360 User Manual
STOP:  Before entering the 360 System, please read A through C below.

A.  Reporting Emergencies

All Emergencies, including any type of Fire, Leaks and Elevator Entrapments, should be reported Sarah McGing at *7206 or to the guard at the front desk of your building.  Please do not enter a 360 Facility request.     

B.  Special Requests
The following requests should NOT be entered into 360:

Key Requests
Key Requests can be made by completing the requisition form on the Campus Environment Web page.
Construction requests

E-mail your request to Sarah McGing or Caroline Caligiuri.
C.  Reporting a Break-In

1)  Contact the security guard at your front desk.
2)  Enter a 360 request for any damage, including broken doors/locks only after security has investigated the area.
360 Facility System
Logging On To 360
1) Log on to 360 (two ways to enter)

a. Go to Iris.  Links:  www.Iris.colum.edu
b. Go to Columbia’s Home page: www.colum.edu and click on the Faculty + Staff link found on the top of the page.
2) Click on 360 Facility.  

[image: image1]
[image: image2.png]Columbia &

cottEaE

ABOUT CoLUMBIA |

ABOUT OUR FACULTY

Faculty & Staff phonebook
Departments at s Glance

cHicAao

ADMISSIONS |

[Faculty and st

Acapewmics |

ONLINE TOOLS

Phonebook

Off-campus Email Access (All

sTupEnTuFE |

> Alumni Home Page
> Current Students

> Faculty and Staff
> mployers
Quick Links:

LABS & WORKSHOPS
> Oasis &

> Oasis Help
Campus computer labs

Computing Workshops ? Adjunct Faculty Email

Faculty Governance
College Council

CCFO - Columbia's faculty
organization

ac - Part-Time Faculty
Association

ADMIN RESOURCES

Faculty Development
Sabbatical Information

Staff and Faculty

WiFi Access on campus

for Faculty and Staff
Technology Workshops

> Columbia Online

‘Announcements
Mailing lsts (Mailman)

Web Authoring Resources

TEACHING RESOURCES

Institutional Evaluation
Center for Instructional

far Faculty

print this page

© e maitnis page

REFERENCE

Responding to Crisis
Aicademic Calendar

Technoloay
Center for Teaching
Excellence

Curricular infarmation

Events Calendar
Bookstore

Text adoption
Class Schedules

Information for Adiunct
Part Time) Faculty - Salary,
files, FAQs

liational Teaching and

Course Descriptions

Learning Farum
Columbia Colleae Librar

Curriculum Information
Faculty Development






3) This will take you to the 360 Facility log-on page.  The default user name is the first initial of your first name, followed by your last name.  They system is not case sensitive.  The default password is 60605.  This password should be changed during your first log-in.
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If you forget your password, please contact Sarah McGing (x. 7206) to reset it.   
Once logged in, you have the ability to see all of your requests (both open and closed) by clicking on the ID number.
The system also provides key information such as:

Date your request was received

Status of your request

Completion and closing date of your request
[image: image4.png]T G Vow fortes Tods b

©.0 N @ 6 L &k ©
P-4 S o Sk Fotes oty
s ] s fme sty kb, o s o

i 8] ot Colon e ] ot Colon Perock 81 %0

“.@:..

[cretemoest ]| MyRemests

[ET————

oo

2o

Click hers to view/change your
request.

sty

Focered oma
s

asmt Rupeete o 800 Sucaly oent 00 )




[image: image5.png]Cremeremest | MWRewmests | Fnimoqest | biing s o 10270

Property Aoty bt Range
St 9] [sdeat 9] v |73 vz |7 _ewo

1 Open Reauests Assigned to e BiintWOs | PintAll | Pint Todsy

Date D Initiated By Property Tyoe/SubTyoe Assianed To " Status / Priority
11282007 712 Request 6005, Mickigan Building Fequests Buiding Servicel _Received /Nomal

1101 M Bums. Jule MOCP Other 11729/2007 10:24 M
Comments:  Could | please have 2 exta floor mats put down nfont of the Labor Howrs:  Est: 000 Act: 000

MOCP on Fiday, Decerber 7, 20072 We wil be hosting the
Fulbight receptian on that datzfrom & pm - 9 pm,the foor
mats are needed to keep people from tracking i sriow/water
into the museum.

Thank you





Creating a request in 360 Facility
1) Click on the “Create Request” tab.
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2) Select your Property from the property drop down menu if you have access to more than one building.  If you only have access to your building and you are making a request for another building be sure to write that in the ‘Describe your Request’ box.
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3) Be sure to select the correct ‘Type’ of Request.  
A) Maintenance requests will go under Building Requests
B) Cleaning requests will go under Cleaning  
Please note: Do not enter an IT type unless you have been trained by the IT Department.
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4)  Be sure to select the correct ‘Sub Type.’  If you do not see the type that you need select    

     ‘other.’
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5)    Once you have completed all General Details via the drop down menus, complete the Describe your Request section. Please be as specific as possible (communication is key).  In doing so, your request will be facilitated quickly and efficiently the first time around.  
If you are entering this request in for someone else, be sure to put down their name and phone number.
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6) Review your request and then click ‘OK’ to submit.
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7) Once submitted, your request will be assigned an ID number.  Please refer to this ID 
number should you need to contact Facilities and Operations about your request.
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Update/Change an Open 360 Facility request
1) Logon to the 360 Facility page.

2) Once you arrive at the “My Requests” page, click on the Request ID you would like opened to update/change.
3) At the Request Details page, enter your updates/changes in the general comments section and click ‘Update.’  Your changes/updates will immediately be sent through 360 and received by Facilities and Operations.  Please do not call to make changes/updates to your requests.
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Error Messages:

Should you enter information incorrectly through the 360 System, you may get an e-mail response alerting you that your request was entered in error accompanied with directions on how to enter it correctly.  
Please note:  With the abundance of work orders submitted on a daily basis, it may take time to process your request.  We appreciate your patience and cooperation with this.
Please contact Sarah McGing at x7206 or smging@colum.edu should you have any questions.
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