STEP 1

Navigate to myusf.stfrancis.edu

STEP 2
Click "Log In to MyUSF"

MyUSF

The University of St. Francis

Welcome to MyUSF, the student and employee portal of the University of St. Francis,
with access to class schedules, Canvas online courses, timesheet & payroll,

administrative system access, and more.

Log In to MyUSF

Looking for something else?

USF's homepage

Tech Support

USF Athletics (Go Fighting Saints)

Annhi far Admiccianl
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STEP 3
Enter your MyUSF username.

UNIVERSITY OF

STFRANCIS

Sign in to continue

Password

[ s

STEP 4
Enter your MyUSF password.
D' T IKAINLGCIDO

Sign in to continue

Forgot your Password?

[
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STEP 5
Click "Log In"

Sign in to continue

ssssccssssssses

Log In |

Forgot your Password?

STEP 6
Click "For Students"

3 My Groups
Submit a TSC Ticket
) Office 365

%1 Bookmarks ~

[ = For Students

| For Employees

B3 My Account Settings

B3 colleges

Created with W

MSW Administrative and Field Resources
Michael Morrison Sandbox
TSC Student Worker Training

Tutoring and Accessibility Faculty Resource

My Jobs  view My Employment Inform

Technology Support Coordinator (003012-00)

Ye:
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STEP 7

Click "Maintenance & Housekeeping Request"

MyUSF o' Email ™ Tools ~

View/Edit Leave Report 2025

Financial Aid Summary

N View/Edit Leave Report 2025
£| Health and Medical Records

I Library Homepage

My Employees (View my 9 direct reports)
i Maintenance & Housekeeping

Request Timesheets in your area (process them now)

El Order Your Books Payroll Approved Not Started InF
& Order an Official Transcript #10 6 1 1
<> Parent Account Manager #11 0 5 4

= Parking Permit Request

Edl Register for Classes Leave Reports in your area (process them now)

STEP 8

Enter your USF email address.

B8 Microsoft

Sign in

@stfrancis_edd

Can’t access your account?

Next
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STEP 9
Click "Next"

@stfrancis.edu

s your account?

Next

n-in options

STEP 10

Enter your USF password.

B Microsoft

@stfrancis.edu

Enter password

Forgot my password

Sign in with another account

Created with W 6 of 14


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

STEP 11
Click "Sign in"

Created with W

a" Microsoft

@stfrancis.edu

Enter password

Forgot my password

Sign in with another account
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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.)

Approve sign in request

Open your Authenticator app, and enter the
number shown to sign in.

15

(for illustrative purposes only)
Didn't receive a sign-in request? Swipe down to
refresh the content in your app.

| can't use my Microsoft Authenticator app right now

More information
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STEP 13

Click "Yes" (Note: If you are using a shared computer, we recommend clicking
IINOII.)

% Microsoft
@stfrancis.edu
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

j Don't show this again

No | Yes |
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STEP 14
Click "New"

suresnioe | MY REQUESTS
STFRANCIS

Work Order # Title WO Stat

0000019586 please clean ceiling vent & tiles in of New Reqt

STEP 15
Click "Add Location"

“T REGION/SITE

'EST DETAILS

Dn* Room or Area Number*

0 Select... @ Enter Text...

Number

Text...
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STEP 16
Select the building.

Name Location Status Assigned To

a
Tower Hall - -
Marian Hall - —
Library - -
Rec Center - -
Motherhouse - -
Powerhouse = =

Enter the room number.

STEP 17

| 7am - 3:30pm
ITE
5
Is ™\
—Boom.orArea NumbarX
@ 123
(for illustrative purposes only)
IN
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STEP 18
Enter your phone number.

v SELECI REGION/SITE

~ REQUEST DETAILS

®
( Phanahumbar W

555-867-5309|

(for illustrative purpo:

A~ ISSUE DESCRIPTION

Problem*
Campus Delivery Carpentry Custodial Electrical

STEP 19

Select an issue description.

Furniture Heating Leak Locks & Doors
Ventilation/Air

Conditioning

aa (for illustrative purposes

Plumbing

Created with

Location® Room or Area Number®

Furr
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STEP 20

Enter a description of the work requested.

~ ISSUE DESCRIPTION

Problem*
Campus Delivery Carpentry Custodial Electrical Furniture Heating Leak Lo
or Pickup Ventilation/Air
Conditioning
Mec Noi: Off Campu Jverheating P bing

Maintenance

B 7 U H1 H2 H3 o ¥ = = BB

Work chucslad*

4 @& »

The toilet in the third floor men's restroom is leaking,|

A UPLOAD DOCUMENT/IMAGE

Documents/images

STEP 21
Click "Submit”

UNIVERSITY O

STFRANCIS

WELCOME TO THE USF MAINTENANCE & HO!

For after hours, please contact Safety & Security: (8
Contact Maintenance - Phone: (815) 740-3427
Office Hours: Mon-Fri 7am - 3:30pm
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