
Facilities Link Mobile Work
Vehicle Surveys

I Email notification(s): You should receive a monthly email notification prompting you 
to enter information on your vehicle(s). Click the URL link to access the Facilities 
Link app.

*NOTE: If you are already signed into Facilities Link, you will be taken to the 
WORK ORDER screen. Click HOME and proceed to step IV.



II Facilities Link Sign in Screen: You will login through the Campus Accounts.
  

III 2-Step Verification (DUO). If you have not already authenticated, you will be 
prompted to verify your identity. 

IV To view your Facilities Link (FL) Mobile Work, from your Home Screen click on 
MOBILE WORK.



V My Work Screen 
1. Make sure to set view option from MY WORK to PREVENTIVE.
2. Click on CLIPBOARD icon to enter vehicle information.

VI Job Notes Screen 
1. Enter information on the CHECKLIST. 

a) MILEAGE or HOURS = depending on odometer of vehicle.
b) DAYS OF USE = the number of days vehicles was used for the 

month. 
c) CONDITION = select OK or NOT OKAY
d) COMMENT IF NOT OKAY = please give brief details of what is 

wrong.

2. Click BACK TO WORK ORDERS to return to your list of Vehicle Survey(s).

 



VII Preventative Work Orders Screen
1. Click UPDATE DASHBOARD.

 

VIII Update Status Screen

1. Change the Status to JOB COMPLETED.
2. Click NEXT.



IX From the Assign to a Co-Worker Screen

1. Assign Work Order back to JOSHUA SHAMP.
2. Click UPDATE.



If you have more than one Vehicle Survey to complete, repeat steps V through IX.

COMON Q&A

Q: I am at an unfamiliar screen; how do I get back to my surveys?

A: Find the “HOME” button (usually located at the top left corner of your screen) or click the back arrow 
to backtrack to a familiar screen.

Q: How do I know if I have survey(s) due?

A: Go to your “VEHICLE SURVEY DUE” Gmail OR go to URL: https://fresnostate.metabim.com  follow 
Steps I thru IV of this training document. Step IV-1 will populate with any uncompleted surveys. If you 
have uncompleted SURVEYS continue following Steps IV-2 through IX.

Q: I need to update my survey. Can I go back to correct this?

A: If your survey has not be set to CLOSED, you can edit your survey. 
1. From your Home Screen (see Step IV of training doc) select Mobile Screen.
2. From My Work Screen 

a. Set view option from MY WORK to PREVENTATIVE.
b. Set status from Assigned to Tech to Complete
c. If you have multiple surveys/work orders look for your desired 

vehicle number. Then click on CLIPBOARD icon to enter vehicle 
information.


