
Submitting A Maintenance Request 
 
• Enter the Request online (available 24/7) 
• Call 656-5450 (7:30am to midnight, 7 days) 
• In person at  your  community’s  front  desk  (8am-8 pm, M-F) 
 
• If an emergency occurs after midnight, call 911 or CUPD (656-2222) and contact 

the RA on-call.   
 

 
You will be asked for the following information: 
• Building and Room number or location 
• Your first name 
• Your cell phone 
• A description of the need 

 
 
 
 

 



In Case of a Maintenance Emergency 
When immediate attention is needed such as: 
 issues  causing  damage  to  property  (water  or  ac  leak,  toilet  overflow…) 
 there’s  personal  health,  security,  or  safety  concerns  (locks,  window,  smoke  alarm…) 
 wildlife issues 
 elevator problems 
 
Call 656-5450 (7:30am-midnight). After midnight call 911 or CUPD (656-2222), AND 
contact the Resident Assistant (RA) on-call. 
 
You will be asked for the following information: 
• Building and Room number or location 
• Caller’s  first  name 
• Caller’s  cell  phone 
• A description of the need 

 
The request will be put into a Work Order and the correct Custodial, Maintenance and/or 
Emergency Services personnel will be dispatched.  



Select MAINTENANCE from the Right Side 



Click the TMA link for submitting maintenance requests online. 



Before completing an online request,  
please consider: 
 
• A request cannot be submitted for more than one space at a time.  

– i.e., if you and your neighbor both have a light bulb out, please submit a different request for each. 
 

• A request should only be submitted for one type of need at a time. 
– i.e., if you have a light bulb out and your toilet is stopped up, please submit a  request for each (light 

bulb is Custodial, toilet is Plumbing) 
 

• A request can be submitted for multiples of the same type of request.                                               
--    i.e., a leaking sink and a clogged toilet (both Plumbing). 
 

 
 

 
 
 
 



Fill in all boxes preceded with Red text.        
Type your name into the Requestor Name box 

**Do not select a name from the drop down menu 



Fill in your Cell phone number and email 



Select your building from the Building Name drop down menu 
**Do not select ALL BUILDINGS 



Scroll thru the drop down menu to select the Area 
(hallway,  bathroom,  student  room…) 

**The first digit usually represents the floor number 

Doors 

Basement 



Example: All Hallway Area  #’s  end  with  77,  so  Hallway -
177 is on the first floor. Scroll to find Student Room-xxx 

1st floor Hallway 



Select Web request in the drop down as the Request Type Desc,  
then enter a description in the Action Requested box. 



Writing a Description 
 Plumbing: toilet overflowed; faucet drips continuously; no hot water at the third shower; 
     fire sprinkler leaking  
 Carpentry: 1st bedroom door handle is loose; key  won’t  work  in  door  lock;;    key  broke  in  

lock; need a door sweep installed  
 Electrical: a/c not working (heating); a/c leaking; no power; exit sign (near xxxx) in 

hallway missing 
 Custodial: closet light out; Left light above the vanity not working; blind fell down; 

biohazard  (bodily  fluid  on  floor,  in  sink,  on  toilet…)   
 
                                                
      
          
      

 
 

 
 



Submit the work order. 



If contact information is entered accurately and 
the  “Notify  Me”  box  is  checked,  a Reference 
Number is displayed.  



Thank You 
Thank you for submitting a maintenance request. Residential Facilities & Custodial staff 
appreciate your partnership in taking care of our buildings. We take pride in having well-
maintained and clean residences that meet your needs. 
 
Emergency needs will be addressed immediately. 
 
Any non-emergency requests are typically addressed within 24-48 hours, unless there is 
a part that must be ordered, etc. Staff will communicate with you when the request is 
addressed via an orange task status note left in your location.  


