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Submitting a Form for Facilities

1 Category is selected to be Facilities

https://scribehow.com
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2 If Urgent, please select so

3 Enter the description for the ticket and provide as much detail as necessary
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4 If an Appliance issue, please select yes

5 Below, select the location of where the appliance is Located on the site. This field
is required for each ticket to be submitted
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6 Select the equipment from the list, if it is not in the list please select "Other"

7 Please enter where the item is in the provided location EX: Next to fridge
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8 Please select what applies, if nothing provided applies please make sure enough
detail is entered in the ticket description

9 Click "Submit"


