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How to Submit a Maintenance Service Request

1 Navigate to https://www.tehamaschools.org/

2 Click "Staff Resources".

https://www.tehamaschools.org/
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3 Click "Service Requests"

4 Log In using your TCDE account.
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5 Select 'Maintenance' from the request dropdown.

6 Enter the 'Subject' for the service request. For example, 'Furniture Setup in HR'.
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7 Enter the Request Details and be specific. Add any details that Maintenance will
need to complete the request.

8 For example, "Hello, HR ordered a few desks that need to be set up in the HR
Department. We have the area marked where the desks should be setup within
the dept. The desks are currently located in the AV Room and will take a cart to
move because they are heavy. Thank you!"
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9 Department Head, Department Head Email, and Budget Code are optional
fields but if applicable must be included.

Facility and Site are required fields. Please be sure to enter the correct locations.

10 If you would like your Manager cc'ed on the request, enter the appropriate email.
If you select a cc, the person you selected will receive an email confirmation and
be able to follow along on the progress once the request is submitted.
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11 You also have the option to add Attachments. Attachments are anything that can
help support your request.

12 Click "Save" once the request is ready to be submitted.

13 Once the request has been submitted, you will receive a confirmation receipt. It
should include a ticket number for reference.
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14 Also, you should receive an email with your request and details. From the email
you can add notes and cancel if the request is no longer needed.


