
WORK ORDER INSTRUCTIONS 

Start by accessing the district web page www.sd113a.org  

On left side you will see tab for Buildings & Grounds, then drop down to “Work Requests” 

 

Once you select “Work Requests” you will open new screen.  Now you will need to click on “Work Requests” again. 

 

Click Here 

Click Here 

http://www.sd113a.org/


A new screen will open.  Enter Account Name & Password issued by Building & Grounds Department. 

 

Now you are in the work order system.  The initial screen will show you work orders that you have created with 

assignment information.  To create a new work order select tab “Request a work order”. 

 

 

Add your information to yellow boxes.  Please list the class room number or exact location for the work order. 

Click Here 



Give a brief job description, with details for the Maintenance or Custodian. 

When you click “Submit Work Order” your request has been sent. 

 

Here is an example of a submitted work order. 

 

Now when you return to “Work order Home” your new request will be visible.   



 

 

 

You should receive a confirmation Email once your work order has been assigned.   

Duplicate work orders will be denied 

 You will receive a confirmation email once 

your work order has been completed. 

Click Here 


