See what the requester asked for
What a request tells you before you set off — the options ordered, the remarks left with them, and the booking form's extra fields and photos, all on the card itself.
2026-08-20   ·   https://offision.com/help/en/service-staff/see-what-the-requester-asked-for/
Everything needed to fulfil a request is printed on the request itself. Nothing
has to be opened first.
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One request: the room, the service, the options ordered and anything typed with them.
On the card
Along the top, the status and who it is assigned to. Down the right, the date,
the time it is due and Requested by. The left side is what you actually
carry:
1. The service, and under it the options ordered — one row each: which
drink, how many cups, which setup, whatever that service was built to ask.
1. Remarks from organizer — anything typed free-hand with the request.
1. Staff response — what has been written back, once somebody has.
1. Extra fields — answers from the booking form, shown to service staff only
where the form was set up to share them. Files land here as thumbnails: tap
one and the picture opens full-screen, which is how a photo of the room or the
fault reaches you.
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An extra field from the booking form, and the picture attached to it.
In list view
The same things become columns — service, duration, options, status, room, who
asked, who it is assigned to — so a whole morning can be read down one edge of
the screen. Each heading filters and sorts on itself.
Nothing here is yours to fill in:
The options, the extra fields and the organizer's remarks all come from the
person who booked. The one thing you write is the Staff response. If a field
you need never appears, it is missing from the booking form rather than hidden
from you — say so to whoever maintains the form.
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What s wrong?
‘The screen will not wake — meeting in progress.

Remarks from organizer: The screen will not wake
— meeting in progress.
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DATE
21, Aug (Fri) To0AY
TME

1211AM - 1221 AM
REQUESTED BY

Ivy Chan




2098d883db0d051040ae548602e2204a793e8bf8.png
® Inprogress -

TRAINING ROOM

Cleaning service

@ ROOM PHOTO

© vy Chon
DATE
22, Aug (Sat)
TME
530 PM - 5:45 PM
REQUESTED BY
Ivy Chan




