PSU Facilities & Planning
FacilityMax Instructions

Customer Request Entry

FacilityMAX™ Login Screen — Link:
http://atlantis.psu.ds.pdx.edu/fmax/screen/WORKDESK

FacilityMAX™ AssetWORKS

Login Q

How to login

1.0 Enter User Name
(USUALLY YOUR ODIN ID)

20  Enter Password FacilityMAX", MAXIMUS

User Name |CUSER
Passwrd

3.0 Select Login Icon Login 8|
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FacilityMAX™ Workdesk

LEX)

2 WorkDesk - Mozilla Firefox
File Edit \iew History Eookmarks Tools Help

@ . c {at |::http:HatIantis_‘psu‘ds.pdx.edu,ifma)_(liscreenIWORKDESK v @ dler F

|ﬁ| Most Wisited ’ Getting Starked @ | Latest Headlines

FacilityMAX Hello, SHERYR Lotoutg About Help

Modulee 9

=1

(5] 2 |
Image edlit x ‘ Personal Query Count edit x |
Portland State ‘ Administrator Messaes edit x |
UNIVERSITY L 1
‘ Personal Query Listing - Wide edit x |
Quick Links @ edit x| ° '

* SECURITY ROLES
o |ISER SECURITY

Report Listing edit x

® 1001 Invertory Reorder
o 1002 PO Fax Report

() 2009 Assetworks Inc.

Work desk ELEMENTS
REA DESCRIPTION DETAIL

FacilityMAX™ |con Select icon to come back to the Workdesk.

(2] User Id Identifies current user.

(3] Logout Select icon to logout of system.

(4) Module Menu Navigation Menu of available modules.

(5) Current Screen Name Identifies current screen name.

(6) Add Content Icon Select icon to add content to desktop.

(7] Help Menu Select icon to access navigation help.

(8) Content Blocks Content Blocks contain various information and quick links to modules or
reports.
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Changing your password on FMAX

This procedure contains instructions on changing passwords. The password is case sensitive, but numbers or letters may
be used.
1) Log in to FacilityMax, and open the ‘System Administrator’ module:

3 WorkDesk - Windows Internet Explorer provided by Volusia County Schools

Ele Edt ¥ew Favorites Tools Help

Qe - \ﬂ @ ;'.\ /f" search ‘{?Favnntes @ s €6 (- ; T}
Address [ €] R IWORKDESK v B s

FacilityMAX Hello, BELINDA  Logotit About  Help

Wodule |
Work Management 1
ﬁ
Time Manageme: nt
Invertory

Purchasing
Accounts Payable

Finance
Asset Management
Preventive Maintenance
Project Management
Contract Administi ation
Property

Space Management
Human Resources
Customer Service

Lease

System Administration

2) From the ‘System Administrator’ module, choose ‘*Change Password’ menu.

A WorkDesk - Windows Internet Explorer provided by Volusia County Schools FEX
Fle Edt View Favortes Tooks Help >

Qe - © X [ @) POseach Slprovonss @veda €| (3-0n W | ) B

Address | @) reenHORKDESK v B ks
FacilityMAX Hello, BELINDA  Logout About  Help
Module v ‘Mlem Administr ation v Setup v VCS REPORTS

RESYl Administiator Messages

==
Lo
Document Admingstrator

Report Manager

Ouicklink

Personal Ouery

[Change Password
Channel Admiristrator

Group Manager

WorkDesk Template

3) Fillin the form as follows (required fields are bordered in red):

2 Change Password - Windows Internet Explorer, provided by Volusia County Schools

Ele Edt View Favortes Tooks Help

Q=+~ O \1] Ié] J\ /_\seamh E":/Favumes @ ress £ (- ;‘ e

fiddress | ] httpeffeibe 8080/ fmax scresnfWORKDESK v B ks
FacilityMAX Hello, BELINDA  Logout About  Help
Moduley  System ini: it Setup v VCS PEPORTS

Old Pagsword l:l
New Password l:l
Confirm hew Fassword I:I

e Old Password
e New Password
e Confirm New Password
4) Click the Save icon =]
5) The new password will be effective at the next log in.
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