
How to Submit A Maintenance Request
A Step by Step Guide

Here is where you will land when you log in! first click this 
box, then the add location box will appear. (shown below)

Find the housing area you are looking 
for over here

You can expand the selection by clicking the 
chevrons or expand all.

Once you have selected your area click 
the specific building/house from this list
This will close the menu.

Then enter the room number, don’t forget 
the letter for flats and fountains rooms.

And here is where you type the requests/ issues the 
resident is experiencing

You can attach any files you 
have here

Lastly, click submit. And that’s it!




