
STEP 1

Navigate to myusf.stfrancis.edu

STEP 2

Click "Log In to MyUSF"
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STEP 3

Enter your MyUSF username.

STEP 4

Enter your MyUSF password.
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STEP 5

Click "Log In"

STEP 6

Click "For Employees"
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STEP 7

Click "Maintenance & Housekeeping Request"

STEP 8

Enter your USF email address.

Created with 5 of 14

https://tango.ai?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 9

Click "Next"

STEP 10

Enter your USF password.
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STEP 11

Click "Sign in"
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STEP 12

On your mobile device, enter the number displayed on your computer screen.
  (Note: If you use a different sign-in method (e.g., phone), your screen will look
 different.)
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STEP 13

Click "Yes"  (Note: If you are using a shared computer, we recommend clicking
 "No".)
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STEP 14

Click "New"

STEP 15

Click "Add Location"
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STEP 16

Select the building.

STEP 17

Enter the room number.
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STEP 18

Enter your phone number.

STEP 19

Select an issue description.
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STEP 20

Enter a description of the work requested.

STEP 21

Click "Submit"
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