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Welcome Jane Doe

‘M* OCM BOCES

Work Orders

Update ' Update And Print Return To List

Create New Work Order

Work Order Contact

In case of EMERGENCY, call 433-2644.
Requested By: Doe, Jane

Work Order Details Inventory

Details
Service Area: Employee |D/Access Card

Step 3: Please include a
detailed description of

Step 1: Make sure to
select “Employee
ID/Access Card” for
Service Area

Campus: Main Campus
Examples:

Building/Location: All Locations

the situation regarding
employee’s ID and/or
scheduled access

Jane Doe 1s switching locations and nesds a new

Area/Location: All Locations
access badge.

Room/Program: All Locations
Ste 2: Select the Campus Jane Doe's badge 1s not working at Main Campus.
and locations within that
campus the employee

needs access

Location:

W

Jane Doe lost her badge somewhere on campus.
Words: 28 Characters: 155

Current Status:

Additional Information Note: Your work order request will

Name: Last, First: Doe, Jane 1-Bldg/Days/Hours: be kicked back to you if:

step 4. All additiona| A—— - Employee number is not

information is needed in

Division: Student Services 3-Bldg/Days/Hours:

— included
ordgr for a request to be Suparvior: Jo St 1D Badge Status: - - .
fUIfI”ed' Employee Type: OCM BOCES Employee If Status Change- - BUIIdIng’ hours’ and Iocatlons
Reason: are not mentioned
H ‘OCM Employee 12345 Attach employee .j . . .
If the employee is new, or oen e oo e mtes - Reason for work order is missing

returning, please attach a
headshot photo.

Employer Name:

- Photo is not attached for a new
or returning employee

Update And Print Return Teo List




Additional Notes:
- If an employee needs a badge and a key please submit two separate
work orders (Keys are considered a Maintenance Service Request).

For any questions or concerns please
contact:

Andrea Facciponte

315-431-8568
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