
How to submit a work order: 

 

 

From SSU web page, click “About” and “Offices A-Z” 

 

 



 

 

 

 

 

Click “Facilities Planning & Construction” 



 

Click “Submit Work Request” 



 

Click “Submit a Request” 



 

Click “Submit” after completing information. 

 

 *Facilities normal business hours are Monday through Friday, 8am to 5pm – for after hours 

 emergencies, contact Department of Public Safety staff at 740-351-3232.  

 



 

You will receive an email with a request number; once it is accepted, you will receive another 

email with a WO#.  Keep this email until work is complete. 



 

 

 

 


