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Quick Start Guide 

Login Instructions 

From Flagscape: 

1) Go to: www.flagscape.bankofamerica.com  

2) Choose Business Support – Facilities and office space – Repairs, projects and moves – Log on to 
MyFacility. 

 

 

 

 

 

 

 

http://www.flagscape.bankofamerica.com/


 

 

 

From  MyFacility: 

1) Click Simplified Sign-On 

 
 

2) You will be logged into MyFacility: 

 



 

 

 

Creating a New Request in MyFacility 

1) Login to MyFacility and click “Create 
New Request”. 

2) Select the location for which the 
WO should be created. 

3) Fill in the following information: 

o Floor/Desk Number 

o Work Type 

o Category 

o Common Problem 

o Description 

4) Select if you are/are not a Bank of 
America associate. 

5) Include an attachment if one is 
available. 

6) Click “Submit Request”. 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

Full MyFacility Guide 

Features 

The following features are available in MyFacility: 

¶ Status and history of all your requests presented on home page 

¶ Ability to add a location to your profile 

¶ Limited number of refreshes required 

¶ 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 

¶ Search capability for all users 

¶ Consistent navigation elements to streamline the path to what you need 
 

Terminology 

Work Order 
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. 

Common Problem List of repairs and services commonly requested. 

 

Condition of Service Request 

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

Closed 
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. 

 

Status of Service Request 

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

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

Cancelled Indicates the work no longer needs to be performed. 

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

  



 

 

 

Work Order Priority Levels 

Service Levels Response Time Completion Time 

Emergency 4 hours 8 hours 

Rush 1 day* 3 days 

Normal 5 days 5 days* 

Routine 15 days 15 days* 

*denotes SLA is measured based on business days (business day = 9am ς 6pm) 

 

MyFacility  

 

MyFacility New User Request 

Send an email to BofADataMgt@am.jll.com with the following information: 

¶ Name 

¶ Email address 

¶ Phone number 

¶ Location (MHID) 

¶ Business need for account access 
 

Logging into MyFacility 

¶ Open a new internet browser session 

¶ In the address bar type in: https://bankofamerica.thepsc.com  

¶ Bank associates and international Facility Partner users will use Simplified Sign-On (SSO) to 
login. 

o For any troubles logging in, users can use the email link below “trouble logging?” to 
contact Data Management. 

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

 

Adding Locations to your Profile 

¶ From the MyFacility Home Page, click on the Update Profile link at the top right of the page 

¶ In order to change or add new location click the box next to “Add new location” 

¶ You must enter the building information here and choose the correct location 

¶ After you have entered your criteria, click the Save Changes button 
 

*Note: All locations you are registered with will be available to you in the drop down menu on the home page. 

 

 

mailto:BofADataMgt@am.jll.com
https://bankofamerica.thepsc.com/


 

 

 

Major Website Components 

 

Homepage 

 
 

 

  



 

 

 

New Request Page 

 
 

  



 

 

 

Profile Page 

 
 

Creating a Service Request Online 

1) From the home page, click on “Create NEW Request”. 

2) Confirm the correct site is selected or select the appropriate service location from the 

“Location” drop down menu. 

3) In the Floor/Desk Number field, indicate the location within the site where service is 

required. 

4) Select the appropriate work type from the drop down list. 

5) Provide a clear and detailed description of what is required. 

o This should include any and all special instructions that will aid services providers 

in completing the request. Additional location detail can also be included. 

o If you believe that certain supplies may be required to complete the job, please 

detail that in the description. 

o An attachment can also be included as applicable. 

6) Once all required values have been entered, click “Submit Request”. 



 

 

 

o If you would like to start over and clear all previously entered information, click 

on “Cancel”. 

7) Review “Service Confirmation” information. 

8) 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: 

¶ 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. 

¶ You will also receive a confirmation email to the email address listed on your profile with 

this same information. 

 

Search Functionality 

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:  

o Service Request # 

o Service Request Description 

o Condition 

o Created in Last (default setting is 5 days) 

o 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”. 

 

*Note: Search results will only include requests that you have submitted. 

**Note: MyFacility only has the ability to search for work orders created within the last 180 days. 

 

Checking Status of Submitted Work Order 

1) The home page displays: 

o All open work orders submitted by you. 

o 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. 

*Note: You cannot view the subcase for a work order you did not submit. 

 

Adding Notes 

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. 
o 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. 

*Note: You can only add notes to a request that you have submitted that is not in a closed or cancelled condition. 

 

Updating your Profile 

1) From the home page, click on the “Update Profile” link at the top right. 

2) From this page you can:  

o Update the locations attached to your profile – see “Adding Location to your 

Profile” section above.  

o 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 your 

question(s) and any specific 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 in IE9, click the “torn page” icon in the address bar; the 

page will automatically refresh. 

 

 

mailto:BofADataMgt@am.jll.com


 

 

 

MyFacility Problem Codes 

Work Type Category Common Problem LƴǘΩƭ 

Project Requests & Moves  Admin Projects Admin Projects X 

Project Requests & Moves  New Hires, Moves & Allocation Changes New Hires, Moves & Allocation Changes X 

Project Requests & Moves  Retail Projects Capital Emergency ADA - 

Project Requests & Moves  Retail Projects Capital Emergency Project - 

Project Requests & Moves  Retail Projects Other - 

Repair, Maintenance & Real Estate 
Services 

Alarms, Elevators & Safety Equipment Freight Elevator Request X 

Repair, Maintenance & Real Estate 
Services 

Alarms, Elevators & Safety Equipment Elevator/Escalator - Repair/Maintenance X 

Repair, Maintenance & Real Estate 
Services 

Alarms, Elevators & Safety Equipment Fire Alarm Repair and Maintenance X 

Repair, Maintenance & Real Estate 
Services 

Alarms, Elevators & Safety Equipment Fire Extinguisher Inspection X 

Repair, Maintenance & Real Estate 
Services 

Alarms, Elevators & Safety Equipment Alarms - Repair/Maintenance X 

Repair, Maintenance & Real Estate 
Services 

Appliance Move/Remove X 

Repair, Maintenance & Real Estate 
Services 

Appliance Repair/Maintenance X 

Repair, Maintenance & Real Estate 
Services 

Appliance Clean X 

Repair, Maintenance & Real Estate 
Services 

Cable and Satellite TV/Media Services Complaint X 

Repair, Maintenance & Real Estate 
Services 

Cable and Satellite TV/Media Services Service Request - 

Repair, Maintenance & Real Estate 
Services 

Cable and Satellite TV/Media Services GWIM Service Request - 

Repair, Maintenance & Real Estate 
Services 

Cleaning, Janitorial & Pest Control Pest Control - Animal X 

Repair, Maintenance & Real Estate 
Services 

Cleaning, Janitorial & Pest Control Pest Control - Insect X 

Repair, Maintenance & Real Estate 
Services 

Cleaning, Janitorial & Pest Control Bio-Clean - Bodily Fluids X 

Repair, Maintenance & Real Estate 
Services 

Cleaning, Janitorial & Pest Control Carpets - Clean X 

Repair, Maintenance & Real Estate 
Services 

Cleaning, Janitorial & Pest Control Carpets - Vacuum X 

Repair, Maintenance & Real Estate 
Services 

Cleaning, Janitorial & Pest Control Clean - Miscellaneous X 

Repair, Maintenance & Real Estate 
Services 

Cleaning, Janitorial & Pest Control Floors - Buff/Strip/Wax X 

Repair, Maintenance & Real Estate 
Services 

Cleaning, Janitorial & Pest Control Floors - Clean/Sweep/Mop X 

Repair, Maintenance & Real Estate 
Services 

Cleaning, Janitorial & Pest Control Janitorial Complaint X 

Repair, Maintenance & Real Estate 
Services 

Cleaning, Janitorial & Pest Control Windows - Clean Exterior/Interior X 

Repair, Maintenance & Real Estate 
Services 

Cleaning, Janitorial & Pest Control Fumes/Odors X 



 

 

 

Repair, Maintenance & Real Estate 
Services 

Cleaning, Janitorial & Pest Control Dumpster/Compactor - Empty X 

Repair, Maintenance & Real Estate 
Services 

Cleaning, Janitorial & Pest Control Trash Removal X 

Repair, Maintenance & Real Estate 
Services 

Cleaning, Janitorial & Pest Control Order Recycle Bin X 

Repair, Maintenance & Real Estate 
Services 

Copy Services Complaint X 

Repair, Maintenance & Real Estate 
Services 

Copy Services General/Billing Inquiry - 

Repair, Maintenance & Real Estate 
Services 

Doors, Locks & Keys 
Doors (Building Exterior) - 
Repair/Maintenance 

X 

Repair, Maintenance & Real Estate 
Services 

Doors, Locks & Keys Locks - Re-Key Exterior Lock X 

Repair, Maintenance & Real Estate 
Services 

Doors, Locks & Keys Locks - Repair Exterior Lock X 

Repair, Maintenance & Real Estate 
Services 

Doors, Locks & Keys 
Doors (Building Interior) - 
Repair/Maintenance 

X 

Repair, Maintenance & Real Estate 
Services 

Doors, Locks & Keys Locks - Re-Key Interior Lock X 

Repair, Maintenance & Real Estate 
Services 

Doors, Locks & Keys Locks - Repair Interior Lock X 

Repair, Maintenance & Real Estate 
Services 

Doors, Locks & Keys Keyless Entry X 

Repair, Maintenance & Real Estate 
Services 

Fitness Center Complaint *  

Repair, Maintenance & Real Estate 
Services 

Fitness Center Service Request *  

Repair, Maintenance & Real Estate 
Services 

Flags & Signage Hang Items X 

Repair, Maintenance & Real Estate 
Services 

Flags & Signage Signage - Lit (Bldg Exterior) - Remove/Repair X 

Repair, Maintenance & Real Estate 
Services 

Flags & Signage Flags - Raise/Lower X 

Repair, Maintenance & Real Estate 
Services 

Flags & Signage 
Signage - Unlit (Bldg Interior) - 
Install/Remove/Repair 

X 

Repair, Maintenance & Real Estate 
Services 

Flags & Signage Signage - Unlit(Bldg Exterior) - Install/Repair X 

Repair, Maintenance & Real Estate 
Services 

Food Services Breakroom Coffee/Tea Service Complaint - 

Repair, Maintenance & Real Estate 
Services 

Food Services Breakroom Coffee/Tea Service Order - 

Repair, Maintenance & Real Estate 
Services 

Food Services Café/Cafeteria/Food Service Complaint *  

Repair, Maintenance & Real Estate 
Services 

Food Services Cafeteria Equipment Repair/Maintenance *  

Repair, Maintenance & Real Estate 
Services 

Food Services Conference/Client Center/Catering Complaint *  

Repair, Maintenance & Real Estate 
Services 

Food Services Corp/Exec Dining Room Complaint *  

Repair, Maintenance & Real Estate 
Services 

Food Services Late Night Meals (Seamless) Complaint - 

Repair, Maintenance & Real Estate 
Services 

Food Services Micromarket/Avenue C Complaint - 



 

 

 

Repair, Maintenance & Real Estate 
Services 

Food Services Vending Complaint - 

Repair, Maintenance & Real Estate 
Services 

Front of House Reception Complaint X 

Repair, Maintenance & Real Estate 
Services 

Front of House Room Reservations Complaint X 

Repair, Maintenance & Real Estate 
Services 

Front of House Switchboard Complaint X 

Repair, Maintenance & Real Estate 
Services 

Furniture & Appliances Furniture - Clean X 

Repair, Maintenance & Real Estate 
Services 

Furniture & Appliances Furniture - Adjustment/Ergo X 

Repair, Maintenance & Real Estate 
Services 

Furniture & Appliances Furniture - Furn Key Duplication X 

Repair, Maintenance & Real Estate 
Services 

Furniture & Appliances Furniture - Repair X 

Repair, Maintenance & Real Estate 
Services 

Heating & Air Conditioning 
Heating & Air Conditioning - After Hours 
Request 

X 

Repair, Maintenance & Real Estate 
Services 

Heating & Air Conditioning 
Heating & Air Conditioning - Hot or Cold 
Issues 

X 

Repair, Maintenance & Real Estate 
Services 

Heating & Air Conditioning Repair X 

Repair, Maintenance & Real Estate 
Services 

Heating & Air Conditioning 
Heating & Air Conditioning - Server Room 
Temperature 

X 

Repair, Maintenance & Real Estate 
Services 

Landscaping Landscape - Irrigation System Repair X 

Repair, Maintenance & Real Estate 
Services 

Landscaping Landscape - Equipment Repair/Maintenance X 

Repair, Maintenance & Real Estate 
Services 

Landscaping Landscape - Grass/Lawn/Beds - Trim/Remove X 

Repair, Maintenance & Real Estate 
Services 

Landscaping Landscape - Trees & Shrubs - Trim/Remove X 

Repair, Maintenance & Real Estate 
Services 

Lighting & Electrical 
Electrical (Building Exterior) - 
Repair/Maintenance 

X 

Repair, Maintenance & Real Estate 
Services 

Lighting & Electrical Lighting (Building Exterior) - GMR Related X 

Repair, Maintenance & Real Estate 
Services 

Lighting & Electrical 
Lighting (Building Exterior) - Lane Lights 
Repair 

X 

Repair, Maintenance & Real Estate 
Services 

Lighting & Electrical 
Lighting (Building Exterior) - 
Repair/Maintenance 

X 

Repair, Maintenance & Real Estate 
Services 

Lighting & Electrical Electrical (Building Interior) - Data/Cable Pulls X 

Repair, Maintenance & Real Estate 
Services 

Lighting & Electrical 
Electrical (Building Interior) - 
Repair/Maintenance 

X 

Repair, Maintenance & Real Estate 
Services 

Lighting & Electrical 
Lighting (Building Interior) - After Hours 
Request 

X 

Repair, Maintenance & Real Estate 
Services 

Lighting & Electrical 
Lighting (Building Interior) - Repair/Replace 
Ceiling Lights 

X 

Repair, Maintenance & Real Estate 
Services 

Mail Services Complaint X 

Repair, Maintenance & Real Estate 
Services 

Mail Services Service Request *  

Repair, Maintenance & Real Estate 
Services 

Mail Services Mailcode Request - 



 

 

 

Repair, Maintenance & Real Estate 
Services 

Mail Services Package Tracking/Information *  

Repair, Maintenance & Real Estate 
Services 

Notice / Violation Received Distribute to PM X 

Repair, Maintenance & Real Estate 
Services 

Other Conference Room - Room Set Up X 

Repair, Maintenance & Real Estate 
Services 

Other Water Extractor - Repair/Maintenance X 

Repair, Maintenance & Real Estate 
Services 

Other Boxes - Deliver (not part of a people move) X 

Repair, Maintenance & Real Estate 
Services 

Other Boxes - Move (not part of a people move) X 

Repair, Maintenance & Real Estate 
Services 

Other Boxes - Remove (not part of a people move) X 

Repair, Maintenance & Real Estate 
Services 

Other Water Filtration Unit - Repair/Maintenance X 

Repair, Maintenance & Real Estate 
Services 

Painting, Carpentry & General Repairs 
Carpentry (Building Exterior) - 
Repair/Maintenance 

X 

Repair, Maintenance & Real Estate 
Services 

Painting, Carpentry & General Repairs Glass (Building Exterior) - Repair X 

Repair, Maintenance & Real Estate 
Services 

Painting, Carpentry & General Repairs Carpentry Ext - Paint/Patch X 

Repair, Maintenance & Real Estate 
Services 

Painting, Carpentry & General Repairs Trip Hazard - Walkways/Sidewalks/Stairs X 

Repair, Maintenance & Real Estate 
Services 

Painting, Carpentry & General Repairs Blinds/Curtains - Repair/Maintenance X 

Repair, Maintenance & Real Estate 
Services 

Painting, Carpentry & General Repairs Ceiling Tile Repair X 

Repair, Maintenance & Real Estate 
Services 

Painting, Carpentry & General Repairs Carpentry (Building Interior) - Paint/Patch X 

Repair, Maintenance & Real Estate 
Services 

Painting, Carpentry & General Repairs 
Carpentry Building Interior) - 
Repair/Maintenance 

X 

Repair, Maintenance & Real Estate 
Services 

Painting, Carpentry & General Repairs Floors - Repair/Maintenace X 

Repair, Maintenance & Real Estate 
Services 

Painting, Carpentry & General Repairs Trip Hazard - Carpets/Flooring X 

Repair, Maintenance & Real Estate 
Services 

Painting, Carpentry & General Repairs Trip Hazard - Elevation Change X 

Repair, Maintenance & Real Estate 
Services 

Painting, Carpentry & General Repairs Trip Hazard - Walk-off Mats X 

Repair, Maintenance & Real Estate 
Services 

Parking Lot Parking Lot - Sweep X 

Repair, Maintenance & Real Estate 
Services 

Parking Lot Parking Attendant Complaint - 

Repair, Maintenance & Real Estate 
Services 

Parking Lot Parking Attendant Request - 

Repair, Maintenance & Real Estate 
Services 

Parking Lot Parking Lot - Repair X 

Repair, Maintenance & Real Estate 
Services 

Parking Lot Special Events Parking X 

Repair, Maintenance & Real Estate 
Services 

Parking Lot Parking Lot/Walks/Building - Power Wash X 

Repair, Maintenance & Real Estate 
Services 

Parking Lot Snow - Plow/Shovel Snow X 



 

 

 

Repair, Maintenance & Real Estate 
Services 

Parking Lot Snow - Salt/Sand Parking Lot X 

Repair, Maintenance & Real Estate 
Services 

Plumbing & Restrooms Plumbing - Clogs, Leaks, & Overflows X 

Repair, Maintenance & Real Estate 
Services 

Plumbing & Restrooms Plumbing - Repair X 

Repair, Maintenance & Real Estate 
Services 

Plumbing & Restrooms Restroom - Clean X 

Repair, Maintenance & Real Estate 
Services 

Plumbing & Restrooms Restroom - Order/Restock Supplies X 

Repair, Maintenance & Real Estate 
Services 

Printed Stationary Complaint X 

Repair, Maintenance & Real Estate 
Services 

Roof Roof - Leak X 

Repair, Maintenance & Real Estate 
Services 

Roof Roof - Repair/Maintenance X 

Repair, Maintenance & Real Estate 
Services 

Secure Destruction Services Service Change Request X 

Repair, Maintenance & Real Estate 
Services 

Secure Destruction Services Damaged Bin X 

Repair, Maintenance & Real Estate 
Services 

Secure Destruction Services Bin Key Request - 

Repair, Maintenance & Real Estate 
Services 

Secure Destruction Services Media Tape Destruction - 

Repair, Maintenance & Real Estate 
Services 

Secure Destruction Services Missed Service - 

Repair, Maintenance & Real Estate 
Services 

Secure Destruction Services Bin Service Request - 

Repair, Maintenance & Real Estate 
Services 

Secure Destruction Services Complaint X 

Repair, Maintenance & Real Estate 
Services 

Shuttle Services Complaint X 

* these services are site specific 


