
How to Submit a Work Order 
Request on Your Mobile Device



This is the page that will appear 

after clicking the link.



You must enter your full name, 

telephone number (with area code), 

and Oakland University email.



From the drop-down menu, select the 

problem type. If you are unsure of the 

problem type, select Other.



Select the building in which the 

problem is occurring.

You can use your keyboard find your 

building of choice, if preferred.



Select your room, or the room in which the 

problem is occurring. 

Please note that laundry rooms, lounges, etc. 

will be at the bottom of the drop-down list.



Select the space. 

Please note that not all rooms have more than 

one space, and rooms with one space will autofill.



Describe your problem in the box provided using 

as much relevant information as possible



If you are finished, click Save New Record in the 

upper, left-hand corner. You will receive a 

confirmation email.

If you want to add a picture of your problem, first 

click the box with three small dots.



This box will appear.  Select Choose 

File to upload your photo



You can choose to take a picture, select a 

photo from your photo library, etc.



After your image appears next to 

Choose File, select Attach File.



You will receive a confirmation that your 

file has been uploaded successfully.

The file code will appear in the field.



Click Save New Record in the upper, left-hand 

corner to submit your Work Order.  You will receive 

a confirmation email.



After you have fully completed your work order, 

this screen will appear.

At the bottom, you will see the confirmation that 

your Work Request has been approved. 

Residential Facilities will take care of your 

problem as soon as possible.


