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Abo TI'1A iServireDesk v6.3.4 

Welcome to WebT'MA iServiceDesk 

Submitting a Facilities Work Order 

You can submit a work order in three different ways. First by going to http://tma.western.edu/, click on 
Submit a Request on the left hand side of the screen under Work Request.  The second way is to go to 
https://collaborate.western.edu/SitePages/Welcome.aspx, click on Facilities Work Order under Submit 
Requests. The third way is to go to https://western.edu/about/administration/facility-services/, scroll 
to the bottom of the page and click Submit a work order. 

Screenshot going straight to TMA: 

https://western.edu/about/administration/facility-services
https://collaborate.western.edu/SitePages/Welcome.aspx
http://tma.western.edu
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\Ne work hard to serve the We-ste-rn Colorado Un versltv campus o ke,,ep he srounos looking: beaut fu ti"e bu ldir,gs :n tlp-~op shape the 
walkv,avs cleared a'ld sa'e and so much more. 

i:ac· t es Services s resoon-slble for the maoagement. ma!mef"\&ooe and operat onof al the un. ~-e-,sitv's bu, dings and grounds a-s ,,,e I as ;:he 
i:,h.,.sical oevelooment of the campus. Our m:ssion ,s to bu ld, me main, ol)e!"ate al'ld renovate enduring f 2<.i litle-s. wh le p<ovld ng 'aci ,ties services 
and support seivlces tnat el\Ceed our cust~rs' expe<!t-t ons. Our vls,oo ,s .:obecome &W()(ld-class toe l,ties Sef'Jicesorgani:at,on. CM·n for 
setting the benchmal'Si:: n excellence ancl cont nuous impro~e-~ 

As res<le-"ltsof ch, s beautiful GuM soo Va ley. we fee t sour responslb I ty co ech.x.ate our en ire cepart~nt aooot env ron1T1en::al lssuesa'"ld 
souncl e,,vir()(lmental practices In practice. ,.,,e ~ o resoect our environment. recyc'e a"'1 reduce ourconsumpt on to ensure tnat ;:he natu'al 
resources we treasure are p-eserved and susta ned f0< he t1,;re. As a (jepartment. our priCY t t-s, dee• slons af"'d actions wi I be gulCe-d by the r 
environmental Imo~.:. WeshOJld pay partwfar anention to he useo1 our .ancl. he con-strvction ard renovation of our '2<.I ,:les. our 
coosuf'l"iOt-OO of energy a'"ld other resourc.e-s. and our cho,c.e-so' ransportation. 

We strive to bean &etlve and responsible pa ner in tne uni~-ers cy·s ach,e-veme-rit of its mission. vision andstrategicob,ectives. eed assistance 
1 rom F"aci ,i:lesSeivlce.s (requiresautt'len ic.::t on]. 

TAKE THE: NEXT STEP 

Screenshot going to Collaborate: 

Screenshot of Facility Services Website: 



     

 

            
   

        

           

   

                
    

           

              
   

         

            

                 
 

      

   

        
 

  

            
       

Colorado University 

Submit your Request 

Facility:.._ ____________ _, 
Building: 

Floor: 
Area: 

Name: 

Phone•: 
E-mail Address: 

Repair Center: 
Account;:;: 

Tag Type: 
ll!g .. , 

Department: 
ll!sk: 

Request: 

vJ 

Area vi 

vi 
vi 

,I 
Subm.!!J 

I 

I 

I 

I 

I 

Screenshot of the fillable request form: 

Please complete in detail as much as possible by using the drop-down arrows. If you have a specific 
account # please enter it in there even though it isn’t in yellow. 

Facility: Will ALWAYS be Western Colorado University. 

Building: Whatever building you a submitting the work order for. 

Floor: This is not needed. 

Area: Whatever “area” you are submitting the work order for. Examples: classroom, office, specific 
dormitory room, restroom, lounge, conference room, etc. 

Name: This will be your name because you are submitting the work order. 

Phone #: This will be the phone number where you can be contacted incase we need to get a hold of 
you with any questions. 

E-mail Address: This will be your e-mail address. 

Repair Center: Autofills to Facilities Services when you select Western Colorado University. 

Account #: If you know what account number any parts for repairs will be charged to, please enter that 
here. 

Tag Type: Keep as Area 

Tag #: This is not needed. 

Department: Whatever “department” you are submitting the work order for. Examples: Athletics, 
Campus Life, Library, etc. 

Task: This is not needed. 

Request: This is where you are going to explain in as much detail as possible what you are putting a work 
order request in for. The more details you can include the better. 



 

 

 


