
• Streamline the Work Request 
process by controlling how 
requests are submitted to 
the Maintenance depart-
ment. 

• Convert Work Requests di-
rectly into GUARDIAN Work 
Orders upon approval. 

• Work Request Originators 
can monitor the state of their 
requests and even be in-
formed of the progress of 
each request. 

           Highlights: 

The GUARDIAN Web-Based Work Request System. 
This system will allow you to provide anyone in your organization with a fast, 
simple way of submitting Work Requests to your department with NO paper, 
NO phone calls and NO interruptions. 
 
Simply place a link to the GUARDIAN Work Request Web Page on your com-
pany’s intranet home page and anyone can submit Work Requests electroni-
cally.  It’s simple, it’s fast and best of all, you’re not involved until YOU choose 
to be. 

THINK ABOUT IT ... 
• Wouldn’t it be great to get rid of those pads of paper Work Request 

forms? 
• Or how about reducing the number of calls you get to change a burnt out 

light bulb or fix a squeaky door? 
• How can you get your company intranet working for YOU? 

THE SOLUTION ... 

Anyone who has used the internet can use the GUARDIAN  
Web-Based Work Request System. 

• Save time - no need to sift 
through stacks of paper 
Work Requests. 

• Save on licensing costs. 

• An unlimited number of 
users can submit Work Re-
quests. 

• Users can monitor the pro-
gress of their Work Re-
quests from the GUARDIAN 
Work Request Web-Page. 

• Seamlessly integrated to 
the GUARDIAN Work Order 
Management System. 

• Great tool for Facilities re-
lated work. 

• Utilize the Email Event No-
tification system to stay 
informed of the progress of 
your request. 

Use Internet Technology to Your 
Advantage! 

GUARDIAN 
Web-Based Work Requests 



How Does it Work? 
1. Open your web-browser (Internet Explorer, Netscape) and surf to the GUARDIAN Work Request 

Web-Page. 
2. Click the New button. 
3. Enter the details of the work to be requested.  Click the Save button and the system will assign you a 

Work Request Number.  The request has automatically been submitted to Maintenance for evaluation. 
4. The Maintenance department reviews incoming requests and approves or denies them. 

Exactly What Does the Maintenance Department Do? 
The Maintenance department uses the Work Request Manager Screen to review and approve or deny in-
coming Work Requests.  This screen allows the Maintenance department to: 
• Sort and group Work Requests on any number of fields (Originator, Request Date. Etc.) 
• Assign the exact equipment to be worked on based on the GUARDIAN equipment list. 
• Select the Work Order Numbering Series (Type), Status, Trade and accounting information  to be as-

signed to an approved request. 
• Adjust the Work Description as required. 

Work Request Manager Screen 
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