ServiceNow
Quick Check Process



Beginning the Quick Check Process

1. Go to ServiceNow
https://www.swccd.edu/
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https://www.swccd.edu/

Facilities Maintenance

2. Go to the Facilities Maintenance section:

w

ReportIT Issue

report an IT incident

N

Request IT Services

request an IT service

,0

Facilities Maintenance

request maintenance

3. Select General Maintenance Request:

,C

General Maintenance Request

Maintenance: Plumbing issues, roof leaks, door
repairs, utility emergencies, etc...
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General Custodial Request

Custodial: Light bulb replacement, floor cleaning,
spills, dispenser issues, efc...

s
General Grounds Request

Grounds: Tree and lawn maintenance, irrigation
systems, hardscape cleaning support, etc...




Begin Entering Information

General Maintenance Request
4 General Maintenance Request General Maintenance Request
° General Maintenance Request
Opened for
Opened for ©  AuroraAyala

©  AuroraAyala
* Short Description

. -
Short Description Build a dark room inside of 752 for printmaking equipment

* Detalled Description

* Detailed Description

Wa

52 with ventilation, windows are fine. Would like to install two machines inside. Specs are att;

Please build a dark room insid

A
£ * Category
*
Category Construction
- None --
Campus
Campus @  ChulaVista
Room
Room

@ 752 Classroom

If the room or location is not displayed or selectable, please put additional details in the Description field above
|f the room or location is not displayed or selectable, please put additional details in the Description field above
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