
Navigating FacilityFocus 
 
Accessing FacilityFocus 

 
You can access FacilityFocus through the Penn Portal.  Both the Student portal and the 
Staff/Employee portal contain the link.   
 
If you are on the Staff portal, select the FacilityFocus icon, which is located in the Penn 
Resources category on the right side of the screen.   
 

 
 
If you are on the Student portal, the FacilityFocus link is located in the Residential 
Maintenance category. 

 



 
Select FacilityFocus and you will be directed to the University’s authentication page. 
Once you have successfully authenticated, you will be directed to the FacilityFocus main 
web page.  
 
Main Page “FacilityFocus Web FM” screen 

 
 
Some important notes regarding the “FacilityFocus Web FM” screen: 
There are several options on this FacilityFocus WebFM page:   

-  Selecting the Penn Facilities and Real Estate logo will bring you back to this main 
page 

-  Selecting the HELP button brings you to a separate page which allows navigation 
of questions, definitions or page instruction  

-  Enter New Work Request   
-  Search Existing Work Request 
-  For technical help, select the email address to open your email browser  

 



“Enter New Work Request” screen    

 
 
Some important notes regarding the “Enter New Work Request” screen: 

-  Call in any emergencies.  Emergencies are defined as anything that immediately 
impacts/impedes the living/learning experience 

-  Use HELP for glossary definitions, maps, and page navigation instructions 
-  Fill in as much information as you are able, including your contact information 
-  The fields with a red asterisk beside them are required 
-  Select the closest possible PROBLEM CODE in the look-up icon to the right.  

The PROBLEM DETAILS box helps better diagnose your problem.  Fill out this 
information whenever possible  

-  BRIEF DESCRIPTION/TITLE becomes the title that is carried through until this 
work is completed.  Since there are only 53 characters in the BRIEF 
DESCRIPTION/TITLE field, use the DESCRIPTION CONTINUED to continue 
providing as much information as is needed 

-  When selecting the building, select the look-up icon to the right.  The property 
lookup screen appears and you may select ALL BUILDINGS (the default) or 
RESIDENTIAL BUILDINGS ONLY.  See the Property Lookup table below.  
Selecting BUILDING NAME alphabetizes buildings, with numbered buildings 
first 

-  Once you have completed your entry, select Save and your request will be 
submitted to FRES 

-  If you need to cancel your request, select CANCEL 
 



 
 

 
 



 “Search Existing Work Request” screen 
 

 
 
Some important notes regarding the “Search Existing Work Request” screen: 

-  If you have already entered a Work Request and you would like to check its 
status, you can enter any information, and select Search 

-  If you would like to see ALL the requests you have entered, do not fill in any 
information, and select Search 

-  Boxed out, with a thin white line, is information more suited to building managers 
and facilities staff.  Do not use this area 

-  If the request has not yet been accepted or rejected by the FRES Work Control 
Center, you can edit and resubmit.  If it has already been accepted or rejected, you 
will not be able to edit it 

-  To do another search, select Search. This will take you back to the main Search 
Existing Work Request screen 

-  Selecting the Penn Facilities and Real Estate logo will bring you back to the main 
FacilityFocus FM page 

 
 
Defaulting Contact Information 
 
If you would like your contact and email information to default when you create a new 
web request, and you use Internet Explorer as your browser, you can change your 
Internet Options.  
 
From Internet Explorer go to Tools/Internet Options 
 



 
 
Select the Content Tab 

 
 
 
Select AutoComplete and check the Forms  
 



 
 
Select OK twice to finish 


