Procedures for placing an order for E&M maintenance

1st: Login your HKU Portal

ts=al The University of Hong Kong _ /

HKU orfa_

Please login with your HKU Portal UID (User Identification) and PIN (Personal |dentification Number).
*¥: Registered Services

uID: |
PIN:

Forgot your PIN/passwords?

| login |

#: About HKU Portal | Sample Screens of HKU Portal | EAQ | Feedback | Create User ID (for staff)

# Privacy | Acknowledgement

Best viewed in 1024x768 display resolution and 1E v6 or vi
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2nd: Login your MyUIS

October 21, 2009 26°C |

HKU arfa!

HKU Today } MyEmail } MeretrCT} MyLibra MyDepartment k Services } MyFamuﬁtes‘I
University Information System

You are trying to access MyUIS.
UIS password is required as second login to proceed.

Pleas r your UIS password below

We recommend that you always access MyUIS with a second login step for added protection of your dat

campus, you may choose to skip the second login step. Click here to sKip the second login step. Second |k
from Internet.

If you have forgotten your UIS password, please dick here to obtain the application form for changing the L
q{iﬁ_
IS MNote: your password will be transmitted under secure mode.
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3rd: Maintenance/moving/cleaning Request System

f October 21, 2009 wiras
HKU orla .
HKU Today ' MyEmail ] MyWebCT ] MyLibrary MyDepartment | Services l MyFavouﬁtes‘I
University Information System
Personalized Menu
§ Staff fl'u'lanagement Information yTeaching and Learning
Annual Leave Request for Statistics 3-credit Broadening Course Application
Confirmation of Start Date User Account Application on MIU systems Cormmon Core Course Application (Currently
Financial Clearance Form |Suspended)

Heads of department

Human Resources Home Page
Ferformance Review and Development
Staff Directory (for head/proxy)

f Student yBuards and Committees
Course Approval System Committee Membership
Course Database Enquiry
Departmental Student Load
Enrollment Information
Marks Entry System
Frovisional Class List
Transcript Data Entry System
UGMTPG Graduate Statistics

isting
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4th: Make new maintenance and/or cleaning request

g 3 The University of Hong Kong &3 A 8
i
Main Menu @ Maintenance Request@

dﬂ’ari;_r;w maintenance and/or cleaning @

Make NEwW ”IU"'iIlu Tt

Enguire status of maintenance. cleaning and moving work orders (from February 19, 2003 onwards)

Enquire maintenance & cleaning work orders (before February 19 2003)

’ —— [ of cIﬂ-anmg services, JD.r"-"EISﬂ' comaci Cusmmﬂ-.l Services . = arﬂ-s Office at (§52)2857-8282,
For request of cleaning and moving services for staff quarters, please contact the Housing Management Unit of the Estates Office at Tel: (652)2816-
8209 /Fax: (852)2855-7109 for arrangement.

To cancel or amend orders, please contact the Estates Office during office hours as follows -
For maintenance work orders - (§52) 2547-9522
For cleaning work orders - (852) 2857-8282
For moving work orders - (852) 2859-8009

An auto email acknowledgement will be sent to the applicant when the request is acknowledged by Estates Office.
An auto email regarding electronic survey will be sent to the applicant when the work order is completed and closed.
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5th: Detalls of location

= The University of Hong Kong i A8
l ;

Maintenance and/or Cleaning Services Request Form Estates Maintenance

The University of Hong Kong
Estates Office
Maintenance and/or Cleaning Services Request Form

II.—Stai’f number 54698 Name Mr Mak Chi Chuen &S ________,_....- Personal Information

As your HKUPortal
login information

Department |Department of Chemistry V|

Applicant's Tel. No. 28592151 Email |decmak@hkuce. hku hk |

Details of Request:

- .
Building (Chang Yuet Ming Chemistry Building - 3t H 8k.24e [list]
Floor list GO01A list \

Room Details of location
Location | |

Contact person |D0nald Mak (Dept of Chemistry| Tel |28592151 |

%
Preferred date for the work to be done (if any) (dd/mmiyyyy)
Preferred time (if any}l:l : I:I (hh:mm) @ am O pm

Appointments will be handled as soon as possible.

For urgent requests, please contact the Estates Office at
(852)2540-1999 (Maintenance Services) or (852)2857-6262 (Cleaning Senvices).

No Services Unit Type of Services Problem Description Qty.

[(i=t]| [[i=t]| | (clear]
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6th: Details of work (1)

; t The University of Hong Kong it A 8
I f

Maintenance and/or Cleaning Services Request Form Estates Maintenance Request Sy
f"_:‘- List of services nnit - Windows Intermet Explorer Tl&l
The University of Hong Kong . . . . . . — e
Estates Office £ | hitps:tfois hio hlvnisaoth/plaglinermnisreq listserviceMwhichEow=0 hd ﬂ
Maintenance and/or Cleaning Services Re i ¢ 2 . -
: T The University of Hong Kong & i A 8 =
e
Staff number 54598 Name Mr Mak Chi Chu . : CLOSE
Department |Department of Chemistry v| List of services unit Estates Maintenance Request System

Applicant's Tel. No. | 28592151 Email |dccmak@hkuc Please select services unit:

Details of Request:

Building (Chong Yuet Ming Chemistry Building - 3£ H & [ oK ][ Cancel |
oor G Room [GO1A Building Maintenance E=EHE
Location | | Cleaning fﬁ'g
Electrical and Mechanical $#£3
Contact person |Duna|d Mak (Dept of Chemistry| Tel |28592 Gardening/Slope/Pest/Drainage(outdoor) 75 B/Sli 8 ARTE (EH)

Preferred date for the work to be done (if any) _
Preferred time (if any}l:l:l:l(hh:mm} @ am O p

Appointments will be handled as soon as possible.

For urgent requests, please contact the Estates Office at
(852)2540-1, TMesgice Services) or (852)2857-8282 (Cleanin

No. )~ Type of Services P
1 e [list st |
z s Sl

[
T
)
= ]
i)

4 [list]| [ist) ||
5 [ist]| [is) [ | @ s 1009 -
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6th: Details of work (2)

= The University of Hong Kong &8 X8 q
. ;

C
Maintenance and/or Cleaning Services Request Form Estates Maintenance Request Sys

The University of Hong Kong
Estates Office
Maintenance and/or Cleaning Services Regu

=

€ | hitps:ffiz hi hlkdvisantheplsg e mmisreq JisttwpeMwhichRow=0&svNum=ELECT_MECH »

i 7 The University of Hong Kong &8 x 8 =

CLOSE

'r_:; Type of Services - Windows Internet Explorer

Staff number 54898 Name Mr Mak Chi Chue

Department | Departrment of Chemistry V|

Applicant's Tel. No. | 28592151 Email

Details of Request:

Type of Services Estates Maintenance Request System

dcemak@hkuce

Please select type of services:

Building |Ch0ng Yuet Ming Chemistry Building - £ 58
Floor Room |G01A
Location | |

Contact person |Dnnald Wak (Dept UfChemistry| Tel |285921

Preferred date for the work to be done (if any) _
Preferred time :ifany}l:l:l:l(hh:mm} @ am O p

Appointments will be handled as soon as possible.

Restaurant Kitchen Equipment BRI (only for University canteens )
Lighting &
Lift Maintenance

. )

For urgent requests, please confact the Estates Office at
(852)2540-1989 (Maintenance Services) or (852)2857-8282 (Cleaning
-

=
No. Services Unit Type of Services Prg

1 |Electri|:al and Mechani| |

z =] =]
| = =]
s | = =]

;| (=] (=]

e € SR E100% ~
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6th: Detalls of work (3)

e The University of Hong Kong &i& A8
'I”"I

Maintenance and/or Cleaning Services Request Form

The University of Hong Kong
Estates Office
Maintenance and/or Cleaning Services Request Form

Staff number 54898 Name M- Mak Chi Chuen &E&ZE

Department | Department of Chemistry V|

=
EEX

£ | https:fuiz hkn hkfuisuth/plegbnemuizreq list probAwhichRow=0&sryNum=EL v &

e The University of Hong Kong &8 A8 “Lﬂ
i ! S

f_:; Problem Description - Windows Internet Explorer

CLOSE

Problem Description Estates Maintenance Request System

Please select a problem description:

Applicant's Tel. No. | 28532151 | Email |dcemak@nkuce.hku.hk

|

Details of Request:

Building |Ch0ng Yuet Ming Chemistry Building - §E H B/ &4

|3

| E‘ Condenser unit cleaning #& ki Fo e
Dehumidifier leaking water 3hiBliE-k

Room
| |

Location

Contact person |D0na|d Mak (Dept of Chemistry| Tel |28592151 |

Preferred date for the work to be done (if any) |:| (dd/mmiyyyy)

Preferred time (if any) I:I : I:I (hh:mm) @ am C pm

Appointments will be handled as soon as possible.
For urgent requests, please contact the Estates Office at
(852)2540-1999 (Mainfenance Services) or (852)2857-8282 (Clganing Services)

Dehumidifier not working $gig4/11F

Fume hood not working 3,

Others Hitl

Refrigerator leaking water E4EiR=k
Refrigerator noisy SR o
Refrigerator not working Z4EHF

|

JIf you cannot find a suitable problem description, please enter the problem
in the following field:

No. Services Unit Type of Services

Problem Description

1 |Electrical and Mechani| |Air—conditioning ;%ﬁﬂ |

@

2 | J=)

[(is[ |

| (ist)|
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6th: Details of work (4)

i ! The University of Hong Kong &H#& A8
‘. ;

Maintenance andior Cleaning Services Request Form

The University of Hong Kong
Estates Office
Maintenance and/or Cleaning Services Request Form

Staff number 54888 Name Mr Mak Chi Chuen EZFE

Department |Department of Chemistry Vl

Applicant's Tel. No. | 28592151 Email dccmak@nhkuce hku hk |

Details of Request:

Building |Chnng Yuet Ming Chemistry Building - #£ 5 BE {1 £248 |
Location | |

Contact person |D0na|d Mak (Dept of Chemistry| Tel |28592151 |

Preferred date for the work to be done (if any) l:l (dd/mminynyy)
Preferred time (if any}l:l:l:l(hh:mm} @ am O pm

Appaintments will be handled as soon as possible.

For urgent requests, please contact the Esfates Office af
(852)2540-1999 (Maintenance Services) or (852)2857-8282 (Cleaning Services).

No. Services Unit Type of Services Problem Description Qty.

1 |Electrical and Mechani| |Air-cunditi0ning ;%ﬁ,ﬂ |Fume hood not wurking| IlQ Hclear]
z | J=) |[i=1)| J=) | ctear]
3 J=) |[i=1)| J=) | ctear]
‘|
5|

J=) |[i=t| [i=t] | ctear]
[[i=t]| | [i=t| [i=t] | ctear]
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7th: Record the Work Order Number

i ; The University of Hong Kong &Fi& X 8
i

Estates Office - Submit Maintenance Request

Your Work Order Numbeg is 391394
Please quote this number foegnauins~a
future reference. Thank you.

oK

his web page was created by Computer Centre at HHT 21/10/2009 §:02:02

Vain Menu
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http://chem.hku.hk/~chemhome/

download/maintenance_ordering_procedures.
pdf
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