
 

How to Submit a Work Order Request 
1. On the Facilities Services Homepage, scroll down and select Campus Work Request 

System. 

 

 

 
2. The Work Request System ‘Megamation DirectLine’ will pop-up. On the left side column, 

select the Work Order that best suits your request. 

Facilities Work Order Request: General work around campus  

Move Work Order: Furniture move requests 

Student Housing Work Order: Request for any work in student housing buildings 

 
 

3. Once a Work Order type is selected, a ‘Work Request’ screen will populate on the right 

side. The first question will prompt you to choose if this work is in a building or 

outdoors. Click the drop-down menu and select Building or Outdoor.

 



 

4. Once a location type is selected, a list of prompts will appear. Go down the list filling out 

the information. All prompts with an “*” next to them area required. 

 
 

5. Once all information is input, including a detailed ‘Work Description’, select what level 

of communication you would like in the ‘Receive Email Notification’ section. 

 

6. Once all information and preferences are input, hit the ‘Save’ button. 

 

7. Your Work Order Request has now been created. A confirmation screen will appear 

containing the Work Order Number. Please make note of the Work Order Number as 

that is the easiest way to get information on the progress of your request. *To see the 

status of your work order, you can use the ‘Work Order Search’ function in the menu. 


