
Inputting DIMR (FM) Tickets: https://play.apps.appsplatform.us/play/e/default-fae6d70f-
954b-4811-92b6-0530d6f84c43/a/dec10857-f354-4022-80e9-
759e5811c51d?tenantId=fae6d70f-954b-4811-92b6-0530d6f84c43&hint=1d7b7daf-df16-
47bb-9c81-43a78ac743a5&sourcetime=1765811579410&source=portal   

1. Open application using the link provided above. 
2. Click “Allow” for any messages that pop up, which allows the system to run on your 

computer. 
3. Select the “Enter a New Ticket” button from the home screen. 

 

4. In the “Category” section, select DIMR from the first drop-down box. 
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5. Select “Facilities Maintenance Request” from the next drop-down box. 

 

6. Next, select the appropriate FM-related category related to the issue being reported 
from the third drop down-box (electrical, fire systems, HVAC, paving, plumbing, 
physical security, roofing, SASOHI deficiency, supplies, etc.). 

 

 

 

 

 

 

 



7. From the final drop-down box, select the facility location where this issue being 
reported.  

 

8. The client’s email should automatically populate, but if the client desires to copy 
someone else on the ticket, they can search for that individual by last name (and 
first name, if necessary) in the “CC” box.  

 

 

 

 

 



9. The client should input their best contact number so our FM staff can contact them 
them with any questions or need for additional information needed to provide 
support and resolve the issue. 

 

10. The client must select a priority level for the ticket from the drop-down box.  
a. High Priority (Urgent/Critical): High-priority issues are "must-do" items that threaten safety, 

security, or core business operations. They require immediate or near-immediate attention 
to prevent serious injury, legal violations, or catastrophic failure.  

b. Medium Priority (Important): Medium-priority tasks are important and time-sensitive but do 
not pose an immediate threat to safety or operations. If left unattended, these issues will 
eventually escalate into high-priority or emergency. 

c. Low Priority (Convenience/Routine): Low-priority tasks are "nice-to-have" fixes that have 
minimal impact on daily operations, comfort, or safety. They are often scheduled as "fill-in" 
work when technicians have extra capacity or during planned downtime.  
 

 



11. The client must enter a brief summary of the request in the “Subject” box. This 
should be a quick synopsis specific to the problem or issue being reported.   

 

12. The client must also enter information in the “Problem Statement” box, to include 
details regarding the issue/problem being reported.  If applicable and possible, 
include the building number, room number or any additional information that will 
assist our maintenance technicians is locating and resolving the issue.  The more 
detail that is provided here, the easier and more efficient FM team response will be. 

 

 

 

 



13. Attachments, like photos or quotes, should be uploaded in the “Attachments” box, if 
available or appropriate. 

 

14. Click the “Submit” button at the bottom of the screen.  

 

 

 

 

 

 

 

 



15. The client should see the following screen confirming successful submission of 
their ticket: 

 

16. The client may view all the tickets they have submitted (open or closed) by selecting 
the main menu or the home button at the bottom of the screen. 

 

 

 

 

 

 

 



17. The client view should be similar to the following: 

 

18. It’s that easy – one of our FM team members will receive the ticket and engage to get 
the issue resolved!   

 


