
On the RHN intranet 
Homepage, find the 

“Estates” section and 
click on “CAFM” to 
open the system



Please note: Each request should only be 
logged for a specific job type. 

For example, a plumbing job on the same ticket 
as an electrical job request. These would need 
to be raised as two separate CAFM requests.

Similarly for locations – please try to log jobs for 
different rooms as separate requests.



You must click on 
relevant tile to 

activate pop-up list of 
subcategories



Select relevant option 
from list



If you can’t find a 
suitable option from 

the list, select 
“Miscellaneous”



Please note: For any jobs 
for the Facilities team, 

you need to send them a 
separate email. 

This system will not 
contact them for you.



The system will 
automatically fill in your 

contact info



Fill in any other contact 
info that’s required



This is the 
Room Name

This is the Room Number.
It is 3 letters, a dash and then 3 

numbers

If you are not sure of the Room 
Number or the Room Name, check if 

you have a door sign to the room.



This is the Room Number.
It is 3 letters, a dash, then 3 

numbers

If you do not have a door sign, then look on the 
door frame above the door for a small sticker 

that looks like this. It should have either a white 
or yellow background.

Every room across the hospital should have one.



To specify the location of the 
issue (“For Locality”), there are 
a couple of methods available



Where it displays “Royal Hospital for 
Neuro Disability, you can start typing in 
the Room Name or Number (xxx-xxx) 

and a pop-up list will appear with 
matching locations.



Scroll through the 
pop-up list to select  

the location required.



Or you can select a room 
from drop-down menus, 
click on Magnifying Glass 

icon in “For Locality”



Go through the 
drop-down menus 
to select location



Only if required, fill in any other relevant 
info for the job. A brief summary of just 
a sentence or two is preferred – try to 

avoid formal greetings. 
Please remember do not put in any 

patient names.



When complete, press 
“Save” at the top right 

to submit the job



You will then see 
confirmation of the 

job you’ve just logged



A couple of minutes 
later you’ll receive an 

email confirmation



When you log back into 
CAFM Web, you’ll see 

all your own jobs listed 
on the left for your 

reference. You can click 
on the job number to 
view the details and 

related info.



Viewing the job that’s 
already been logged.

In this example you can 
see the job has been put 

on hold and why.



Viewing the job that’s 
already been logged.

If the engineer has added 
any notes, they are 
available under the 

“Notes” tab.



You’ll receive a 
confirmation email once 

the engineer has 
completed the job.


