
Submitting a Maintenance Request Guide – 2023 

 

If there is something in your suite that you require our maintenance team to take a look at, then you are 

able to submit a request through your online Residence housing portal. 

 

Follow the steps below to ensure your request is submitted properly and our maintenance team can 

follow up in a timely manner. 

 

1. Navigate to the login page of your Residence housing portal. 

 

 

 

 

 

 

 

 

 

 

 



2. Enter your Username and Password. Your Username will be your email address 

 
 

 

 

 

3. Click on the “Maintenance” button in the menu 

 

 

 

 

 



 

 

 

4. Click on the “New Job” button 

 

 

5. a. Select your room number 

b. Select “Maintenance Request” from the Job Request drop down 

c. Select “Maintenance Required” from the Job Request Item 

d. Enter the request details into the description box 

e. Click on the ”Submit” button 

 



 

 

 

 

6. You can now view the list of requests, including their status and maintenance notes. 

 


