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Quick Start (Guide

Creating a New Request in MyFacility

1)
2)

3)

4)

5)
6)

Login to MyFacility and click “Create New
Request”.
Select the location for which the WO should
be created.
Fill in the following information:

a. Floor/Desk Number

b. Work Type

c. Category

d. Common Problem

e. Description
Select if you are/are not a Bank of America
associate.
Include an attachment if one is available.
Click “Submit Request”.
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Features
The following features are available in MyFacility:
e Status and history of all your requests presented on home page.
e Ability to add a location to your profile.
e Limited number of refreshes required.
e Simple service request form: all information entered on one page using an intuitive form layout.
¢ Confirmation and approval emails to proactively communicate progress made on your requests.
e Search capability for all users.
e Consistent navigation elements to streamline the path to what you need.

Terminology
Common Problem
Work Order

Condition of Service Request
Closed

Open

Status of Service Request
Awaiting Review

Cancelled
Dispatched

Solving

Work Order Priority Levels

Service Levels
Emergency
Rush

Normal

Routine

' Response Time

List of repairs and services commonly requested.
A work order is a service request that has been submitted for
dispatching. Each work order contains information on the type of
service requested along with status and condition.

Indicates the work has either been completed by the service
provider or was not approved by the Facility Manager. Closed work
orders cannot be reopened.

Request has been submitted and is waiting to be completed by a
technician or service provider.

Indicates the work order has been completed by the service
provider and is awaiting invoice approval and processing (where
applicable).

Indicates the work no longer needs to be performed.

Indicates that the work order has been assigned to a service
provider  with  the  appropriate  service level and
response/completion times.

Work order is in the process of being dispatched by the Real Estate
Services Solutions Center.

Completion Time

4 hours 8 hours
1 day* 3 days

5 days 5 days*
15 days 15 days*

*denotes SLA that is measured based on business days (business day = 9AM — 6PM)
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MyFacility
MyFacility New User Request
1) Send an email to BofADataMgt@am.jll.com with the following information:
a. Name
Email Address
Phone Number
Location (MHID)
Business need for account access

® oo

Logging into MyFacility
1) Open a new internet browser session.
2) Inthe address bar type in: https://bankofamerica.thepsc.com.
3) Bank associates and international Facility Partner users will use Simplified Sign-On (SSO) to login.
a. For any troubles logging in, users can use the email link below “trouble logging in?” to contact Data

Management.
4) Service provider users (engineers, vendors) will use the User Name and Password fields to login.

Adding Locations to Your Profile
NOTE: All locations you are registered with will be available to you in the drop-down menu on the home page.
1) From the MyFacility Home Page, click on the Update Profile link at the top right of the page.
2) To change or add new location click the box next to “Add new location”.
3) You must enter the building information here and choose the correct location.
4) After you have entered your criteria, click the Save Changes button.
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Major Website Components
Homepage

Property Toggle

Open New Service Request
For users with more than one

property associated to their
account, you can use the drop
down list to quickly move

Choose this tab/button to
open a new service request

| CW Solutions Center Welcome, Dal
HOME
TEST SITE - abc-123 - abe-123

My Requests

SEARCH Work Orders

The section shows
all of the requests
and which status
they arein

Mass WO Upload

My Requests

My Work Order Requests (0)

Cancelied
Closed

In Progress.
On Hold
NTE Pending

3500 Pedmont
Atianta, GA 30205

My Resources

Creation Date Work Order &

coooo

No OPEN Work Order Requests

My Resources

This section allows you
to submit soft service
requests that are
handled outside of

US & Canada: Some Soft Services
are managed outside of MyFsodty. if
you are requesting work for the
n the Inks below
#5500ated ink 10 De
e

nckiding Cafeters.
market/Convenience
e Dning. Vending,

Store. Corpo
Office Coffee. and Overtime Mea
Program

Etness Centers

Other Work Order Requests
OPEN at this Location (1) Search

Conference Centers

Creation Date Work Order # Status

Location Service Reguests

89123181-2
This section shows all of the requests

(regardless of who submitted) for the

specified property. Typically, this will be

limited to the last 30 days of activity

gan , you last logged in on 1/10/2017 3:59:11 PM
| OVERVIEW |

Dispatched to SvcPro

tetafacilit
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You MyFacility Requests

This section shows all the requests you
have submitted regardless of the specific
property currently selected

Update Profie | Sign Out

Create NEW Request JEIEIE)
ADD Location to Profile

Status Description Location

Request# v

Request# v GO

Description Location

test cancellation TEST SITE - abc-123 - abe-123
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New Request Page

MyFacility | CW Solutions Center - Welcome, Daniel Pagan , you last legaed in on 111002017 3:55:11 PM

| Howe DR TSRS Tl FMS | SEARCH Work Onders | OVERVIEW |

» abce123 « abc.123

Location el e

tetafacilit
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Lpoae Drofg 31 Onl

Mass WD Lipiaad
Iy Requests

Canceaed
Chosed

- Drogrecs
(S i)
NTE Peaaag

500 Pedmont
Alarda, A NTN0E

A 3

immediate assistance 24 hours day, 365 days a year

“APORTANT | i

thig gvent™

ur work criler equeal iz related io heavy winfer weather, piease preface the w
appropnale escalation. Propedy Managers, please wee ndiative code

If this is an EMERGENCY, please call the Corporate Workplace Solutions Center at (800) 698-4400 for

e proper reporting

Service Location

Please verify the new service
reguest location is correct. If
this location is not the
location in need of service,
you can change this in the
location drop-down page on
the home screen

Problem Location Floor

Please indicate where within
the location the problem is

occurring. Where applicable,
enter a floor or desk number

TEST SITE - ade-113 - - 113
3500 Faedmant
Aflprda GA 30305

Werk Order Reguest

FioorDesicSune
Work Tipe Plesse select & Work Tyoe

Calegory

select @ Calegory

CTETION BT

Do icniplicn af ek Orcler Reques

Billing Infermation

The work type Sbove & used 1o detemming if the régeist is bilable d
eapenge aceoss all LOSa . if 3 bdlabls requeat, please eater your Co

- Erogasty Nan et Guide

* Bank of Areerica Associshe

MNOT| Bank of Amencs Azsocale

Eilabie? Vs - ILirne of BUSINGES Sypansa
Company Piease Select Company
Coet Conter

olick fhe selection box ifthis is io remain
& COMPDENTUAL work omber reguest

Common Problem

Please select the appropriate
common problem best fitting the

. issue you are experiencing
Description

Please provide any additional
description of the problem or any
specialized instructions for the
technician assigned

rectly 00 your Ling of Business (LOB) or & chavge 10 Comoedie Wiorkplace which i 5 shand
CC nformation below

Company/Cost Center #

When required, please choose your

specific Company and Cost Center

Mumber from the drop-down fields as
. indicated

please ype Fe fral numbers (affeast 4) of your appropnisds

o oenler
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Page

MyFacility | CW Solutions Center  Welcome, Daniel Pagan . you last logged in on 1/10/2017 3:59:11 PM Undate Profie | Sign Out

[ HOME | Create NEW Request] FMS | SEARCH Work Orders | OVERVIEW|

TEST SITE - abc-123 - abe-123 v Al M 2 eip | FaQ

Mass WC Upload

My Requests

Cancelled
Closed

In Progress
Cn Hold
MTE Pending

Atianta, GA 30305 MyFacility automatically associates

My Account

TEST SITE - abc-123 - abe-123
3500 Piedmont
Aflanta , GA 30305

Coooo

Primary Contact Location

Contact Profile

Title
) o JLL those users with more than one
Your contact information is * Outside Phone 18007984400 property associate you may change the
based upon what is available primary or default location by choosing
in the Bank Corporate

Directory. If this information Outside Fax down field
however is out of date or

* Last Name users with their default locations based
upon their contact information. For

the correct location from the drop-

* Email
incorrect you may edit the
appropriate fields and click Primary Locafion
the "SAVE CHANGES" button TEST SITE - abe-123 - abe-123 ¥
to update the system Language English (United States) v

Add new lecation Security Question/Password

Security Question 2

-«

You may update or change your
security questions and change your
password here. Click "SAVE CHANGES"
to save the changes

Security Answer 1

Security Question 2

-«

Security Answer 2

Cancel | | Change Password

Creating a Service Request Online

1
2)

3)

4)
5)

6)

7)
8)

9)

From the home page, click on “Create NEW Request”.
Confirm the correct site is selected or select the appropriate service location from the “Location” drop down
menu.
In the Floor/Desk Number field, indicate the location within the site where service is required.
Select the appropriate work type from the drop-down list.
Provide a clear and detailed description of what is required.
a. This should include all special instructions that will aid services providers in completing the request.
Additional location detail can also be included.
b. If you believe that certain supplies may be required to complete the job, please detail that in the
description.
c. An attachment can also be included as applicable.
Once all required values have been entered, click “Submit Request”.
a. |If you would like to start over and clear all previously entered information, click on “Cancel’.
Review “Service Confirmation” information.
If a similar request is required, you can select “Duplicate Request” to re-enter the “New Request”’ page with the
fields pre-populated with the last service request’s details.
Once you have submitted your work order request:
a. You will be taken to the subcase view of the work order request which details the request you just
submitted along with the status and condition of your work order.
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b. You will also receive a confirmation email to the email address listed on your profile with this same
information.

Search Functionality
NOTE: Search results will only include requests that you have submitted. MyFacility can only search for work orders
created within the last 180 days.
1) Click on the “Search” tab or icon within the action panel (available on any home page).
2) Enter the appropriate search criteria including the following:
a. Service Request #
b. Service Request Description
c. Condition
d. Created in Last (default setting is 5 days)
e. Contact— Select “Individual Occupant Location” (from the dropdown) OR select “All Occupant Locations”
3) Click “Search” to run the query, select “Clear” to reset search parameters or select “Cancel” to return to the
home page.
4) Search results will display in the similar format as the home page. If you request a search that does not return
any results you will receive a message that states, “No Service Requests Found”.

Checking Status of Submitted Work Order
NOTE: You cannot view the subcase for a work order you did not submit.
1) The home page displays:
a. All open work orders submitted by you.
b. All open work orders for the building you have selected from the “Locations” dropdown.
2) From the home page, click on the request number for the work order you would like to check the status of.
3) You will be taken to the subcase view of the work order request which details your request, the status and
condition of your work order, and any notes that have been added.

Adding Notes
NOTE: You can only add notes to a request that you have submitted that is not in a closed or cancelled condition.
1) From the home page, click on the request number for the work order you would like to add notes to.
2) Click on the “Add Notes” icon within the action panel.
3) Type in the notes you would like to add to the request.
a. Notes are viewed by Call Center representatives, Service Providers, and Facility Managers.
4) Click on “Add Notes” button or click the “Clear” button to start over.
5) Your notes will be added and viewable in the subcase history.

Updating Your Profile
1) From the home page, click on the “Update Profile” link at the top right.
2) From this page you can:
a. Update the locations attached to your profile — see “Adding Location to your Profile” section above.
b. Update your contact information.
3) Type in the changes you would like to make to your profile.
4) Update your security questions and password.

Contact Information/Getting Help

Send an email to BofADataMgt@am.jll.com including you question(s) and any specific H/—\’) MG
record identifiers. NOTE: Internet Explorer 9 users may experience sign-in difficulties in

MyFacility. Try logging in with compatibility view turned on. To activate compatibility view  piMenegement | & - B - 0 &
in IE9, click the “torn page” icon in the address bar; the page will automatically refresh
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