Compton Union and University Recreation
Service and Access Request Tracker

The service and access request tracker was created to facilitate and expedite service and
access requests for the Compton Union Building and University Recreation facilities.

This tracker will provide you with the tools you need to:
e Submit a service request
Submit an access request
View the status of your service request
View the status of your access request
Notify you when the service request is complete
Notify you when the access request is complete

STEP 1 - Logging into the System

The system uses Microsoft SharePoint Services as its foundation, so please use Internet
Explorer whenever possible. The trackers current URL is https://asis-
spt.ad.wsu.edu/urec/tracker/default.aspx this will change in the future so we ask you to
bookmark one of the following links.

http://urec.wsu.edu/facilities _service request.aspx
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Once you click on the link to login you will be prompted for your username and password.
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You will need to fill in the username field using the following format ad\Your Username.
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STEP 2 — Request Status Page

Once you login to the system you will see the summary screen. This page displays the status of
all the service and access requests you've submitted. On the left side menu you can choose to
submit a new service or access request.
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STEP 3 — Submitting a Service or Access Request

By clicking one of the links on the left menu you will be brought to a screen that requires you to
fill out some information. Most of the fields are required so please fill them out or you will not be
able to submit your request.
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Once your requests have been submitted they will appear on your status page. This will allow
you to log into the system at anytime and view the progress of your request.

STATUS PAGE

S5 G0 Homne - Masmenance Tracker [ T @ - W v Pager Tock e "
Wekome Scfvoedes, ot = | Myl = | @ *

#4 Maintenance Tracker

Your Service Requests & Access Requests

Vour Servics Requasts
Tsme . Euldeg Reom Asmgred T - ) Resohsten Date

= Status : Open (1)
Test trat AL - 38t Floer 100 Loty Cpen

Your Access Requests

e WEL D2 of bl Heedng Access  Buideg Roorn Acosas Start Teoe: R Bl Troe, Slaka

S Saatus : Open (1)
st B2l SR - aetFloer WOLskby  GTH000 13500 MM {57000 1200 a4 Opes

G Ieternet | Protected Mode: On s v




