
Facilities – Incident IQ

How to Place a Maintenance Request

*Each department has authorized users with the ability to place Facilities requests. All requestors, 
and requests, require supervisor approval.*



To access Incident IQ, visit the Google Apps waffle menu in 
the corner of the Google homepage. 

***(You must be logged into your Google Account in order to gain access to this app)***

Scroll until you find the 
Incident IQ icon



Sign in using your OCM 
BOCES credentials



Create a Facilities ticket by selecting the 
Facilities Quick Ticket option

*Note: If the Facilities ticket 
option is not visible from your 
dashboard, you may not have 
account permissions to place 
requests. If you have been 
made a designated user for 
your department, and do not 
have this ability, your 
supervisor will need to place a 
request to have this feature 
added. 



Select the desired issue category



Select the desired issue category

*Note: Additional issue 
options may be available 
depending on your individual 
account permissions. 



Include as many 
details as possible on 

the issue

*Required 
fields*

Request will not 
allow submission 

unless these areas 
are filled out

Select “SUBMIT TICKET” once all 
fields have been completed



Once brought to this page, 
you should receive a 
confirmation email

You still have the ability to 
cancel this ticket

You are able to add 
information, request status, or 
ask additional questions after 

submission



The ticket will now be visible on your 
personalized dashboard
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