03.13 How to Request Maps, Posters, or Other Materials
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Create a Work Order.
Go to the “Property” field and select a property.
Go to the “Type” field and select “Request for Maps, Posters, or Other”
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4. Gotothe “Sub Type” field anad select Maps for Map Cases, Other, or Posters
5. Goto “Describe Your Request” and enter what item(s) you are requesting.
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Click OK

The system is set up to automatically assign the work order, do not change the assigned to
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When the Work Order has been received by the “Assigned To:” individual, the following
steps will be taken:

= |fthe item(s) requested are immediately available, the items will be delivered during
the next scheduled inspection by the Inspector.

= [fthe item(s) requested are not available, outreach is made by the “Assigned To:”
individual to the “Sign Store,” and then arrangements are made for these items to be
picked up by the inspector and then delivered to or mailed directly to the requester.



