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Background 

The OFR (Online Fleet Service Requests) product for PubWorks provides a way to record demand maintenance for fleet vehicles into 
the PubWorks Fleet Service Requests module using a webpage. 
 

How to create a fleet service request using PubWorks OFR:  
 
 

Entering Fleet Service Request Information 
1. Open the URL provided to you in your preferred web browser. 
2. Fill out the submitters contact information. 
3. Fill out which piece of equipment is needing service. 
4. Assignee is greyed out if a default is setup in PubWorks Fleet Service Request Settings. 
5. Provide the reason for service. 
6. Current odometer of selected equipment. 
7. Provide a detailed description of the issue. 
8. Check the box to receive email notifications of status change. 

a. Only works if email addresses is provided in step 2 and PubWorks Fleet Service Requests has been setup to auto 
generate email notifications. 

9. Click Submit to send the fleet service request to PubWorks.  
 
Notes: Any fields highlighted in yellow are required.  These required fields are defined in PubWorks Fleet Service Request Settings. 
If no email is entered, the submitter will not receive an email confirming service request creation. 
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Questions? Comments? 
Please contact us directly:   
support@PubWorks.com  
888-920-0380 x2 
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How to search for fleet service requests using PubWorks OFR: 
 

If you don’t see the option to search, it most likely has been disabled by request. 
 

1. Open the URL provided to you in your preferred web browser. 
2. Click on “Search Requests” in the top right corner or within the menu button. 
3. Fill out at least one of the following. 

a. Email address of submitter. 
b. Department for the Equipment 
c. Equipment. 

4. Enter a previous service request number to verify proof of an existing fleet service request in PubWorks. 
5. Click on Search 
6. If a fleet service request matches the information above to a record in PubWorks, all the fleet service requests containing the 

information above will be shown on the page.  
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