
Welcome Building 
Coordinators!
Monthly Building Coordinator Meeting

March 16, 2022

Facilities Management



Agenda

Facilities Management

ØWelcome and Announcements/Updates

ØBuilding Cooling/Heating Switchover –Tom Moore, FM Senior 
Area Manager-10 minutes

ØFM@YourService Portal Follow up Q&A – Steph Rourke, Manager 
FM@YourService - 20 minutes

ØPainting/wall repair - Julie Sychra, Director Operations 
&Maintenance - 10 minutes

ØQuestion and Answer



Building Cooling/Heating 
Switchover:  
What Should I Expect this 
Spring?
TOM MOORE

SENIOR AREA MANAGER, FACILITIES MANAGEMENT





Flush and Fill

Purpose:
• To prepare cooling coils for the transition and summer months

• Flush Cooling coils to prevent high turbidity (debris) at the cooling 
plants

High-Level Procedure:
• Isolate and flush cooling coils with chilled water
• Leave filled and ready to go where it is possible



2-Pipe Systems

*These buildings do not typically have air handling units, but rather fan coils or radiant heat

The main limitation of a two-pipe HVAC system is lack of operating flexibility.  
The hydronic piping circuit that runs through the building connects to either 
the boiler or the chiller depending on overall needs, and all building areas 
must operate in the same mode;  heating some areas while cooling others is 
not possible with this system configuration. 

These buildings cannot provide heating and cooling at the same time due to capability of the 
systems



2-Pipe Buildings 

• Halsey Hall
• Van Allen
• Phillips Hall
• English-Philosophy Building
• Iowa Memorial Union
• Engineering Research Facility
• North Pharmacy
• Field House
• Wendell Johnson Speech and Hearing

• Art Building
• Medical Education Building
• Westlawn
• Medical Research Facility
• Medical Research Center
• Jefferson Building 

(*Treated like a 2-pipe 
building because of boiler*)

Note: HH, JB, College of Dentistry, and IMU-Hotel have special circumstances that 
may require an early switchover



4-Pipe Systems

*These buildings typically have air handling units that supply conditioned air to the entire building



University of Iowa Guidelines

We have established a data-driven approach based on weather conditions

Principles for flushing and filling our 4-pipe buildings to enable Cooling:
• Overnight temperatures are consistently above freezing (this is necessary to avoid freezing 

& damaging the coils)

Principles for Initiating a Switchover from Heating to Cooling for our 2-pipe buildings:
• Daytime temperature highs are consistently between 60F - 65F
• Critical spaces will be given higher priority and evaluated on a case-by-case basis



What Should I Expect?

Until buildings have been transitioned to cooling mode,
• Warmer temperatures in the afternoon

• Slightly humid air

Once buildings have been transitioned to cooling mode,
• Cooler temperatures and drier air in buildings
• Slightly reduced airflow within a 24 hour window while units are off for the switchover 



What Can Building Coordinators 
Do This Spring?

• Remind occupants to please plan to dress in layers during the spring season to help with comfort!
• Remind occupants to please be patient during this time.
• Consider asking that temperature portal requests flow through a single point of contact during the 

spring transition months to reduce duplication of effort

Thank you for your partnership!



New Tool This Spring to Help With 
Occupant Communication:

Email will be sent to 
Building Coordinators for 
2-pipe buildings in 
advance of switchover



FM@YourService Portal-
Follow up Q&A from 
2/16/22 meeting
Steph Rourke-Manager, FM@YourService
March 16, 2022
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You asked.....

Facilities Management

Can the character cap be higher or no 
character cap at all?

FM implemented the change on March 11, 
2022 by adding an ADDITIONAL 
DESCRIPTION box with a character limitation 
of 4000!



Your contact information populates

REQUEST 
MAINTENANCE
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• SUBMIT 
• A tracking number will be 

issued to you
• A work order number may be 

issued

Examples of request:
• Room too hot/cold
• Light(s) out
• Sink won’t drain
• Soap is out in restroom
• Tree limb needs cleaned up
• Outlet not working/is loose
• Slow leak
• Door won’t shut properly
• Door handle loose
• Odor/smell
• Ceiling tiles need replaced

Average monthly 
submittals for last 12 
months = 717



NEW—Additional Description
Effective on 3/11/22

View >> Header and Footer >> Add Unit Name



You asked.....

Facilities Management

Can I attach any type of file as a related 
document?

Not all files can be supported in 
our Computerized Maintenance Management 
System (AiM) such as emails; movie; mp3. 



NEW----Email Notificaton
Effective on 3/11/22
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You asked.....
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Can a Building Coordinator see any request submitted 
through FM@YourService for the buildings they serve 
as the BC?

Can I still see just what I submitted?

Our FM IT team made this a priority!



NEW—Look up building Work Orders
Effective on 3/16/22
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Example: Brad Gilchrist can view College of 
Pharmacy and Pharmaceutical Sciences 
Research Building requests

View >> Header and Footer >> Add Unit Name



A GREAT RESOURCE
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THE ROLE OF THE BUILDING 
COORDINATORS (ORIENTATION)
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THE ROLE OF THE 
BUILDING COORDINATORS (ORIENTATION)
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Building Coordinator Information 
Library
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FM Building Coordinators Network –
The Site View Numbers 
January 2021 – February 2022
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BC main page: 2,003 

BC list page: 1,060 

BC welcome 
orientation page: 184 

Ranks #34 
most 

viewed pages



How to report GEF building emergencies
24/7/365

Call 335-5071
ØDuring business hours 8:00 AM-4:30 PM: 
FM@YS staff dispatches to appropriate team
ØAfter hours: call can be routed to UI 
Department of Public Safety. They contact a 
BLS on call staff member that determines 
appropriate response
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How to report GEF non-emergencies
24/7/365

https://www.facilities.uiowa.edu/
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https://www.facilities.uiowa.edu/


Questions?
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How do I get painting/wall repair work 
completed?
Shop 216 (Interior Finishes, Sheet metal, Insulation) closed in 
February 2021
Last week on March 1st we marked the 1-year anniversary of 
the Pilot Workflow that Scott G. communicated last February
We are currently evaluating Pilot results and will communicate 
any process changes as soon as possible
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How do I get painting/wall repair work 
completed?

Current Process:
• Determine funding per GEF Services Guide
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How do I get painting/wall repair work 
completed?

If GEF funded, enter request through Green button

If non-GEF funded, enter request through Black button
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How do I get painting/wall repair work 
completed?

Small project is assigned through Design & Construction
Project manager will be in touch to coordinate details

We are currently evaluating Pilot results and will communicate 
any process changes as soon as possible
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Next Meeting: 

Facilities Management

Wednesday, April 20, 2022 11:00 – Noon

Risk Management, Insurance, and Loss 
Prevention—Josey Bathke, Director and Emily 
Robnett, Risk Management Administrator
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