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Work Control: Processing Baseline Custodial Requests 
When a customer work request is submitted for baseline custodial services, there is no need to process 

a work order. Instead, simply set the status of the customer request to GCA REFERRAL.  AiM will forward 

the request via email to GCA and MAINTENANCE ENGINEERING; GCA will perform service and no further 

action is needed in AiM. 

 

   
 

1. Click: EDIT, change the status. 

2. Select: GCA REFERRAL status and SAVE changes. 

 Requestor will receive the following email confirmation. 

 

 

 

 GCA and OSU Maintenance Engineering staff will receive the following email confirmation. 

 

 

 

 

 

 

3. Should the Campus Community reply with questions, please direct to Maintenance Engineering.  


