Maintenance Order

HOW-TO-GUIDE

[ J [ ] .
Log in to the Housing Maintenance
po rta I a n d C I i C k o n Welcome to the student maintenance portal. Your request is very important to us and we will do our best to address your request in the shortest time possible.

For emergency workorders after hours and weekends, please contact your Resident Assistant on call:

éé 2 7
R oo m M a I n te n a n ce a t Kennesaw Campus KSU Place:404-969-7818 University Village: 404-969-7819 University Village Suites: 404-323-6963 Austin Residence Complex: 404-969-

8856

t h e to p Of t h e pa g e. Rea d Marietta Campus East Campus (University Commons, University Courtyard, Howell Hall): 404-217-2446 West Campus (Hornet Village 100 - 200 and
° University Columns): 404-217-2395

t h e m a I n te n a n Ce pa g e To create or view the status of an existing maintenance workorder, select "My bedroom" or "My Unit" on the menu.

inf ti d th

iInNTformation an en

click “New Job.”

No maintenance jobs found

NEW JOB

S I E P 2 . Maintenance Job Detail
Room

Tell us where the issue T —
is located. “My Room”
is your individual
bedroom. “Shared Rooms”
is the common area,
kitchen area, bathroom,
laundry room, etc.

S I E P 3 SELECT ROOM VS - 3326-S VS -3326-S

Status

Date Reported:10/11/2023 14:52

Select the category for
the issue. Genera

v (Please Select Category)

Building Exterior
Doors and Locks
Electrical and Lighting

General

Heating and Cooling
Plumbing and bath
Recreational

Safety Equipment

GO BACK SAVE JOB

S I E I 4 B o B e

Status

Date Reported:10/11/2023 14:52

Select the item within
the category that best Genera
describes the issue.

Ceiling Fan
Electrical Outlet
Exterior Lighting
Interior Lighting
Switch

Misc. Electrical

GO BACK SAVE JOB

s I E P 5 SELECT ROOM VS - 3326-S VS - 3326-S

Status

Date Reported:10/11/2023 14:52

Include a brief but
detailed description of Generl
Whatls happening. please v (Please Select Category)

Building Exterior

refrain from explaining

Electrical and Lighting

S

e IR

Flooring

how the issue occurred.

Then, click "Save Job" at
the bottom of the page.
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GO BACK SAVE JOB




