
Debbie Turano – Facilities 
x5692 

Routine Facilities Work Requests 
and Procedure 519 



Routine Facilities Work Request  
1. Log on to the ECC Portal. 
2. Click on “Work Orders” tab. 
3. Click on “ECC Facilities Work 

Order Submission”. 
4. 1st time users enter your contact 

information, click on “OK”. 
5. Complete required information 

on the next page and submit. 
 



Click 
here 
next 

Select 
this 
tab 
1st 



Fill in the boxes to register in 
the work order system.  You 
only do this one time.  On 
your next visit, click “YES” 

and your information will fill 
in automatically in the work 

order. 



Select for  any clean up 
or restocking restrooms. 

Select for lights out in 
a building. 

Exterior 
lights 

All other 
electrical 

issues. 



Give detailed information about 
your request.  Include date and time 

for event  set up requests. 

Not a required 
field. Attach layout for 

event set up, list of 
items for pick up, etc.  

Only people who have been 
assigned by their Division Office 
to submit Facilities Work Order 

Requests are issued a password. 
You’re done!  The system will 
assign your request a number 
which you can reference  on 

the My Requests tab. 



Type in a work order number 
and click “GO” to check status.   

Click on any of the red numbers to 
see all work orders with that status. 



Routine Facilities Work Requests 
are created for any work that needs 
to be done to MAINTAIN CURRENT 
FACILITIES.   This includes event set 
up, pick up or delivery of any 
portable items (tables, chairs, 
boxes, etc.) and restocking of soap 
& paper goods. 



Any requests outside the scope of routine 
maintenance must be submitted via Procedure 
519, Form #20517, ADD/MOVE/CHANGE 
SERVICE REQUEST. 
Procedure 519 includes ADDING NEW electrical 
outlets, lights, walls, doors, windows, etc., (FPS) 
and phones or computers (ITS) or CHANGING 
or REMOVING same.  
Procedure 519, Section 1, MUST be signed by 
the Division Dean/Director and approved by 
the Vice President. 
The three part NCR Form #20517 is available 
from the Warehouse.  Instructions to complete 
the form and an electronic copy can be found 
on MyECC. 



Go to MyECC 
 Tab for Additional Divisions and Documents 
  Additional Divisions and Committees 
   Management and Administrative Procedures 
    Series: Purchasing – 500 
     procedure_519 
 



1. 
Click 
on 
this 
tab 



3.  Click here 



4.  Click here 



5a.  Click 
here for 

instructions. 



Complete 
Section 1.  
Obtain VP 

signature and 
send to FPS or 

ITS. 

FPS &/or ITS 
provides 

estimate in 
Section 2 and 
returns form 
to originator. 

Originator 
sends  form to 

Cabinet for  
approval, 
Section 4. 

Completed 
form is 

returned to 
FPS/ITS to 

schedule work. 
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