
Submitting Work Orders 

Work orders for Material Movement are submitted online through the Facilities 
Management Work Order System  

 
1. Once you have clicked on the link you will select “Submit a Service Request” 

 

 

 

 

2. Then you will select “+ New” 

 

  

 

 

3. Next you will need to select the site location from the drop-down menu. 
 

 

 

 

 

 

 

 

 

 

https://www.liberty.edu/financeadmin/facilitiesmanagement/index.cfm?PID=37971
https://www.liberty.edu/financeadmin/facilitiesmanagement/index.cfm?PID=37971


4. You will need to select your exact location using the dropdown menu. You can 
either search for your location or look through the list on the left of the box. 

 

 

 

 

 

 

 

 

 

 

 

5. Fill out the “Work Requested” with a few words describing your needs and select 
the “Material Movement” icon box. 

 

 

 

 

 

 

 

 

 

6. You will need to attach your manifest  

 

 



7. Once completed and ready to send this work order select “✓ Submit” 

 

 

 

 

8. This will be what appears on the screen once you’ve submitted your work order 
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