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Work Orders 

 

 Go to the SD67 homepage 

 Click on Staff on the menu bar and choose Work Orders 

 

 

 
 

 

 

 

 

 Click on Link to Work Order online 

 

If this is the first time that you have put in a work order you will be asked to enter the Organization Number.  

Please refer to the email that was sent with this attachment for the number to type into this space. Submit. 

 

 Now enter your school email address.   

 

NOTE: If you are putting in a work order for another staff member, enter their email address!!! 
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Step 1:  If you are putting in a work order for someone else BE SURE to click on the here button to change the 

email address to the other person.  This is very important so the departments can contact the correct person 

about the work order!!! 

 

 

 

 

 
 

Step 2: Be as specific as possible with the location, area and room number 

 

 
 

Step 3: Check with your administrator if you are not sure which department you should be choosing.  If you 

don’t choose the correct department, the work order will take significantly longer to complete. 

 

 
 

 

Step 4:  Be as specific as possible.  If you are sending a W/O to the computer services dept. include computer 

number as well as any error messages and as accurate a description as possible regarding your problem. 
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Step 5:  Gives you the ability to attach a file – could be a description, drawing etc.   

***If you want to take a screenshot of your problem hit the PrtScn button (usually on the top by the F keys) on 

your keyboard.  This saves your screenshot to your clipboard.  Now you can go to the Start 

Menu/Programs/Accessories/Paint/Edit/Paste.  Your screenshot will be pasted into the Paint program.  File/Save 

As and name your file and save to your desktop.  Now Attach this file to your work order by using Step 5. 

 

Step 6:  Refer to the email that had this document attached for the password 

 

Step 7: Submit your W/O. 

 

All work orders go through administration first, then to the department manager who assigns the work to the 

appropriate person/persons.  You will receive notification that your request has been received.   


