Flow Chart for Electronic Service & Job Request Form

The requestor submits service or job
request via email

v

CW staff receive service or job request and
contact the requestor via email

L 4

Arrange an initial meeting for consultation and
drawings verification

CW provides a link for Electronic Service & Job
Request Form and Bill of Material (BoM) /
Quotation via email

The requestor completes the Electronic Service &
Job Request Form in Microsoft Lists

CW receives an email notification and review
the request in Microsoft Lists
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CW staff generate a job number and proceed
with fabrication

y

CW staff mark the request as "Ready for
Collection" in Microsoft Lists once fabrication is
complete

The project supervisor reviews & approves the
request
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Approval granted?

Yes

iDP Lab staff review and approve the request
with the correct WBS number

Approval granted?

No

y

CW staff update the status to "Completed” in
Microsoft Lists once the requestor has collected
the components
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CW staff compile the Service & Job Request
form from Microsoft Lists
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A spreadsheet is prepared listing each
individual job request

The spreadsheet is sent to the EDIC Director
for approval
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Approval granted?

Yes

The journal is prepared and submitted to
the Office of Finance for fund collection

No




