
SCHOOL DUDE
WORK ORDER REQUEST SYSTEMQ



TO ACCESS THE WORK ORDER SYSTEM NAVIGATE TO THETO ACCESS THE WORK ORDER SYSTEM NAVIGATE TO THE

FACILITIES WEBPAGE (WWW.GRCC.EDU/FACILITIES) AND CLICK

ON THE LINK FOR THE ONLINE WORK REQUEST FORM AT THEON THE LINK FOR THE ONLINE WORK REQUEST FORM AT THE

TOP OF THE PAGE



YOU WILL BE TAKEN TO THE LOGIN PAGE WHERE YOU AS A REQUESTOR
WILL ENTER YOURSELF INTO THE SYSTEM. 
INSERT YOUR GRCC E MAIL ADDRESS IN THE SPACE PROVIDED AND CLICKINSERT YOUR GRCC E-MAIL ADDRESS IN THE SPACE PROVIDED AND CLICK
SUBMIT



ALL NEW USERS WILL RECEIVE THIS ERROR MESSAGE, JUST
PROCEED TO ENTER YOUR LAST NAME AND CLICK SUBMIT.
PLEASE NOTE: THIS MESSAGE WILL ONLY APPEAR ON YOUR

FIRST TIME LOGGING INTO THE SYSTEMFIRST TIME LOGGING INTO THE SYSTEM.



YOUR LAST NAME AND EMAIL ADDRESS SHOULD ALREADY BE FILLED

IN FILL IN THE REMAINING FIELDS AND CLICK SUBMIT PLEASE NOTE:IN. FILL IN THE REMAINING FIELDS AND CLICK SUBMIT. PLEASE NOTE: 
YOU WILL ONLY HAVE TO ENTER THIS INFORMATION ONCE AND ANY

REQUIRED FIELDS WILL HAVE A CHECK MARK.



THIS IS THE POINT WHERE ALL REQUESTORS START ONCE THEY ARE IN THE SYSTEM.
T W R P HTHE WORK REQUEST PAGE SERVES AS YOUR HOME PAGE FOR REQUESTS.
ACROSS THE TOP OF THE PAGE YOU’LL NOTICE 5 TABS LABELED “MAINT REQUEST”, 
“INVENTORY REQUEST”, “MY REQUESTS”, “SETTINGS” AND “HELP” THESE TABS ARE HOW

YOU WILL NAVIGATE THROUGH THE WORK REQUEST PROCESSYOU WILL NAVIGATE THROUGH THE WORK REQUEST PROCESS.



SELECT THE “MAINT REQUEST “ TAB TO COMPLETE THE WORK REQUEST OR HVAC NEED :
STEP 1 CONTAINS THE CONTACT INFORMATION THAT YOU HAVE ENTERED DURING YOUR

LOGINITIAL LOG‐IN.



•THE SELECT LOCATION BOX ALLOWS YOU TO CHOOSE THE BUILDING ON CAMPUS YOUR REQUEST

RELATES TO.  REPEAT THIS SELECTION FOR THE BUILDING DROPDOWN LIST.
• THE SELECT AREA BOX ALLOWS YOU TO BE MORE SPECIFIC ABOUT WHICH AREA OF THE BUILDING• THE SELECT AREA BOX ALLOWS YOU TO BE MORE SPECIFIC ABOUT WHICH AREA OF THE BUILDING

YOU ARE REFERRING TO.
• THE AREA/ROOM NUMBER ALLOWS YOU TO NARROW THE AREA OF YOUR REQUEST EVEN FURTHER.
NOTE: IF YOU CHECK YES, REMEMBER MY ENTRIES FOR MY NEXT NEW REQUEST, THE SAME LOCATION

AND AREA WILL COME UP ON THE SCREEN EVERY TIME YOU ENTER A WORK REQUEST.



SELECT THE PROBLEM TYPE THAT BEST DESCRIBES YOUR

REQUEST. 



DESCRIBE YOUR PROBLEM OR REQUEST DETAILS IN THE BOX

PROVIDED.  PLEASE PROVIDE AS MUCH DETAIL AS POSSIBLE. IT WILL

ALLOW US TO SPEED UP THE PROCESS OF COMPLETING THE WORK

REQUEST YOU HAVE SUBMITTED. 



THE TIME AVAILABLE BOX ALLOWS YOU TO IDENTIFY TIMES

THAT WOULD BE MOST CONVENIENT TO HAVE THIS REQUESTTHAT WOULD BE MOST CONVENIENT TO HAVE THIS REQUEST

COMPLETED. FOR EXAMPLE: TIMES THAT A CLASSROOM OR

OFFICE IS UNOCCUPIED



ENTER THE SUBMITTAL PASSWORD .  THIS WILL BE

“PASSWORD” UNLESS YOU HAVE BEEN IN THE SYSTEM PREVIOUSLY

AND CHANGED YOUR PASSWORD TO SOMETHING DIFFERENT



CLICK THE SUBMIT BOX
YOU WILL RECEIVE THE FOLLOWING NOTIFICATIONS VIA EMAILYOU WILL RECEIVE THE FOLLOWING NOTIFICATIONS VIA EMAIL

•WHEN THE REQUEST IS RECEIVED.
• WHEN THERE IS A STATUS CHANGE TO YOUR REQUEST (EXAMPLE: 
COMPLETE, ON‐HOLD, WAITING FOR PARTS, ETC.)



THIS TAB WILL SHOW THE NEW WORK REQUEST YOU JUST MADE. EACH REQUEST YOU MAKE WILLQ Q

BE ADDED TO THIS LIST AND YOU CAN CHECK ON IT’S CURRENT STATUS AT ANYTIME.    
• YOU CAN SEARCH REQUESTS BY ENTERING A KEY WORD OR CLICK ON SHOW ALL LINK
• REQUEST TOTALS‐ (LOCATED ON TOP RIGHT CORNER) IS A QUICK LINK TO VIEW THE NUMBER OF

REQUESTS ENTERED BY STATUS

•PLEASE NOTE: YOU CAN FILTER AND SORT REQUESTS BY ANY OF THE INFORMATION LOCATED IN

THE BLUE HEADER BOX BY CLICKING THE WORD IN EACH CATEGORY.



CLICK ON THE SETTINGS TAB AND SELECT MAINTENANCE TO EDIT YOUR PERSONAL

INFORMATION OR CHECK OR CHANGE YOUR PREFERENCE ON EMAIL NOTIFICATIONS.  IF YOU
MAKE CHANGES,  REMEMBER TO ENTER THE SUBMITTAL PASSWORD (PASSWORD) AND THEN

CLICK SUBMIT.CLICK SUBMIT.
NOTE: IF YOU’VE MADE CHANGES, THE PAGE WILL REFRESH TO BRING UP THE SAME SCREEN

ONLY NOW, THE WORDS “ MY SETTINGS SAVED” WILL APPEAR IN RED AT THE TOP OF THE

PAGE



FOR QUESTIONS OR ASSISTANCE PLEASE CONTACT THE FACILITIES OFFICE AT 234‐4057.

YOU CAN ALSO DOWNLOAD A COPY OF THE REQUESTOR MANUAL.  



WORK ORDER STATUS DEFINITIONS

1. New Request:  All work orders initially are set to New Request. 

2. Work in Progress:  Any work order assigned or scheduled to be completed would be 
considered as work in progress.

C l t A l t t t i ifi th t ll th t l k h b d Thi3. Complete: A complete status signifies that all the actual work has been done.  This 
will alert requesters that the work order has been done.

4. Declined:  The declined status defines any work orders that will not be done. 

5. Parts on Order: This defines any work order waiting for parts before continuing.5. Parts on Order:  This defines any work order  waiting for parts before continuing.

6. Duplicate Request:  Any work order entered twice or previously requested.

7. On Hold:  Work placed on hold for any reason besides waiting on parts would have 
this status.

8. Waiting for Information: You may encounter this status if we need more information 
from you the requester.


