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2. Click ‘Create Job’ 
on the top right. 
Make sure you check 
the job dashboard 
before you create 
a new job to avoid 
duplication.

CREATE A FACILITIES MANAGEMENT JOB

1. Click on 
‘Facilities Jobs’ 
on the homepage.                  
A new page will 
open.

LET’S GET STARTED

If you have an account: Log in If you don’t have an account: Request access

connect.property.nhs.uk
Email: customer.service@property.nhs.uk

Call: 0808 196 2045

http://connect.property.nhs.uk
mailto:customer.service%40property.nhs.uk?subject=


4. Click on ‘Select a 
property’ to search 
for the property 
with the facilities 
management issue. 
Selecting a property 
is mandatory.

5. Type the property 
name in the search 
box, e.g., ‘Barking 
Community Centre’ 
and select the 
property.

3. Read the message 
on this page and 
click ‘Continue’.
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6. Select ‘Yes’ or ‘No’ 
regarding whether 
the property is used 
to treat coronavirus 
(COVID-19) cases or is 
affected by the virus. 

7. Select the type of 
problem from the 
drop-down list e.g. 
Electrical Issue. 



9. Under ‘Location & 
access’ let us know 
where the issue is in 
the building, what 
times the building can 
be accessed from and 
what times we can 
access the reported 
area.

10. Provide your 
contact details. 

8. Describe the 
problem in as much 
detail as possible so 
we can send the right 
person to fix the issue. 
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12. Once you’ve 
completed the line, 
click ‘Submit’.

11. If you’re logging on behalf of someone or you will not be available, you can add alternative 
contact details by clicking on the plus sign (+). Another ‘contact details’ line will appear.



13. Two messages will appear: ‘Job created successfully’ and ‘New job submitted’ to confirm 
the job has been submitted. Once the job has been assigned the correct priority by a member of our 
team, you will see the job reference number in Connect and receive an email confirmation. 
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For more information about Connect, visit www.property.nhs.uk/connect or contact our 
Customer Service Centre on customer.service@property.nhs.uk or 0808 196 2045.

http://www.property.nhs.uk/connect 
mailto:customer.service%40property.nhs.uk?subject=

