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Entering a Service Request
As an employee of The District Government, you are considered to be a client of the Service Desk

system and are able to enter a service request.

To get started enter this intranet link: http://SMARTDGS.dc.gov

The following Web page will display.

Sign In
Sign in to your email address without @dc.gov part as your username.

Enter your user name (case-insensitive):
@dc.gov

Enter your password (case-sensitive):
Your password is the same password that
you use to log in to your workstation or to
check email.

Sign In

["] Remember my user name on this computer

Enter your name and password as instructed to enter the site.

To enter a service request select Create Maintenance Service Request from the Web central navigator.

@ Building Operations

@ On Demand Work

@ DGS Everyday User

| [[] Create Maintenance Service Request j

[ view Maintenance Service Request
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m » Show Dashboard ~ » My Home

Create Request
Basic Information | Documents | Overview
Requestor

Service Request ID:

Requested By:* [ EVERYDAYUSER H €—
Work Location

[V] same as requestor

Building Code:* [441 4TH STREET NW =B €—

Floor Code: I11

Description

Request Type: SERVICE DESK - MAINTENANCE

Problem Type:*

»My Favorites  »My Jobs

» My Profile » Sign Out

®8m

\ » Next > > » Submit

Requestor Phone:

» Select Location

Room Code:

[202-XXX-XXXX

» List Requests for Location

»Help

Description: *

Requestor: Your information will get auto populated.

NOTE: In the event your phone number does not auto populate, you can enter your phone in the box

labeled REQUESTOR PHONE:

Select your location by clicking the BLUE BOX to the right on Building Code. After clicking the BLUE
BOX, this screen below will appear allowing you to select the location where the work is to be

performed.
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ab-core/views/p

File Edit View Favorites Tools Help
x @;Convert v [BSelect

x @ -[a

SEARCH ~

P -R-EH-E08-

B

¢ Favorites | 5 /4 Web Central [E§ BMC Remedy (Search)

23+ | 4 Web Central * |[E Google

TMA iServiceDesk - The P... ] FAST-Login ] BMC Remedy Console - L... ] Remedy-Ticket @ Suggested Sites v ] Web Slice Gallery + [ WHUR-FM - 96.3 FM Was...

-

v ) @ v Pagev Safetyv Toolsw @~

»Show Dashboard

»MyHome »MyFavorites »MyJobs  »MyProfie  »Sign Out »Help

Create Request ®

Basic Information | Docurents | Overview
5%
Select Value - Building Code
Site Code = ward - g Code - -
oc 06 MUNICIPAL AREA § 2400 EAST CAPITOL STREET SE 482 RFK RFK-2400-E CAPITOL-SE L
DC 08 'OUTDOOR POOL 1230 SUMNER ROAD SE BARRY FARM POOL. 1230 SUMNER ROAD SE b
oc 3 MUNICPAL AREA S 1910 MASSACHUSETTS AVENUE SE DC/OCHE MORGUE OCHE HORGUE-1910-HASS-SE
oc 3 SCHOOLS 410 E STREET NE 428 STUART-HOBSON MDDLE SCHOOL 1PD-JUVE-CRT-410-E-NW
e 3 SCHOOLS 425 C STREET NE 301 PEABODY ELEMENTARY PEABODY
e 04 PARKS AND RECREATION 5801 GEORGIA AVENUE NW EMERY REC CTR 5801 GEORGIA AVENUE NW
e 0 SCHOOLS 3815 FORT DRIVE NW. 405 DEAL IR HIGH DEAL
e 0 SCHOOLS WITH POOLS 3950 CHESAPEAKE STREET NW ) W. WILSON SENOR HIGH WWLSON
e 0 MUNICPAL AREA 4 4300 WISCONSIN AVENUE NW ENGINE COMPANY 20 4300 WISCONSIN AVENUE NW
e 0 scHooLS 4001 CALVERT STREET N/ 21 STODDERT SCHOOL STODDERT
oc 0 OUTDOOR POOL 1230 SUMNER ROAD SE - CHILD POOL BARRY FARH CHLDREN'S POOL. 1230 SUMNER RD SE - CHILD POOL
)| oc o8 PARKS AND RECREATION 1230 SUMNER ROAD SE - RECREATION BARRY FARM RECREATION CENTER 1230 SUMNER RD SE - RECREATION
oc 08 MUNICPAL AREA 3 2720 MARTIN LUTHER KING JR AVENUE SE uccroue UCC-2720-MLK-SE
oc 3 MUNICPAL AREA 2 1375 MOUNT OLIVET ROAD NE 335 WEBB ELEMENTARY WEBB-1375-MT OLIVET-NE
oc 05 MUNICIPAL AREA 1 1355 NEW YORK AVENUE NE HALFWAY HOUSE NY-AVE-1385-NY-NE
oc o MUNICPAL AREA 2 2200 ADAMS PLACE NE FELD ACTIVITES DIVISION (OPWFD SHOPS) FD SHOPS-2200-ADANS-NE
oc o8 scHooLs 3401 4TH STREET SE 452 BALLOU SENIOR HIGH BALLOU
oc 02 MUNICPAL AREA 3 1100 1STH STREET NW LEASE #0613 1100 1STH STREET NW
oc o1 MUNICPAL AREA 1 2000 14TH STREET Nw FRANKLIN D, REEVES CENTER FDREEVES-2000-14TH-NW
oc 02 MUNICPAL AREA 3 1133 1STH STREET NW LEASE #9018 1133 1STH STREET NW
oC 06 MUNICIPAL AREA 4 300 INDIANA AVENUE NW. MUNICIPAL CENTER (EAB) DALY-300-INDIANA-NW
oc o2 MUNICPAL AREA 3 1125 1STH STREET NW LEASE #0603 DDS-1125-1STH-NW
DC 02 SCHOOLS 3219 O STREET NW 252 HYDE ELEMENTARY HYDE
DC 07 MUNICIPAL AREA 4 4101 BENNING ROAD NE BOY'S & GRLS CLUB 4101 BENNING ROAD NE
oc 05 scHoOLS 3100 FORT LINCOLN DRIVE NE 351 MARSHALL MARSHALL
DC 08 SCHOOLS 4600 LIVINGSTON ROAD SE 352 PATRICIA HARRIS ELEM PATRICIA HARRIS
DC 08 ‘OUTDOOR POOL 1800 ANACOSTIA DRIVE SE /ANACOSTIA POOL 1800 ANACOSTIA DRIVE SE
DC o1 SCHOOLS 2200 CHAMPLAIN STREET NW. 284 MARE REED RECREATION CENTER MARIE REED
DC o1 SPRAY PARK 1480 GIRARD STREET NW. (COLUMBIA HEIGHTS SPRAY PARK 1480 GIRARD STREET NW.
DC [ PARKS AND RECREATION 1800 PERRY STREET NE TAFT ANNEX 1800 PERRY STREET NE
ne 08 MIUNICIPAL ARFA 1 1100 AL ARAMA AVENIIF SF. ST FIIZARETH HOSP BLDG 111 (CT-1) 1100 AL ARAMA AVENIIE SE Z
. € Local intranet | Protected Mode: Off ‘v R10% ~

NEXT: Select Problem Type by clicking the BLUE BOX to the right and make a choice from the Problem

Type Dialog Box

Description

Request Type: SERVICE DESK - MAINTENANCE

Problem Type:*

Description:*
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Problem Type Dialog box
Select Value - Problem Type

g

[ B (o o o [ o [ o [ o o [ o [ o [ [

BIOHAZARD

ASBESTOS ASBESTOS
BLOOD SPILLS Clean Blood Spills
FECES REMAIN Clean Feces Remains

MOLD MOLD
OTHER BIOHAZARD Other
SPILL SPILL

VOMIT REMAIN Clean Vomit Remains
CARPENTRY

DISABILITY/ADA

ELECTRICAL

ELECTRONICS

ELEV/ESC

ENGINEERING

GENERAL SRV

HAZMAT

JANITORIAL

LNDSCP/GRNDS

LOADING DOCK

LOCKSMITH

MAINTENANCE

MASONRY

OFF/FURN MOVE

m

-

Once your selection is made, Please describe the problem in the DESCRIPTON box. Please give as much
detailed information as possible that will help our technicians locate and identify the problem in the

event that you are not present when he/she arrives.

Description

Request Type: SERVICE DESK - MAINTENANCE

Problem Type:* |

)

Description:*

—

Once all the required information is entered. You have the option to click NEXT or SUBMIT.
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Create Request ® = =
Basic Information | Documents Overview
Requestor » Next > > » Submit  (

Selecting SUBMIT will finish the submission of the service request and will select the Overview Tab.

However if you wish to ADD a document such as a picture to your request DO NOT hit the submit button
and follow these steps:

Selecting NEXT will take you to the Documents tab where you will have the ability to attach documents,
such as photos.

Create Request @® = =
Basic Information Documents | Overview
Attach Documents and Submit Your Request » < < Previous » Submit Q
Service Request ID: 501 Created By: _EVERYDAYUSER
Requested By: _EVERYDAYUSER Requestor Phone: 202-XXX-XXXX
Description €

Request Type:* SERVICE DESK - MAINTENANCE
Problem Type: ELECTRICAL
Priority: 3 : Routine

Description: |Description of the service request

‘ )
Documents €
Document 1: ’ M <— Document 2: |
Document 3: [ M Document 4: | I'.

Click the UP ARROW next to Document 1: This will display a dialog box that will allow you to attach a
document or picture from you desktop computer.

You have the option of attaching up to four (4) documents or pictures to your request.
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Check In New Document Dialog box

{ 0O X
Check In New Document
Document File: ¢
Description:

Set Lock Status:

) Locked @ Unlocked

l J[ el [ © ]

Click Browse: Displays a dialog box to select a file from your computer
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Choose File to Upload Dialog box

-
= Choose File to Upload

SO

» Libraries » Pictures » Sample Pictures

Organize ¥ New folder

=l Recent Places -

Pictures library

Sample Pictures

Chrysanthe
mum.jpg

& Downloads

= Libraries
;:l Documents
,J’ Music
e=| Pictures
B videos

mn

Hydrangea
s.jpg

*& Homegroup

1% Computer
& os @
Elements (E:)

File name: Penguins.jpg

Desert.jpg

Penguins.jp
=]

- 0 @
Arrange by: Folder ¥

—
FL A -
Lighthouse. Koala.jpg Jellyfish.jpg Tulips.jpg

ipg

~  [AulFiles () ~|
[ Open Iv] [ Cancel ]

Select desired picture then click “open”... This will attach the selected picture to the request.

Overview tab: displays the submitted service request

Create Request
BasicInformation | Documents | Overview
Service Request Submitted » Create New Request @
Service Request ID: 502 Created By: _EVERYDAYUSER
Requested By: _EVERYDAYUSER Requestor Phone: 202-XXX-XXXX
Work Location (0]
Site Code: DC Building Code: 441 4TH STREET NW

Floor Code: 11 Room Code:

Equipment @
Equipment Code:
Description (@)
Request Type:* SERVICE DESK - MAINTENANCE Problem Type: ELECTRICAL
Status:
Description: |Description of the problem .
¢

Documents @

Document 1: activity_log-502-doct.jpg :

Document 3:

Document 2:
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View the Request and its Status

After submitting the request, you may wish to track its progress through the system. Using the “View
Maintenance Service Request” task, you can view the current status and workflow step of your request.
Use the “Select” button next to the request you wish to see the details of or to view the request.

To view the service request select Building Operations > On Demand Work > DGS
Everyday User > View Maintenance Service Request from the Web central navigator.

@ Building Operations

@ On Demand Work

@ DGS Everyday User

«/ Create Maintenance Service Request

[ = View Maintenance Service Request

View On Demand Work Service Requests

Select

‘ View ‘ Archived Requests ‘ View

Filter

Status:

Select a Request to view more details
Service Request ID

Select

A

i

Selact

View On Demand Work Service Requests

|‘ Select H View H Archived Requests H View ‘4—

~ Requested By

502
501
422
421
412
409
404
403
402
401

ann

_EVERYDAYUSER
_EVERYDAYUSER
_EVERYDAYUSER
_EVERYDAYUSER
_EVERYDAYUSER
_EVERYDAYUSER
_EVERYDAYUSER
_EVERYDAYUSER
_EVERYDAYUSER
_EVERYDAYUSER

EVERVNAVIISFR

Date Requested From:

M/D/YYYY

= Created By

_EVERYDAYUSER
_EVERYDAYUSER
_EVERYDAYUSER
_EVERYDAYUSER
_EVERYDAYUSER
_EVERYDAYUSER
_EVERYDAYUSER
_EVERYDAYUSER
_EVERYDAYUSER
_EVERYDAYUSER

FUERVNAVIISER

~ Request Type

SERVICE DESK -
SERVICE DESK -
SERVICE DESK -
SERVICE DESK -
SERVICE DESK -
SERVICE DESK -
SERVICE DESK -
SERVICE DESK -
SERVICE DESK -
SERVICE DESK -

SERUICE NEQK -

MAINTENANCE
MAINTENANCE
MAINTENANCE
MAINTENANCE
MAINTENANCE
MAINTENANCE
MAINTENANCE
MAINTENANCE
MAINTENANCE
MAINTENANCE

MATNTENANCE

Date Requested To:

M/D/YYYY

Problem Type
ELECTRICAL
ELECTRICAL
GENERAL SRV
GENERAL SRV
GENERAL SRV
BIOHAZARD
GENERAL SRV
BIOHAZARD
GENERAL SRV
MAINTENANCE

1 ACKEMITH

E

= Status
REQUESTED
CREATED
APPROVED
IN PROGRESS
APPROVED
REQUESTED
APPROVED
REQUESTED
APPROVED
APPROVED

CREATEN

» Show » Clear

~ Date Requested
10/23/2012
10/23/2012
10/4/2012
10/4/2012
9/25/2012
9/25/2012
9/25/2012
9/25/2012
9/25/2012
9/25/2012

ams/mn

()

(3]

T

Select: displays
the list of Service
Requests that the
user submitted
that are actively
open.

View: displays details about the Archived
Service Request that the user submitted
historically.

Archive Request: displays the list of
Service Requests that the user submitted
historically.

View: displays details about the Active

Service Request that the user submitted.
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