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Introduction

S Request i a self-service portal designed to empower anyone to quickly report, monitor and provide feedback
incidents relating to their Service Insight environment.

S Request i optimally designed to work on desktop, mobile or tablet devices.

Step 1:Accessing SI Request

For desktop access to S Request on a laptop, FC or web Top Tip:

browser please go to the link below. Remember to bookmark this page

on your browser for future

https://crsp.serviceinsightlocal.cbre.eu/PRD00432CRS/
reference.

Step 2 : Logging into SI Request

Existing Users

Enter your work email address and click Log In. If you are not using a shared desktop, select Remember Me before
logging in. This saves you from re-entering your details.

Welcome to Service Insight

Please log h to access our serYlces.

UHmame

psemame

ﬂmber Me
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New Client/External - Users

New Client/External users of 9 Request will be required to create an S Request account the first time they access
the system. If your company has enabled SSO (Single-Sign-On) for S Request, click on Sign in with your Howard
email, otherwise create a new account by clicking on Create a CBRE Client account now.

Sign in with your Work/0365 account

) SIGN IN WITH YOUR WORK E MAIL

Sign in with your client account

Don't have I CBRE account? Crntf o CRRE CliPa+ Countnow
| Torvris2_ Condltlons

Once the account s created and validated, the New User Registration page will require the user to choose their
default location for reporting faults. Location information can be amended at the point of submitting a request.
Contract - USHOW

New User Registration

Please enter your details below and se yotX home location 10 register lor & Request

Contact Information Location Information
Lanyuage * Contrsct
Englisn w betpet -
OEm1il.Idd1m: -courtryGily
rF1INImt: *Building
* LAt N * Flgpar
CPhoMNUI'btr- L

Once the registration process s completed, users can log onto S Request by entering their email address and
clicking Log In
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Step 3: Navigating the S| Request Home Screen

When you open the desktop link, the SI Request Dashboard will be displayed. The SI Request Dashboard is where
requests can be raised and managed. Click the Dashboard button to return to the dashboard page at any time.

HOWARD Service Requests Provide Feedback Request Language:  English(US] v
+ Req
UNIVERSITY

Welcome Brittany Teal

QUICK REQUESTS

3 ' Dashboard .
f  Too Cold

E  Too Hot

0

Lock / Key Faults My Open Orders

Door Faults {Int)
Recently Serviced Orders View History

Door Faults (Ext)

Recently Serviced Orders

4 - Lights Failure

WO Numbera Problem Description Date Entered Assigned Name
- Light Flickering R9579874 water Leak / Flood (Minor)Water bathroom Flood (Minor):>women's bathroom flooding second... 6/3/202412:58:52 PM EST Aki Burke Sr.
Wire / Cable —
/ 1 rows found. o4 [ 1] v W ofipages

Damaged Flooring

+Request - Raise a new service request

Quick Request - Raise a common service request quickly

My Open Orders - View the status of open orders

Recently Serviced Orders - View recent service order request history
Provide Feedback - Feedback on the orders handling

NN
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Raising A New Request

There are two ways to raise requests:

Quick Requests

Select the relevant option in the Quick Requests navigation pane.

HOWARD - Service Requests Provide Feedback Language: - English(US) ~ °
UNIVERSITY @1i&

Welcome Brittany Teal

QUICK REQUESTS

|

1

<4 Lights Failure

! Too Cod

1" Too Hot 0

Lock/ Key Faults My Open Orders

Door Faults (Int)

Recently Serviced Orders View History

Door Faults (Ext)

Recently Serviced Orders

WO Number... Problem Description Date Entered Assigned Name

Light Flickering ROS79874 Water Leak/ Fiood (Minor):>Water bathroom Flood (Minor}:swomen's bathroom flooding econd_ 6/3/2024 125852 AVI EST Ad Bie .

Wire /Cable
rows found M t (2] of1Pages

A Damaged Flooring

Top Tip:

you can select from.

h Step 1, confirm your phone number.

Too Cold

Stepl = VenfyAccoont

Profis fems.
bmlanym cbre.com

PheneNVirk:

] How is Servicalnsight using my parsanal information?
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Next, n Step 2 confirm the location of the problem.

Step 2 - Define Problem Location and Classification
Contract:
Howard University Passthrough USHOW-BT v
Catagon: @
Customer Leve v
Search:
* Customer Loval: @
Main Campus v
*Building
Howard University Service Center v
*Floor:
2nd Floor v
aren
217A - OFFICE v
Location within Aree: @
Fiood 2nd fioor bathroom office 217

Finally, n Step 3 enter a description of the problem and click Create.

Step 3 - Provide Request Description

* Description of requast:

A confirmation page will be displayed and will include your Request Number which is also referred to as a Work
Order Number. This number can be used to check for updates or information in relation to your request.
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+Request

This function can be used if the problem i not available from Quick Request options. Select +Request.

Dashboard service R.ciuesu Provide FHdback R EogH<h(US) v
SIRequest

Too Cold

Too Hot

Lock / Key Faults

Door Faults (Int)

Door Faults (Ext)

Lights Failure

Light Flickering

Wire / Cable

Lxd w,l,¢:Oonoas"g"m'"

Dashboard

y)

My Open Orders

Recently Serviced Orders ViwHIrtof)'

Recently Senriced Orders

WO Number--. Problem Description Date Entered
R507542 Coffeii! T.iste Issue:> Meuillic t.iste 9/21/20214:54:45 PM UTC
trows found w & oftpages

The steps are the same as using Quick Requests outlined above, however, Step 2 will also require you to enter the
Problem Code details.

After completing the three steps, a confirmation page will be displayed and will include your Request Number which
i also referred to as a Work Order Number. This number can be used to check for updates or information in
relation to your request.
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Viewing Orders

SI Request can be used to monitor the current status of all requests.

Viewing all open orders

To view the status of request orders that have not been completed, select My Open Orders on your dashboard.

=
) ‘ Requesf Dashboard service Requests Provide Feedback Laaguage English(US) - °

welcome Donna Sugarman

Dashboard

Too Cold
Too Hot 2

Lock / Key Faults My Open Orders

Door Faults (Int) X
Recently Serviced Orders View Mistory

Recently Serviced Orden

Door Faults (Ext)

Lights Failure

WO Number— Problem Description Date Entered
Lightlickerig RS07542 Coffee Taste Issue:> Metallic taste. 9/21/20214;54'45 VI UTC
Wire / Cable
1rows found M 4 1 ofiPages

The My Open Orders(Not Completed) screen will ke displayed. Click the relevant Work Order Reference Number
to view the details.

My Open Orders{Not Completed) O

My Open WOK Oniim

S DateTarg«CompltUSil.1 ProblemDesalptian Date Ervered
£,/14/1021RI6:00AMUTC Coffee Machine Leaking:>Leak i at the back to the left £,/I/1011TBES4AMUTC
6/14/2021122400PMUTC ColfwM.tchrNNwdsRifillin<pFillthti! mdchmi GN/XRL 3245 M UTC
.- QJ I Nof\p
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The View Work Order Detail screen will be displayed. You may need to scroll down to see more details.

Welcome Donna Sugarman

View Work Order Detail - R221883 €} Fields marked with an * are raquired
* Enter Work Order Number: | R221883 m
‘Work Order Location

Customer Leve Bulding For area

Building Groue 1 Buikding A 5t Floar EXTERNAL

Location within Area: Location Phone: Contact Name: Co

00 Denna Sugarman 0

Contract:

Test Contract
Important Dates

Entered Next Arrvai Response Target Actual Response:
6/1/2071 N2E54 AMUTC £AV2021 23600 PMUTC M/2021 13902 AU UTC
Attend Target:

6/14/2071 83600 AM UTC

Contain Target: Actual Contain:

6/14/2021 H36:00 AM UTC

Completion Target: Actual Completion: SLA Version:

6/14/2021 2:36:00 PM UTC PRDOOY_TestO!- Vers
Work Order

Nork Order Number. Problem Description: Campiation Description:

Raziee3 fesdoack Coffee Machine LeakingLeak s t the back to the left

General Information

o st Requested By
P2-p2 o Demna sugarman
Company G

Work Order Log History

Comments Date Of Update Site
Work Order Created 6/T/20211136:54 AM UTC
Email queued to Donna Sugerman@cbre.com with Message Id 1076878 for WO R221882 6/11/202111:38:02 AM UTC
Dispatched using Dispatch Notify form 6/1/7202111:35:02 AM UTC
Emailed to donnasugarman@CBRE com, que # 1076882 at 06/1/2021 1139 AM, AddType=Manual, Template= 6/11/20211139:02 AMUTC
Email queued to donna sugarman @{ERE com with Message Id 1076884 for WO R221883 6/11/2021 1140:03 AW UTC
WO successfully submitted to Dynamics 6/T1/2021 1140:16 AM UTC
Email queued to donna sugarman @CERE com with Message 1d 1077125 for WO R221883 6/11/2021112-03 PM UTE

Email quausd to donna sugarman @CERE com with Massaga 1d 1077124 for WO R221883 6/T1/2021112:08 PIM UTC

Wiork Order Started =11/06/2021 14:48:00 LTC 6/11/2021 248:04 PMUTC
Reassigned due to DRA failure 6/11/2021 24836 PM UTC
DRA Failure-Test 6/T1/2021 24836 PM UTC
Email queued to pramackumar shethegcbre com: pramodkumar shethe@evry.com with Message Id 1077475 for WO R221883 6/11/2021 250:04 PM UTC

These sections include:

Work Order Location

Important Dates - Service Level Agreement dates/times and next arrival time (if applicable)
Problem Description - Additional comments from the Helpdesk can be viewed here

Completion Description - Comments from Tech/Helpdesk on completion
General Information - Priority code, Requestor, Status

Attachments - Click here to add extra attachments

Work Order Log History - Updates, comments, ETA
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Viewing all orders

To view all orders select Service Requests then Service Request History. You can use the filters to help identify
the relevant work order.

.I_'_‘-I Request Oashboard Servicllil Requests ovide Feedback ﬂ__ Lao9,age, English(US) v ° v

Service Request Welcome Anna Kyriacou

History

T‘_ .

Request

2

Too Cold

Too Hot

My Open Orders

Lock/ Key Faults

Door Faults (Int)

Recently Serviced Orders Vlaw History

Door Faults (Ext)

Recently suviced Orders
Lights Failure
WO Numbere Problem Description Date Entered

Witz Rl C2an009 Coffee Machine Drip Tray Full:> 9/21/2022 1:12:37 PM UTC

Top Tip:

There may be additional Work Orders that
appear in your searched. These are sub orders
than can be created by the helpdesk in
relation to your original order.
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Viewing an order using the Work Order Reference Number

To view a specific order select Service Requests then View Service Request.

Sl Req Ues‘r Dashboard Service Requests Provide Feedback Language: English(US) - ° .

Service Request Welcome Anna Kyriacou

View Service
Request

Toao Cold

Z

My Open Orders

Too Hot

Lock / Key Faults

Door Faults (Int) )
Recently Serviced Orders View History

Door Faults (Ext)

Recently Serviced Orders

Lights Failure
‘WO Numbera Problem Description Date Entered

Light Flickering €2877009 Coffee Machine Drip Tray Full:> 9/21/2022 112:37 PM UTC

Enter the full Work Order Reference number and click View Order.

Welcome Denna Sugarman

View Work Order Detall € Fields marked with an * are required.

* Enter Work Order Number:

Common status code and the code meanings

Code Meaning

Completed by Tech. Phone Fix
Completed by Tech on PDA
Dispatched

Dispatched, Tech Enroute

HLD / EBO Hold / Equipment on Back order

Open Web Request
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Feedback

S Request allows for feedback on completed Work Orders. Click Provide Feedback, then enter the relevant Work
Order Number to provide comments, ratings and a request for a contact regarding awork order. The comments
made will become a permanent part of the work order in the feedback section.

A feedback link will also be displayed on the emails you receive.

Provide Feedback 0 FiQI& imarkldwith4n wrvquirlld

Encer Won Order Humber:

Provide Feedback Submit Changes

Additional Assistance

If the below error message & displayed or you have any technical faults, please contact your local CBRE facilities
Maintenance Helpdesk for support.

Email - HowardUHelpdesk@cbre.com

Phone - 202-806-1000

SIRequest

A caller profile doesn"t exist and self-registration is not available. Please
contact the administrator.
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