
FIELD OPERATIONS WORK ORDER SYSTEM 

SUPPORT PAGES FOR ‘REQUESTORS’ 
 
 
Please use the work order system to report faults / request work done for the following:- 
 
Building Maintenance 
HVAC (Heating & Cooling, filters),  
Electrical (power issues & Fire/smoke protection equipment),  
Plumbing (water supply, leaks, blockages, pipework, fixtures)  
Access Control (Doors, Locks & Key/badge requests) 
Cabinetry, Furniture 
General Maintenance (Windows, floors, ceilings, building structure),  
Painting  
  
 
Building Services 
Cleaning,  
Coordinating special events.  
Office moves 
  
  
 Transportation   
University vehicles, coordinating vehicle rentals, and authorizing approved drivers.  
  
  
Grounds Maintenance   
Ground care, horticulture, athletic areas, snow & ice removal,  
Waste Management services.  
 
 
If you are having problems with Computers, telephones, network connectivity or computer software, please use the 
Information Services Helpdesk link below. 
  
                 https://www.liberty.edu/index.cfm?PID=8258 
 
 



Work Order Requester  
Requestors will use their Liberty University email address to login and a common request submittal pass-
word.  

• The Requester can add themselves into the system.  
 

Follow the subsequent steps to access the work order system  
 
1. Go to the LU LOGIN Portal on the home page of www.liberty.edu 
2. Click on the ‘Field Ops Work Orders’ link under Tools on the left side 
3. Read the Instructions on the page & click on the link to ‘Submit a WORK ORDER REQUEST’ at 

the bottom of the page 
4. You will see the screen below, in your web browser. 

 
 

2.On this screen, enter your LIBERTY UNIVERSITY E-MAIL address and click the “Submit” button. 
Make sure that you enter in the correct e-mail address. Maintenance Direct uses your e-mail  
address to identify you in the system.  

3. If you are a new user, the system will not find your e-mail address. Please enter in your last name 
in  the box provided and click the “Submit” button. If you are an existing user, the system will  

      recognize your email and you will be taken to the request screen.  

4.   If your last name is found in the system, you see a list of users with your last name. If you are not 
any of these users, select the “My name is not listed” option. If you see your name and email, se-
lect that option. Click the “Submit” button.  *Note: If your last name is not found, you will be given 
the option to add it (and you will not see this screen, skip to step 5).  

5. If you are a new user, enter in your First Name. Verify that your e-mail address and your Last Name 
are correctly entered. If they are not, please correct them. Enter your phone number so you can be 
contacted about any requests. Click the “Submit” button to save. Once you click the “Submit”  

       button. You will be taken to the “New Work Request” page where you can submit your work  
       requests.  



NEW WORK REQUEST PAGE 
Verify that all your details are correct— First Name, Last Name, Email & Phone and continue to STEP 2. 
 
The Location & Building drop down boxes are required to correctly locate the areas concerned along with 
room number or area description. 

All boxes marked with a RED 
tick box are REQUIRED  
INFORMATION FIELDS and 
must be filled in. 

STEP 3. Select the Problem Type that best 
describes your issue. For example, if a 
toilet is leaking, that would be a plumbing 
issue. Once you click on a problem type, 
the page will refresh and your problem 
type will be highlighted with a red circle.  
If this is an emergency, check the 
Maintenance Emergency check box below 
the problem types list.  



STEP 4. Describe your Problem or request. Please provide enough information to enable the work to be  
carried out. 
 
 
STEP 5. Select a Purpose Code from the drop down menu. The Default is - Staff/Faculty/Student Request. 
 
 
STEP 6. Enter the Requested Completion Date. Click the calendar icon next to the date field to choose a date 
from a calendar. Try to be realistic in your timeframes as work cannot be scheduled immediately unless it is a 
real emergency. 
 
 
STEP 7. You can add a file attachment to help describe the request (3Mb maximum file size). 
 
 
STEP 8. Enter your Submittal Password, which is the word  ‘Liberty’  
 
 
STEP 9. Click the “Submit” button to save and submit you Work Order Request. 


