Choose Maintenance Service Request from your Favorites Menu.

(Screen shot)
The Service Request Screen will open.
Enter:
1. Requesting Dept.
2. Servicing Dept.

-

4. Enter Description of situation in CAPITAL LETTERS.

3. Choose Activity that best fits the situation.

5. Choose the Priority Level ONLY FOR MAINTENANCE.

6. Pick a Code based on your location.
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Service Request
Facilities Req # 21
Requesting dept |'1'151 0 - FINANCE Priority 1 E URGENT

Servicing dept |'1‘1E~Uﬂ - MAINTENANCE

Activity MA3000 [-]
Description PLUMBING: BATHROOM
SINK IS OVER
FLOWINGII

Subject of Senvice
Type |F.=_\|cilil3.r
Code RH 48 18T

|;| 48 ADDITION - 15T FLOOR

Click Accept and Update if need be.

Then Submit.
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