How to create a work order.
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Please select Faculity and Staff.
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Now select Rooms & Work Orders
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To enter a work order select “Work Order Request Form”
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Dragon IDiUsername: [ |
PasswordPIN: [ |

Login Instructions

* Dragon ID is your 8-digit Student Employee ID assigaed by the Institution (Same as e-Services)
* Your Password is the same one you've used to register for previous terms.

* If you have not used your Password before, it has been preset to one of the following:

* your birthdate in YYMMDD format f you supplied that information at time of admission.

* OR, the last six-digits of your SSN.
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Please enter your Dragon ID and password.
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Minnesota State University Moorhead
Work Order System (Version 2.0)

Request Work Order

Request Date: *
Requestor Name:* Melissa DuBord

Contact Name:* Melissa DuBord

Al

Contact Phone:*

Contact Email:* dubordme@mnstate.ed|

Contact Department:*

Account Number:* Must Select Deptartment First v

Deadline Date:(MM/DD/YY)

HI

Descript

* Required

If there are multiple buildingirooms attached to this work order, enter in the first building/room here and proceed. You
will be able to enter additional buildingirooms on the next screen.

Building/Room: SelectBuilding/Room v

Please enter the type of workorder this is. This will help us assign this work order in a timely manner. If there are
multiple types, enter in the first type here and proceed. You will be able to enter additional types on the next screen.

I

Type: Select Type
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Your information will automatically be filled in.  Please complete this form. Enter your phone number.  Contact department would be the department that you want to complete the task.  Enter a deadline date if there is one.  Enter a description of the problem, task, etc.  Then select the “Building/Room”, then select the type which would be the service department to complete the work.  Then click “Next”.
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Minnesota State University Moorhead
Work Order Request

Edit Main Work Order Information (Click here to edit fields in gray)
Request Date: 12/16/2009 Created By: Melissa DuBord.
Description: test
Requestor Name: Melissa DuBord
Contact Name: Melissa DuBord Contact Department: Physical Plant
Account Number: 214004 Deadline Date:
Building and Room Numbers: Add buildingiroom
(Click on BuildingRoom to remove)
Maintenance/Physical Plant 0100

Type(s): Add Type
(Click on the type to edit or delete)
Office

‘Submit Work Order
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Your form that you completed will then appear, if everything is correct click the “Submit Work Order” button.  If something isn’t correct click on “Edit Main Work Order Information”.
