"How-To" Submit a
Maintenance

Order
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Submit a Maintenance
Work Order

1) Start at FalconlLink
Search “Submit A Maintenance Work
Order”



Maintenance Work Order Request

Requestor: Email Address:
Phone

Building:

Area:

Request:

Submit Request

2) You'll land on this screen.
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Requestor: Email Addr
Phone

Building:

Area: Larsen Student Union
EquipmentTag# | Lanhert

Requ Mann Property
Martin
Melhorn Ho
Mellinger

Mill House
Miller
Mountain View
Murray Library
Maugle

Old Main
Orchard Hill

Sollenberger R

Sollenberger Sports Center

Go to the "Building” drop down and find
Smith
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Requestor: Email Addre:
Phone

Building:

A

Equipment Tag #

Request:
udent Apartment - A101)
udent Apartment - A102)
udent Apartment - A104)

1st Floor - ATFL)

udent Apartment - A201)

udent Apartment - A202)

4) Go to the “"Area” drop down and find your
aparfment.
.e.Smith A 103
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Maintenance Work Order Request

Requestor:

Phone

Building:

Area:

Request:

5) Add the description of what is broken.
Be specific and detailed.
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Maintenance Work Order Request

Your work order request has been submitted.

You will receive a confirmation message once your request has been processed.

Close Form

6) Hit “Submit”, You will receive a confirmation email.



Service Request # 50856 has been submitted

To: Arneld, Sam

Service Request # 50856 has a status of Created as of Aug 2 2020 9:39PM. The action requested is as follows:
Reguester: Sam Arnold

Phone: N/&

Location ID:

Building: Smith

Area # A103

Tag #

Action: This is a Test, | am putting together a "How-To"

Write specific details of what is broken:
ie. Towel Rack in Bathroom behind the Door is hanging by one screw.

Submitted by Arnold, Samson

Reply Forward

9:40 PM
8/2/2020 %

£ Type here to search i @ raw zq)

/) Here is the confirmation email example.



3)You will receive two additional emails. One
that says a Maintenance Worker “Accepted
the Job™” and one noftitying you that the work
order has been “Completed”

We recommend you save these emails in case
you need to reference It.



