Using the Service Requestor to create a new work order:

When you logon to MC to start a new work order, this is the screen you will see:
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Please be sure to fill out all the fields. Everyone that has signed up most likely has been assigned to their particular
building that they work in. However, if you are a person that makes requests for several buildings, please be sure to
change the Location/Asset. For example, if you want to change to a building in Waterbury instead of one in Montpelier,
click on Central, since Waterbury is in that District, and then chose Waterbury (see below):
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Then drill down to the building and then the floor for the desired work order location.
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CHECKING STATUS OF WORK ORDERS:

Logon to the Service Requestor and click on “Service Request Status” on the left-hand side. You will then see a list of

your requests and their status.
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