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.
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Screenshot going to Collaborate:
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Screenshot of Facility Services Website:

« c W du/abe acility-serice:

Western Facility Services

‘ork hard to serve the

leared and s

ern Colorado Unive eep the grounds locking beautiful, the buildin

ty campus to

much more,

2035
ission is to build,

expectations. Qur

5 10 become & workl-

[+3

ous improvement

s our responsibility to educate cur enti

active and responsible p

We stri evement of its mission, vision

from Facili vices? Submit 2 work erder (requi

€ gepartment 2oout environmental i
nvironment, recycle 2nd reduce cur consumption to ensure that t
nd actions

of qur faci

Triz Site: Collztorate v r3 Q

o Mariaging Goilem Lime et s fie sitodent | enpliaguwe

wabialivieon

» Lercer Corverztions

g 1= lioom | warm mpisns

i Limbocitlan

Intormatien b

Lavaliy il sbaT, soant 1
3nd "ez2arzh 3r0und Imports:

0Tl arrmn Al s, i i,

o,
DEI Recommended Modcasts
101 Remeamrmmaiclec] Bws aned Asslysis

111 Ruermrmmaduel Guidws and Voorkshops

ill e guided by




Screenshot of the fillable request form:

Western Colorado University

Submit your Request

Account =:

Tag Type: |Area v
Tag #:
Department: v
Task: v

Request:

Submit

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.






