How to Submit a Request in
Frontline

Frontline

Submit a Request
We'll Find A Solution

In Chrome or Firetox go to the MRU FErontline Website (https://mrufrontline.mtroyal.ca/archibus)

Sign-in with your MyMRU username
and password

4. Building Operations
4. 0On Demand Work m
4 Client

T B o W e

Create Service Request ( Public )
B Our Departmental Requests
m View Maintenance Service Requesis

SUBMIT A REQUEST

Project Management

B Approve Project Requests

General Requests

Space and Room Information

- = Maintenance/Repairs
B Room Information : « Temperature P Not sure what to choose?
Rooms by Amenity : = Lighting Phone our call center at 403.440.6417 (24/7) to
Interactive Floor Plans (Space = Grounds submit your request

Console) =  Housekeeping

Room List = Custodial

=  Signage Repair

= Furniture Repair

= Ergonomic Assessment

= Ergonomic Furniture Procurement
= Work Area Security Assessment

Select "Create Service Request” on

the Navigation Bar

Select the type of Request you want
to place. If unsure, select

"Maintenance /Repairs”

Requestor
Requested BY* yOUR USERNAME
Requestor Phone® yoUR PHONE NUMBER

Location

] Use your assigned workspace location

Location gTE BUILDING FLOOR [room | ¢ o w

niter in 25 much of the location information 2s you know. After s=lecting a floar, you may click the Drawing bution to select the room from a floor plan drawing

Describe the location ADDITIONAL LOCATION DETAILS

Enter the location specifically snowgh that maint=nance can find it, such as "Problem s on back wall, below window:.”.
Equipment

Equipment Code |EAVE THIS BLANK

¥ou can emter the Equipment Code if you kmow it

Warranty Vendor

Warranty Expiration Date

Review Warranty Details | List Request for Equipment

Problem

Problem Type BOPS|ADMIN-REPAIRS

Description

Description™ wWHAT ARE YOU REQUESTING, AND ANY OTHER DETAILS
THAT ARE RELEVANT SUCH AS DEADLINES y

Select Description

Workflow
‘Waorkflow Steps:
On status of Reguested: Edit and Approve is reguired by an employes with Sereice Desk Role BOP_& pprover

Reguest will be supervised by ANWASSER

Enter the Best Phone Number to

contact you at

Begin entering the room number

and select from the results below

EET101 Map &
relickd Epygn - £8 - £2 Suiding -
EB1011 - Computer Lab E2 - EB Buikding
EB1014 - | EB - EB Buildirg|

EB1015 - Computer Lab E2 - EB Building
EB1018 - EB - £2 Building

in back

Enter your request details here

Click Submit to complete your

request

mrufrontline.mtroyal.ca says

This is your Work Request

Code. Use this to look up the

You created a work request with id 80852

Or: Call the Call Center 403.440.6417 or email mrufrontlineemtroyal.ca

status of your request later on.
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