
Choose Maintenance Service Request from your Favorites Menu. 

(Screen shot) 

The Service Request Screen will open. 

       Enter:  

1. Requesting Dept. 

2. Servicing Dept. 

3. Choose Activity that best fits the situation.  

4. Enter Description of situation in CAPITAL LETTERS. 

5. Choose the Priority Level ONLY FOR MAINTENANCE.  

6. Pick a Code based on your location. 

 



        

Click Accept and Update if need be.  

Then Submit. 

 


