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HOW TO NAVIGATE TO THE 
PORTAL

WWW.SPBS.COM

Select to login 

with existing 

credentials

Select to 

register for a 

new account

http://www.spbs.com/


REGISTRATION

Complete form 

with as many 

details as 

possible and 

submit



LOGIN
Enter 

credentials 

provided to 

you & select 

login



OVERVIEW

-Create service requests

-View Asset Inventory

-View open work orders

-View all work orders

-Generate reports



SEARCH
• SEARCH BY ASSET

• SEARCH BY WORK ORDER NUMBER

• THESE OPTION ALLOW YOU TO FIND 

DETAILS SPECIFIC TO WORK COMPLETED 

OR A SINGLE ASSET



SERVICE REQUESTS

Select to place 

a service 

request



SERVICE REQUESTS

Complete form 

in its entirety & 

submit at the 

bottom of the 

form



SERVICE REQUESTS

• Select priority/urgency

• Contact information will

automatically generate 

(update as needed)

• Select service request type

• Provide Control Number if 

available

• Select your Facility & 

Department

• Estimate Required?

• PO Number if available

• Provide comments, description 

of issue, specific requests

• Add any attachments, 

documents, photos



WORK ORDERS
SHOWS WORK ORDERS PLACED 

BY YOU

SHOWS ALL WORK 

ORDERS (OPEN/CLOSED) 

FOR YOUR FACILITY(IES)

CLICK ON WORK 

ORDER NAME TO VIEW 

DETAILS OR STATUS

CLICK ANY 

COLUMN TO 

CHANGE 

SORTING



REPORTS
• SHOWS THE ACTIVE INVENTORY 

MANAGED BY SPBS

• SHOWS DETAILED PM COMPLETION 

STATUS

• PULLS THE WORK ORDERS THAT SHOW 

ON THE QA REPORT TO INCLUDE 

DETAILED NOTES

• WILL PULL WORK ORDERS FOR EVERY 

PIECE OF EQUIPMENT THAT RECEIVED 

OR HAS BEEN SCHEDULED TO RECEIVE 

INSPECTION

• SUMMARIZATION OF INCOMPLETE PMS 

BY SITE/DEPARTMENT – USED TO 

RECONCILE ISSUES SUCH AS REPAIRS 

NEEDED, MISSING EQUIPMENT, ETC.



REPORTS – ACTIVE 
EQUIPMENT LIST • UPDATE FILTERS FOR CORRECT FACILITY

• SELECT FILTERS FOR DEPARTMENT

• SELECT SUBMIT TO REFRESH LIST

• EXPORT PDF REPORT TO 

DOWNLOAD, EMAIL OR PRINT 

REPORTS



REPORTS – PM WORK 
ORDER REPORT

• UPDATE FILTERS FOR CORRECT FACILITY

• SELECT FILTERS FOR DEPARTMENT

• SELECT DATE RANGE

• SELECT SUBMIT TO REFRESH LIST

• EXPORT PDF REPORT TO 

DOWNLOAD, EMAIL OR PRINT 

REPORTS



REPORTS – DISCREPANCY 
WORK ORDERS

• UPDATE FILTERS FOR CORRECT FACILITY

• SELECT FILTERS FOR DEPARTMENT

• SELECT DATE RANGE

• SELECT SUBMIT TO REFRESH LIST

• EXPORT PDF REPORT TO 

DOWNLOAD, EMAIL OR PRINT 

REPORTS



REPORTS – Q/A REPORT

• UPDATE FILTERS FOR CORRECT FACILITY

• SELECT FILTERS FOR DEPARTMENT

• SELECT DATE RANGE

• SELECT SUBMIT TO REFRESH LIST

• EXPORT PDF REPORT TO 

DOWNLOAD, EMAIL OR PRINT 

REPORTS



REPORTS – PM 
COMPLETION RATES

• UPDATE FILTERS FOR CORRECT FACILITY

• SELECT FILTERS FOR DEPARTMENT

• SELECT DATE RANGE

• SELECT SUBMIT TO REFRESH LIST

• EXPORT PDF REPORT TO 

DOWNLOAD, EMAIL OR PRINT 

REPORTS


