
ENTERING A WORK REQUEST/SERVICE REQUEST 

We are implementing a new faster, more convenient and customer-focused method of requesting services from the DFAS Fleet Management 

team.  Please follow the easy steps below to submit a work request. 

1) Visit http://dfaffapp/infocenter from any city-connected computer.  You will see this screen:  Click on WR/SR 

 
 

  

http://dfaffapp/infocenter


 

2) You are asked to identify yourself to the system. Please enter your NAME, PHONE NUMBER and EMAIL ADDRESS and then click 

<NEXT>. 

 

 
 



3) Next, the system needs your Equipment ID.  Enter the equipment ID in the area next to “Search for Asset ID” button then press the <TAB> 

button.  It will return the equipment information below so you can verify that it is correct.  It will also display any existing work request or 

service requests so you can ensure that your issue has not already been reported.   

 

 
 

Once this is complete, click <NEXT> 

  



4) Next, click the <…> button next to Symptom Code.  You will see this list of symptoms.  Note that your symptom list will be dependent on 

what department the equipment number previously entered belongs to.  Select your symptom from the list. 

 

 
 

  



5) Describe the problem in the space provided.  Please enter in comments about the repair that would be helpful to the technician.  Be as 

descriptive as you can in providing details that will allow us to address all of the issues the unit may be having.  You may also optionally 

include a photo if you so desire.  Click <Finish> to complete your request. 

  

 

  



6) If you don’t know the equipment ID, don’t worry – you can search for it.  Enter what you do know about the equipment followed by a percent 

sign and then click the <Search for Asset ID> button. 

 

 
 

NOTE: In this example, it will return all equipment in which “1515” appears at the beginning of any of the search fields from the drop down 

(if you click it) on the left side of the screen (highlighted in yellow).  Select your equipment number by clicking on it.  



  
You will be returned to the previous screen so you can verify the equipment number and ensure that you are not entering a duplicate 

request.  Click <Next> to continue. 

 


