Raising a Planon request
From the service requests gadget, you will see that there are three types of request that can be raised:
maintenance, minor new works (quotation requests), and soft services (cleaning, pest control and
hazardous waste removal).

When raising a request, the requestor field should automatically be filled in with your details.
All fields with an astrix (*) are mandatory.

1. If you fill in the property field manually, suggestions should appear once you have typed 3
letters.
The search tool can be used to show a full list of properties
2. Although the space field is not mandatory, you should make sure to fill this in so the exact
location of the fault e.g. open plan office, is logged. If you choose a space first, then the floor will
automatically be backfilled, however, you could select a floor first. Options for floor and space
will be building specific.

3. You may wish to provide further details on the location of the fault, for example the exact area
within an office. This could also be useful if you do not know the exact name/number of a space
and need to describe the location of a fault instead.
4. To select a request type, click on the search button which will provide you with all possible
standard orders. Alternatively, you can type in the order type, such as mechanical, into the
empty field, which will prompt order suggestions to appear.

5. There is a free text field where any extra comments that may be helpful to those assigning and
attending to the work order can be added. If raising a minor new works request, this is where
information of the exact work to be done and materials required should be included.
6. It may be useful to add a contact number so that you can be reached if there are any questions
about the work order.
7. If you select yes here, it will ensure that the order is sent straight to a halls supervisor and dealt
with accordingly. Failure to select halls will lead to a delay or cancellation of your request.
8. If work needs to be done on a registered asset you should include its ID so that the engineer
working on it can be sure it is the correct one and see its maintenance history.
9. Here you should indicate whether there are any access restrictions to the area where work is to
be done. If yes is chosen, you will be required to give details of the restrictions e.g. Access only
permitted between 2-6pm, as a permit will need to be created.
10. If you opt in for detailed email updates you will be notified every time there is a status change.
11. You can upload a photo to show exactly what the problem is that needs to be attended to.
To view details of and status of requests you have already raised, you will need the ‘My Requests’
gadget.

