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SELF SERVICE 
The Purpose of FAMIS Self Service is to enable users to enter their own service requests that are 
NON-EMERGENCY calls. 

 

ACCESSING FAMIS SELF SERVICE 

Open Internet Explorer 

 CLICK the ADDRESS field 

 TYPE  www.usnhgateway.org in the address field 

 CLICK PRODUCTION SYSTEMS 

 CLICK UNH FAMIS 

 CLICK FAMIS SELF SERVICE 

 

 

 

 

http://www.usnhgateway.org/
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 CLICK the USERNAME field 

 TYPE your USERNAME 

 PRESS TAB 

 TYPE your PASSWORD  

 CLICK the LOGIN  button 

 

 

TIP: If you PRESS the Enter key to navigate to the next field, FAMIS interprets the keystrokes as an attempt 
to logon and you will get an error message if you have not entered a valid password. 

 

Congratulations! 

If you have accessed the FAMIS Self Service (as shown below), you have successfully logged onto 
FAMIS. 

 

 

S H O R T C U T  

PRESS ENTER to 
connect to FAMIS 
after entering your 

password 
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ENTERING A NON-EMERGENCY SERVICE REQUEST 
 

Residence Halls  

(Refer to page 12 for academic ɀ auxiliary and administrative buildings) 

 CLICK the BUILDING NUMBER next to the building name for which you are 
requesting service 

 

Or 

 CLICK EDIT 

 CLICK FIND ON THIS PAGE 
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 TYPE the BUILDING NAME or PART OF THE NAME  

 PRESS ENTER for the first place on the page where your criteria shows up 

 CLICK NEXT button to continue searching until you find your building 

 CLICK the X to close the find box 

 CLICK the BUILDING NUMBER next to the building name for which you are 
requesting service 

 

 

 CLICK the FLOOR NUMBER 
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 CLICK the ROOM NUMBER -use scroll bar if needed  

 

 

Verify information :  

 CLICK the SERVICE REQUESTS button  

Or  

 CLICK the BACK ARROW button on the toolbar to correct information  
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 CLICK the CREATE SERVICE REQUEST button 

 

 

 UPDATE or ADD INFORMATION as necessary: 

À REQUESTOR NAME À PHONE and/or  CELL PHONE 

À DEPARTMENT À UNH EMAIL ADDRESS 

À ALTERNATE CONTACT PERSONȭ3 .!-% ). $%04 

À !,4%2.!4% #/.4!#4 0%23/.ȭ3 0(/.% .5-"%2 

 CLICK the NEXT button 
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 CLICK RESIDENCE HALLS / APARTMENTS 

 

 

 CLICK the TYPE OF REQUEST 

 

 

 CLICK the TYPE that best describes your request 
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 TYPE a detailed DESCRIPTION to explain what is broken and where it is located. 

 CLICK the NEXT button 

 

 

 CLICK the NEXT button 
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Verify information is correct. 

 CLICK the FINSH button 

Or 
 CLICK the BACK ARROW on the toolbar to correct information or  CLICK CANCEL to 

start over. 
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 RECORD the SERVICE REQUEST NUMBER for future reference 

 CLICK the GO BACK TO SERVICE REQUESTS button, to review all your requests, for 
status or to enter another request. 

 

 

 

NOTE: If you are putting in more than one request, you can change the building, floor and room information. 
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Academic ð Auxiliary and Administrative Buildings  

(Refer to page 4 for residential buildings)  

 CLICK the BUILDING NUMBER next to the building name for which you are 
requesting service 

 

Or 

 CLICK EDIT 

 CLICK FIND ON THIS PAGE 
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 TYPE the BUILDING NAME or PART OF THE NAME  

 PRESS ENTER for the first place on the page where your criteria shows up 

 CLICK NEXT button to continue searching until you find your building 

 CLICK  the X to close the find box 

 CLICK the BUILDING NUMBER next to the building name for which you are 
requesting service 

 

 

 CLICK the FLOOR NUMBER 
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 CLICK the ROOM NUMBER -use scroll bar if needed  

 

 

Verify information:   

 CLICK the SERVICE REQUESTS button  

Or  

 CLICK the BACK ARROW button on the toolbar to correct information  
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 CLICK the CREATE SERVICE REQUEST button 

 

 

 UPDATE or ADD INFORMATION as necessary 

À REQUESTOR NAME À PHONE and/or  CELL PHONE 

À DEPARTMENT  À UNH EMAIL ADDRESS 

À ALTERNATE CONTACT PERSONȭ3 .!-% ). DEPT 

À !,4%2.!4% #/.4!#4 0%23/.ȭ3 0(/.% .5-"%2 

 CLICK the NEXT button 
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 CLICK the ACADEMIC, AUXILIARY AND ADMINISTRATION BUILDINGS 

 

 

 CLICK the TYPE OF REQUEST 

 

 

 CLICK the TYPE that best describes your request 
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 TYPE a detailed DESCRIPTION to explain what needs to be fixed and where it is located. 

 ENTER the DATES / TIMES that work cannot be done. 

 CLICK the NEXT button 

 

 

Verify information   

 CLICK the NEXT button 
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Verify information is correct. 

 CLICK the FINSH button 

Or 
 CLICK the BACK ARROW on the toolbar to correct information or  CLICK CANCEL to 

start over. 
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 RECORD the SERVICE REQUEST NUMBER for future reference 

 CLICK the GO BACK TO SERVICE REQUESTS button, to review all your requests, for 
status or to enter another request. 

 

 

NOTE: If you are putting in more than one request, you can change the building, floor and room information. 
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FINDING FAMIS SELF SERVICE REQUESTS 

 

Quick Search for Service Requests   

Log into FAMIS Self Service using steps previously learned. 

 CLICK the BUILDING you have entered a service request for. 

 

 

 CLICK the SERVICE REQUEST button
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 CLICK the DROP DOWN ARROW  

 

 

 CLICK the REQUEST GROUP from the list of values that you would like to view. 

 

 

 CLICK the GO button 
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 CLICK the SERVICE REQUEST you wish to view 

  

 

NOTE: You can see the status of the Service Request in the listing  

 

Use the scroll bar to review the service request information 

 


