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1. Go to https://ready.eas.wwu.edu
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2. Enter your Universal Login
Username and Password.

bfaaim@&wwu.edu

REQUEST A SERVICE 3. Click on Process
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Form Details

Centact Information
Description
Funding

Account Management

Please select the appropriate subcode.

AN
WESTERN

1. Press NEXT below to com:
7. REVIEW the information fi
3. If corract - SUBMIT

4. APPROVE

generated)

Financial Employee Profile
Employee Profile

TURNER, MATT

Cancel Ne

Contact Information

the funding information (WARNING: If you dor

this request's funding information (account/subcode)
acy

1ot complete this final step no work order will be

Awaiting Your Review
Review your open requests

4. Edit the Request

5. Follow STEPS 1-4




Contact Information

Matt Turner - (123) 456-7890 - matt.turner@assetworks.com
Description

Renovaticn - MATTS PROJECT, Location: AC - ADMINISTRATIVE SERVICES CENTER - 204, Project Detail
Funding
Account Management

FAAFUR ¥

Please select the appropriate subcode.

PAIRS/ALT/MAINT EXP 2=BUILDING REPAIRS/ALT/MAIN... =

Step 1 — NEXT/ENTER
ACCOUNT INFO

NO INDEX + ACTIVITY & LOCATION CODES

If you cannot find your index, or you need
to enter an Activity or Location Code,
choose No Index and enter the full FOAPAL
in the space(s) provided.

Renovation - MATTS PROJECT

Contact Information

Financial Employee Profile

Employee Profile  W1234567890

Contact Infermation  Matt Turner - (123) 456-7890 - matt.turner@assetworks.com

Description Renovation - MATTS PROJECT, Location: AC - ADMINISTRATIVE SERVICES CENTER - 204, Project Details: THESE ARE MY
PROJECT DETAILS

Funding
Account Management  FAAFUR - CHART 3=ALUMNI REVENUE

Please select the E161 - ACCT CHARTS 1,2,3: 1=BUILDING REPAIRS/ALT/MAINT EXP 2=BUILDING REPAIRS/ALT/MAINT
appropriate subcode. EXP 3=BUILDING REPAIRS/ALT/MAINT EXP

Cancel | < Previol

Steps 2 & 3 -
REVIEW & SUBMIT




Workflow

¢ 1Have Funded This Request )

Cancel

Step 4 - APPROVE

| Have Funded
This Request

Workflow

6. Funded request
has been sent for work
order generation.

Form Details

Financial Employee Profile
Employee Profile

Contact Information

Description

AOJECT DETAIL




