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Creating a facilities management job
on Connect

Connect is your new online portal to interact with NHS Property Services. Connect has been built with the
customer at the heart of the design so you will be able to use it as your one-stop-shop to log all your non-
urgent facilities management (FM) jobs, queries, and complaints.

Non-urgent facilities management issues

Non-urgent facilities management issues include a light not working, requesting a whiteboard to be fitted
or general gardening.

Emergency or urgent facilities management issues that are impacting the delivery of patient care, should
be reported via our Customer Service Centre on 0808 196 2045 so we can resolve the issue more
quickly.

Queries

Queries cover all questions you have for NHSPS, including asking for an explanation of charges,
information about a property or a copy of a document. Queries should not be used to create facilities
management jobs. They will need to be created using the Facilities Management function on Connect.

Complaints

Raising a complaint means letting us know about anything you are not happy about relating to NHSPS
so that we can work to resolve it and drive continuous improvement. These include making a complaint
about your billing, the condition of a property or conduct of colleagues.

By using Connect, you will be able to track the status of your jobs, queries and complaints, 24/7.



LET'S GET STARTED

connect.property.nhs.uk

Email; customer.service@property.nhs.uk
Call: 0808 196 2045

CREATE A FACILITIES MANAGEMENT JOB

1. Click on “Facilities
Jobs’ on the
homepage. A new
page will open.

2. Click on ‘Create
Job’ to create a new
facilities job. (Make
sure you check the
job history before you
Create a new job to
avoid duplication).

3. Click on “Select a
property’ to search
for the property where
you want to raise the
job for.

4. Type the property
name in the search
box, e.g., ‘Barking
Community Centre’
and select the
property. Alternatively,
you can scroll through
the list of properties to
find the one you want.
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Take a look at the latest news from NHSPS
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You can use Connect to:

* Report a non urgent facilities issue
* Ask us a question
o Raise a complaint

NHSPS Secures New Ambulance Base for

Peaple across Northwest England and Wales

For all urgent facilities issues please call 0808 196 2045,

£1 million state-of-the-art ambulance base for the

4 Northwest Neonatal Transport Service has been
acquired by NHSPS is now open in Warrington. The..
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If the issue needs as itis disrupting services and/or people are at risk, you should call the FM Helpdesk on 0808 196 2045.
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Find the property below or use the search box
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10 South Colonnade
10009750

1829 Building Countess of Chester Health Park
10004490

L | @
23 Stephenson Street
10010051

Abercromby Health Centre

10003902

Aldershot Centre for Health
10003914




CREATE A FACILITIES MANAGEMENT JOB

5. Select the type of

D Complaints Probler
problem from the o
. Properties T/y,pe of problem? =
drop-down by typing (peect.
the job in the search Air Conditioning issue i

Alarm Sounding/Issue

box or by scrolling R
th rou g h th e I Ist Of Audio Visual Equipment
j o bs ) Building Repair or Decoration

Call Bell faulty

6. Describe the

. D Complaints Problem
problem in as much
. . Properties Type of problem? *
detail as possible so Bt e .
we can send the right

Faulty plug socket in laundry room.

person to fix the issue.

Please provide as much detail as possible 35/3000

Location & Access

What is the location? e.g room number, floor department *

7. Under ‘Location &

Access’ let us know e s

where the issue is in P

the building, what
times the building can e s

be accessed from and i
what times we can T

access the reported R
area. .

8. Provide your J—
contact details. B !

9. If you're logging a job on behalf of a customer, please add their contact details by clicking on “Add".
Another “Contact Details’ line will appear. Input their name, phone number and location. Then click
on ‘Submit’.

Contact Details
Name * Phone * Location *

Kian Chambers 078888888888 10 North Colonnade @
Name * Phone * Location *

Dr Nick Riviera 789999999999 10 North Colonnade @



CREATE A FACILITIES MANAGEMENT JOB

10. You can click “View Jobs List’ view this job or others that you have created. Or you can click on
‘Create Another Job’, to raise another facilities management job.

New job submitted X

Thank you for submitting this job. Your job is currently being triaged and may take up to 24 hours to

( Create Another Job ) (VB I
7

appear on the dashboard.
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11. To view your M D e
current and historic @ Home
jobs, click on I

‘Facilities Jobs'. e o

* Raise a complaint

& Facilities Jobs For all urgent facilities issues please call 0808 196 2045.

You can use Connect to: Take a look at the latest news from NHSPS

Groundbreaking ceremony marks exciting
milestone for £24.6m Community Diagnostic...

{{7:‘-" Representatives from NHS Property Services (NHSPS)

nd aftended a araundhreaking ceremany held recently to

12. A list of your most recent jobs will be displayed. Each will give you the status of the job, the type
of job, the job number, the date it was raised and the target completion date. Click on any job to
get more information
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the information you & s Joix o
gave when you raised o e Sl e T e
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[E) Properties Q: What is the location? e.g room number, floor department
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Property status @
10 South Colonnade OPEN




CREATE A FACILITIES MANAGEMENT JOB

14. If the job you are looking for is not displayed amount the most recent, click on ‘All Jobs’ to view
all the jobs that you have raised.
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15. All your current and historic jobs will be displayed. Scroll down to find the job you are looking

for. You can also use the filters at the top of the screen to help find your chosen job. You can filter
by date, status, priority or property

Kian Chambers
Property Services All Jobs o NHS PROPERTY SERVICES X5
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16. You will be able to view three different graphs and charts that relate to your jobs.
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For more information about Connect, visit www.property.nhs.uk/connect or contact our

Customer Service Centre on customer.service@property.nhs.uk or 0808 196 2045.
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