Goodenough College
Guide to Logging a Repair Job
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Purpose of this document is to provide guidance on how to log a
maintenance task at Goodenough College or one of the surrounding
buildings.

This will take you through the process step by step however, should
you have any further queries, please email the estates facilities
helpdesk who will be able to assist.

In the event of an emergency, please call 020 7837 8888
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Dedicated URL for Logging jobs

» If you have a maintenance issue that
requires rectification, there are two
ways to log this job.

» Use the QR code on this slide to access
the dedicated task logging Page

» Use the below URL to access the service
desk

» https://goodenoughsupport.com/

@ Service Desk


https://goodenoughsupport.com/
https://goodenoughsupport.com/
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When accessing the service
e e desk via either the URL or

bk | | Y e ' QR code, you will arrive at
the following page.

Log a Repair Job

b This is where you will need
= to input all fault details, to
PR log a fault / request a
repair.

No login credentials
required

Click to upload a Photo

T Submit to Service Desk

Logging a Job




Logging a Job

Start by inputting your
Name, Email Address and
Contact Details.

These details are so you can
receive updates on the
requested repair

Please select appropriate
Role. If you are a student,
you will be prompted to input
your G Number

Log a Repair Job

‘ Joe Bloggs ‘ Joe Bloggs@vertex.net ‘
‘ 07124567890 ‘ ‘ Select Your Role hd ‘

Select Building - ‘ Student (Member) ‘
| st |
‘ Select Room Location b ‘ ‘ Short Stay or Hotel Guest ‘

Select Problem

Long Description of Problem

‘ Click to upload a Photo

Submit to Service Desk

.

Log a Repair Job

Joe Bloggs

‘ Joe Bloggs@vertex.net

‘ 07125436526

‘ Student (Member)

[Enter Your G Number




- Complete all fields appropriate to the task

Log a Repair Job
9 P Building, Floor, Location, category and

 Joe Bloggs Joe.Bloggs@vertex net problem are all drop down fields, please
select the most suitable option

‘ 07125436528 Student (Member)

» As options are selected from the drop-down
menu’s the next selection will be tailored to

G12345

House 15 Level 1 assist with selection

Select Category » The long description field is a free text box,

this is available for any additional details

Select Problem ¥ Appliance Faults . . ;

B uscing Fabiic required to assist with the task

 Electrical .
Long Description of Problem Lo » All fields are mandatory bar the photo

¢ Fire Safety

& Heating & Ventilation upload. If any information is missing, an

LS & Accessibilty i error will appear in red

# Outdoor & Grounds

Click to upload a Photo . Pest Control
{ Plumbing & Water

[ Security

Logging a Job

Your Phone Number
This field is required
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o New Repair Request Logged

Dear Nick Dube,

Request Submitted!

Your Request has been successfully submitted

Anew request has been raised via the Goodenough Service Desk. The details are below:

You will receive an email confirmation in the next couple of minutes.

Task ID: VCC889:1040

Submit Another Request Building: London House

Location:
Problem: Ant infestation
Category: Pest Control

© 2025 Goodenough Support - Powered by Vertex V£ Gt ervice Priority: P3

Description: ~ TEST - This is just a test job, there is no actual ant infestation. | Location:

E xam p l e Of tas k su b m ] S Si on g;eﬁr?gg?;ﬁgg" Selected Department: Student (Member) | G Number:

Reporter Name: Nick Dube

Reporter Email: nick dube@vertex net

= Once job is logged, you will receive immediate Reporter Phone TGO

confirmation of task submission

= An email will also be issued to the email provided onioy . oty ek o g 7S e il ety your oo
at task logging stage, confirming task detail and
information around access for the repair

Example of Task Confirmation email




» Your repair will be passed to the engineering team
to complete

» Should you require any updates in the interim,
please use the below contact details.

» Please ensure you provide the Task ID stated in = wwoe
your confirmation email, so your specific repair  wTTTTTTEmE——"
can be identified —

» Email: estates@goodenough.ac.uk

» Phone for Emergencies: 020 7837 8888
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Estates and Facilities Management

Hi Joe Bloggs,

This is to let you Know that your repair job has been completed. The details are below:

Task ID: VCC889:1038

Date & Time Reported: 14/Aug/25 18:21

Reported by: Joe Bloggs (01256999885)
FrontyAssignes: ™ Once task has been completed,
Target Completion: 14/AUg/25 18:21

sk Starte 1 4Aug/25 16.00 the reporter who logged the
Completion Date & Time: 14/Aug/25 19:52 task W'ill be not'if'ied V'ia email.

Building:
House 15

Task Details:

TEST JOB | Location: Flat 1 | Selected Department: Student (Member) | G Mumber:
G12345 |

Resource on Task: Goodenough College Eng 01

Task Notes:
Task has been marked as complete Task completed in full, repairs complete -)

Regards,

Goodenough Service Desk

If you require further assistance with this request please contact the Service Desk on 3333.

Example of Task Completion Notification email TaS k CO m p leti 0 n




Any questions on the content of
this guide, please reach out to the
Estates Team

= 4% Goodenough
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