Maintenance Request Guide
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Residence Life | § St Thomas

Step 1. Sign On and Select “Maintenance Request”
- Sign on to the Residence Life Housing Portal at

« Select Maintenance Request found in the menu tab located
on the left side of the top menu bar.

— - My Housing Details  Meal Plan Change Request  Upper Division Housing App  Summer App

& Messages

Home

Living on campus opens doors to great Residential Experiences. Your Residence Hall is
| more than a place to sleep, we strive to create communities that are inclusive and
rooted in learning and support.

My Housing Details

Meal Plan Change Request

As you navigate through the portal, if you have any guestions or concerns, please reach
out to Residence Life at reslife@stthomas.edu.

Upper Division Housing App

e % TO SELECT A PROCESS (after you Iogin) CLICK ON A LINK ON THE NAVIGATION BAR OR SIDE
| MEMU TO BEGIN. Applications, Meal Plan Change, and Room Switch Request processes are
found on the Mavigation Bar. Click on the Side Menu lcon (shown with the 3 bars, found to

o= the left of the HOME Iink) to see more processes such as Cancellation forms, etc.

Cancel Summer Housing App

Cancel Fall Housing App

d Maintenance Request

ContactUs

Residence Life Office
Knch Cammans 120
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https://stthomasmn.starrezhousing.com/StarRezPortalX/
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Step 2. Click “New Job”

« Once you select maintenance request. You will be directed to the main
maintenance request page. Select New Job to begin a new maintenance

request.

Maintenance
Job Type:

‘ My Jobs W

I No madintenance jobs found

If you need to update or edit your request, please email Residence Life at reslife@stthomas.edu
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ContactU
Residence Life Offic
Koch Commaons 12

Email: reslife@stthomas.edi
Phone: (651)962-647
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Step 3. Click “Select Room”
« Select your room to submit your request. Once you select you space, the
room will be highlighted in blue.

Please select a Room Space for this maintenance job:
Actions Room Description Room Space Room Type

P —

FRH-628B FRH-628B

Actions Room Description Room Space Room Type

Select Room || FRH-628B FRH-628B

Page 3



Maintenance Request Guide

Residence Life @gvtm'i%gmas

- Step 3. Select Category and Item
o Select the category that best decribes your request
o Then, select the item that best describes your request

General
Category

(Please Select Category) W
(Please Select Category)

Plumbing

Electrical

HVAC

Appliances

Furniture

windows/Blinds

Doors

General
Category

Plumbing A
Item

(Please Select Item) v

(Please Select Item)
Kitchen Sink
Bathroom Sink
Toilet

Shower/Bath
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« Step 4. Written Description and Save
o Next, write in detail your maintenance concern in the description box.
o Click Save Job to submit the request.

Status
Date Reported:6/2 /2026 10:40

Status:

General
Category

Plurmbing W

Item

Kitchen Sink v

Description:

Kitchen sink drain is clogged| ‘

2 I
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 Step 5. Job Status
o After clicking Save Job, you will be redirected back to the main
maintenance request page. You will receive a confirmation email to your
St. Thomas email confirming the submission.
o You can check the status of your request in the Job Status column.

Maintenance
Job Type:
My Jobs v
Date Reported Job Status Job Description Itermn Action
10:43: itch i ini
6/9/202610:43:00 Pending Kitchen sink drain is Vitahan ik Viaw
AM clogged

If you need to update or edit your request, please email Residence Life at reslife@stthomas.edu
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