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.
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Please enter your login details below.

Email/Courrie}

[1 Remember Login for 1 day(s)/Mémoriser la connexion pour 1 jour(s)

LOGIN/CONNEXION

New Users

I you are new to housing, click on “Register* link above to create your residence account. You will be able to create a Userame and Password.

Once you are registered, you can login and apply for residence using this Usemame (email) and Password, After your application is complete,
you will have access to a variety of additional services, such as Fee Payments, Maintenance Requests, Cancellation Forms, etc.
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3. Click on the “Maintenance” button in the menu
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4, Click on the “New Job” button
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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
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6. You can now view the list of requests, including their status and maintenance notes.
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