
How to Submit a 
Service Request for 

RED or LIB
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Procedure Overview

Requestor creates 
Service Order

RED or LIB receives and 
work completed
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Accessing CMMS
CMMS is browser agnostic, meaning users may use any 
internet browser such as:

Chrome (Version 30.X)

Internet Explorer (Version 9 & 10)

Safari (Version 6.0.5)

Firefox

http://www.google.com/url?url=http://www.iconarchive.com/tag/google-chrome&rct=j&frm=1&q=&esrc=s&sa=U&ei=WROPVIqmE4zpoAT5sIKoDA&ved=0CBYQ9QEwAA&sig2=1j0OzEJ9bRF5QPafqsKkzQ&usg=AFQjCNG_29OiIPACA2P7lc3isCWNNd70qw
http://www.google.com/url?url=http://www.iconarchive.com/tag/google-chrome&rct=j&frm=1&q=&esrc=s&sa=U&ei=WROPVIqmE4zpoAT5sIKoDA&ved=0CBYQ9QEwAA&sig2=1j0OzEJ9bRF5QPafqsKkzQ&usg=AFQjCNG_29OiIPACA2P7lc3isCWNNd70qw
http://www.google.com/url?url=http://www.iconarchive.com/show/plex-icons-by-cornmanthe3rd/Internet-ie-icon.html&rct=j&frm=1&q=&esrc=s&sa=U&ei=hBOPVLOpHITaoAS6g4GgCg&ved=0CBYQ9QEwAA&sig2=g3to4R3XdZMsqkqDT7uyAg&usg=AFQjCNEOGalS3LgHZH3cZ9nCksbvPfjdaQ
http://www.google.com/url?url=http://www.iconarchive.com/show/plex-icons-by-cornmanthe3rd/Internet-ie-icon.html&rct=j&frm=1&q=&esrc=s&sa=U&ei=hBOPVLOpHITaoAS6g4GgCg&ved=0CBYQ9QEwAA&sig2=g3to4R3XdZMsqkqDT7uyAg&usg=AFQjCNEOGalS3LgHZH3cZ9nCksbvPfjdaQ
http://www.google.com/url?url=http://www.lbcc.edu/peoplesoft/peoplesofthelp/instructorhelp9/printing/safari.cfm&rct=j&frm=1&q=&esrc=s&sa=U&ei=pROPVJGzN8K6ogSl0oCAAw&ved=0CBYQ9QEwAA&sig2=jxf1c9VGK-7Raj5NQz9n7A&usg=AFQjCNFzmOlhvFdP31fOiK1MKUcpVladOg
http://www.google.com/url?url=http://www.lbcc.edu/peoplesoft/peoplesofthelp/instructorhelp9/printing/safari.cfm&rct=j&frm=1&q=&esrc=s&sa=U&ei=pROPVJGzN8K6ogSl0oCAAw&ved=0CBYQ9QEwAA&sig2=jxf1c9VGK-7Raj5NQz9n7A&usg=AFQjCNFzmOlhvFdP31fOiK1MKUcpVladOg
http://www.google.com/url?url=http://www.iconarchive.com/tag/firefox&rct=j&frm=1&q=&esrc=s&sa=U&ei=1hOPVIKUB9DhoASZq4LACg&ved=0CBYQ9QEwAA&sig2=EVsBdn9Lxp2GOmA8oAn9gg&usg=AFQjCNHKSE2-wECFtdZx6QZTd7doj5PscQ
http://www.google.com/url?url=http://www.iconarchive.com/tag/firefox&rct=j&frm=1&q=&esrc=s&sa=U&ei=1hOPVIKUB9DhoASZq4LACg&ved=0CBYQ9QEwAA&sig2=EVsBdn9Lxp2GOmA8oAn9gg&usg=AFQjCNHKSE2-wECFtdZx6QZTd7doj5PscQ
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Accessing CMMS

In your preferred Internet Browser’s address bar, type 
in:

http://cmms.sfdpw.org

And press Enter

http://cmms.sfdpw.org/
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Accessing CMMS

Logging In
Log in to CMMS by entering your USER ID as well as 
your PASSWORD. 

Click here to 

continue
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Initiation
Create Service Request Page:

http://cmms/web/base/logindisp

And press enter.

This is the 

Default Screen 

shown initially

http://cmms/web/base/logindisp
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Initiation

Description

Asset

SO Maintenance Department
(will automatically default)

Any field with a RED STAR           is required before  a 
request can be made.

These fields are:

Type

Problem Code

Status

Requested By
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Description
In the Description   field you will be describing what the 
request is.  
Your department may have a specific format for this field; 
otherwise, feel free to use plain English. 

Simply type in the open text field, the more detailed the 
better.
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Asset
The Asset   is whatever property needs attention.

For Real Estate, the assets are always specific parts for 
buildings: 
i.e. “1155 Market St. 2nd floor.”  

Library’s assets will have facility areas:
i.e.“1 Jose Sarria Ct - Eureka Adult Area”
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Asset
Using the lookup tool, we are able to choose an item 
from a list.  
Clicking on the Lookup Tool button will open up the Asset 
Lookup window.

Look Up Tool
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Asset Lookup Window
Lists in this window will vary depending on the user’s department. 
For example, a user from the Fire Department, would see a list of Fire 
Stations.
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Asset Lookup Window
You can narrow 
down the list by 
entering key words 
in any of the filter 
boxes.

(here we have 
filtered by assets 
that contain 
“bryant” in the 
asset description)

All these fields are 
available for filtering as 
well

Click on 
desired asset

Click here to complete
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SO Maintenance Dept
When the Asset   field is filled in, the SO Maintenance 
Department   field will populate automatically based on 
the asset chosen.
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Type
Select the Type by using the drop down.

Click here to see 
available options
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Problem Code
Select the Problem Code   by using the Lookup Tool

Click here to open the 
Problem Codes window
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Problem Code Window

Select problem code by 
clicking

Confirm by clicking here
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Requested By
For the Requested By field, you should have your CMMS 
ID name or someone in your department.  
**ALL EMAILS WILL BE SENT TO THIS EMAIL ADDRESS**

If you don’t have it 
memorized, type in the 
first few letters of your 
last name and click the 
Lookup tool.  Click and 

select name

Click OK to complete
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Optional Fields
The fields Req.  Start Date, Site Contact, & Contact Phone 
are not required but are very helpful.

Click the Calendar Icon  
to easily select a date

Free form 
text fields

Site Email:
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Comments
Click here to add 
comments

This will open the Comments window, seen below.

Click here to add 
comments
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Comments

Click here to add 
comments

In this window, you can type in any 
useful information that applies to the 
request, you can either type it in 
directly, or copy and paste from another 
document

Either press the save button to save 
the comment or press cancel to 
withdraw it. 
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Comments

Add as many 
comments as you 
would like

Use the Trash 
icon to delete 
a comment

Close this window to 
go back to the main 
service request page. 
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Submitting
To submit the Service Request to the appropriate 
Maintenance Department, click the save icon while the 
Status    is Submitted.

Save

Status: 
Submitted
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Resubmit (LIB Only)
There may be times in which after a service order is 
submitted, that additional information may be requested. In 
cases such as these, leave additional information in the 
comments window. 

Save

After you have 
done so, change 
the status to 
Resubmitted
and save.



24

Additional Help
For additional help with CMMS, click on the Documentation 
tab and select Training.
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Logging out
To log out, click the Upside-down arrow in the corner and 
select Logout
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Legend
Save

New

Delete

Required

Lookup Tool

Date Select

Drop Down Menu
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Contact

Help Desk: 

helpdesk@sfdpw.org

(415) 558-4400

mailto:helpdesk@sfdpw.org

