



GROUNDS

Company: K/

Knowledge Base Article:

Select an article to append v

Status:

New -
Problem Type:

Grounds v

Requestor: {required)

Julie Wynne B

Contact Number:

Due Date:

® None

O Manual Date /

Owner:

Una:

CCList:
© Adc




HOUSEKEEPING

MOVING/TRANSPORT
CLEANING SERVICES
CLEANING SUPPLY REQUEST

Company: KACE - Organization: 2. Facilities

Session Timeout: 02

New Ticket - Housekeeping | Housekeeping

Please describe your problem or request:

Related Ti

Attachments:

s
C

ket Information

Choose File | No file chosen

© Add Another Attach

Screenshots:

Ky Paste &

ment

. A Ti=
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® &~

7 - =+ =

Problem Type: {required)

Moving/Transport

Location::

Please selectone...

Area::

Please select one...

Area/Room Number:: {required)

Contact Number: {required)



MAINTENANCE

CARPENTRY

DOORS AND
HARDWARE

ELECTRICAL

GENERAL
MAINTENANCE

HVAC

KEY AND LOCK
LIGHTING
PLUMBING
ROOF

VEHICLE
MAINTENANCE

New Ticket - Maintenance | Maintenance

Please describe your problem or request: {required)
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Related Ticket Information

Attachments:

Choose File | No file chozen
@ Add Another Attachment

Screenshots:
% Dzxcre Sercanchar

[
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Problem Type: (required)

Doors and Hardware
Location: (required)

Please select one..
Area: {required)

Area/Room Number:: (required)

Contact Number: {required)



New Ticket - Vehicle Request | Vehicle Request

Please describe your request: Status:
r r New
s B I U § x x* A- T~ & © 4~ 7~ 9~ =~ E ~
= . =E = fhr - Vehicle Request:

Vehicle Reguest

o @ W™ = F N &

Vehicle Driver: (reg

Vehicle Request Reason: (required)

Please select one...

VEHICLE REQUEST

Destination: (required)

“  DRIVER MUST BE CURRENTLY
A P P R OV E D Know!edgg Base Article: Date & Time Leaving: :'e:!,:zc ‘v =

Select an article to sppeng

- SUBMIT A D-6 DRIVER AUTHORIZATION FORM

Submitter:

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

“ INCLUDETHECITY AND STATE OF THE N
DESTINATION

Date & Time Returning: (required)

Owner:

Unassigned

CCList:
© Add CC List

Due Date:
® None

D Manual Date /




New Ticket - Housekeeping | Housekeeping

% Home
Se! k
l! I ! A I ) I ) B\ Knowledze Baze
S V E O LY = Please describe your problem or request: Problem Type: (required)
F Moving/Transport
" ) 5 =

B I U § x» ¥ A>T+ & © 4~ 7 - & E

= = Location::

CHANGES? aae-

Area::

Please selectone...

¢ SAVE
Area/Room Number:: (required)

¢ SENDTHE REQUEST INTOTHE SYSTEM Comtac Natsbie: (s
ANDTO THE DEPARTMENT

¢ APPLY CHANGES

¢ SAVESTHE CHANGES, BUTWILL NOT
GENERATE AN EMAIL

Related Ticket Information




FAQs

HOW DO | CHANGE INFORMATION ON AWORK ORDER?
EMAIL FTCC FACILITIESTHE WORK ORDER NUMBER AND ANY CHANGES NEEDED.

WHAT IF MY ISSUE IS AN EMERGENCY?

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

WHO CAN | CALL FOR OTHER QUESTIONS?
JULIE WYNNE 910-678-8288
DENISE KINNISON g910-678-8228
AMANDA COLORES 910-678-8212




