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The present document describes the steps necessary to create a « Service Request » with the
upgraded Maximo version 7.1.

To Access Maximo

1. To access Maximo, copy the following link into your Internet browser :

https://prsp.uOttawa.ca/maximo

Your username is the same one you would use to access your uOttawa webmail.

Your password is the same as your username except in UPPERCASE. If your username
contains less than six characters you will need to append « 01 » to your password only.
Please note that passwords are case sensitive.

For example, if you take a user with the name Jim Long, the username could be « jlong »
and the initial password would be « JLONGO1 ».
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Changing Your Password

1. To change your password, click on « Profile » and select « Password Information ».

Profle Sign Out Help

To Reports Start Center

& Default Information
(3 Personal Information
&a Password Information

2. You can change your password within the following dialogue:

Password Information

9?3 To change your password, enter your current password and then enter your new
password.

User:|MALBERT |  |Marc Albert &

#* Current Password:ﬂ |

New Password:l

Verify New Password:lh |

Password Hint Question:| Q |

Password Hint Answer:'l |




Creating a Service Request

1. Click on the « New Service Request » shortcut located in the top left corner of your Start
Center.

'Welcome; Marc Albert - Environment : Service des immeubles - Physical Resources Service

lElltl'éesrﬂDidBS ’ax“lnformaﬁonsivﬁlﬁ' > Q
(#2 New Service Request Sublect Moenage
l l
lFavorias £ =2 ] Th
View Service Requests (UQT)
) Demandes de service | ¥ Filter > ()

2. The « Create Service Request » window appears.

Create Service Request (UOT) - Environment : Service des immeubles - Physical Resources Service Bulletins: (0) w7 GOTo Reporls StartCenter Profle SignOut Help

Create Service Request

Use this form to fil out a new request for service, When you are done, select the Submit button below to create the record. For additional details about a field description, place the cursor in the field
and press Alt + F1. The icons located next to a field may be used to assist in choosing/selecting an appropriate value for a field
. &} screen Capturer,
I
Reported By MALBERT Q Affected User MALBERT Q
e —
Phone:|4750 Phone:|4750 Q
£-mai: malbert@uottawa.ca Reported Priorty| 6 @
Reported Date:[11-07-11 152002 )
Affected Asset Details =
Lm:ntion:[ » | & GL Al:cuunt:| Q
Aaat] » | = Facturable 7
Request Description = | Attachments . B Fiter > () 0 00 qp Ao ﬂvnmrgggé?iaj
Pizase enter a summary and a more detailed description of your Service Request Document Description
No rows to display.
Summry:l 01 0 Snpey
Dmils:| Attach Fie Aftach Web Address Link




By default, the fields « Reported By » and « Affected User » are populated with your
personal ID, phone number and e-mail address.

3. If you are making a request on behalf of someone else affected by the situation, select
the field « Affected User » and choose one of the following:
1. Enter the other person’s ID in the « Affected User » field or;
2. Enter the phone number in the « Phone » field.

Affected User: MALBERT m:%a

Phone:|9999 Q

Reported Priority:| 6 Q

Reported Date:|11-07-11 15:20:03  [)

4. Go to section « Affected Asset Details » and complete the « Location » field. If known,
enter the numeric building code directly into the field followed by «-» and the room
number. For example : 004-W112 corresponds to Tabaret Hall room W112.

Affected Asset Details

Location: » | =

Asset » =




1. If you do not know the numeric building code click on the « Detail Menu » (»)

to the right of the location field. The following window appears:

Select Value ?

7?3 Select the affected asset location. Use the Fitter by option followed
by the Refresh button to restrict the available asset locations. Fill in
the fields below the location table column names and hit enter (or

press the @ icon) to narrow the search results. Click the location
entry to select it and close this dialog. Click the Cancel button to close
this dialog without selecting a location.

* Fitter By: (V21
kareahl
: Prinee > Qi g @D Gpowniosg | P D

I I

...No rows to display...

Continue |  Cancel |




2. Click on the drop down menu « Filter by » and select « All »; then click
« Refresh ». The list of campus locations appears :

Select Value T

73 Select the affected asset location. Use the Filter by option followed by the Refresh button =
to restrict the available asset locations. Fill in the fields below the location table column

names and hit enter (or press the & icon) to narrow the search results. Click the location
entry to select it and close this dialeg. Click the Cancel button to close this dialog without
selecting a location.

* Filter By:;IAII v
Refresh |
EVF“W >Q/,_[' 3‘ }31-100f16033¢ C‘Mlmg ?E
|
133-135 Séraphin-Marion uot
|001-0 133-135 Séraphin-Marien, Flgor 0 uoT
|
1001-001 133-135 Séraphin-Marion uoT
l_o_m_o_q_z 133-135 Séraphin-Marion T
]nnn L] Anm ame ~2 aia W0 3 A ;l

Enter the building name in the « Description » field and press « Enter » on your
keyboard. The location list is filtered accordingly. Select the applicable location.

5. For billable requests, check the « Billable? » box and enter your GL account. Use the
magnifying glass icon to search through the list of GL accounts.

GL Account:| . §
Facturable ?[—




6. Enter a short description of your request (max. 100 characters) in the « Summary » field

and use the « Details» field for further explanation.

Request Description

Summary:l

Please enter a summary and a more detailed description of your Service Request.

Details:

7. If necessary, you may attach a document or a Web link to your service request. Select

the « Attach File » or « Attach Web Address Link » at the right of your screen.

Attachments = [ s >

L i Wi PSP Gdpownlosd i T i

Decument

Description

...No rows to display.

Attach Fie |

Attach Web Address Link

8. Once completed, click on the « Submit » button at the bottomright of the page.

Submit




