Instructions for submitting a Frey Building Maintenance Request - (Non-
Emergency Requests ONLY)

For emergencies please call the NOC at 225-578-6621.

1. Goto https://itservice.lsu.edu/
2. Login to Footprints (paws credentials)

3. Follow the series of screen shots below for instructions on how to submit a request.
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New Incident for ITS HelpDesk -- General Information

Type in a brief

Use selactad template

lv Building Maint.
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Click save.
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Click save to save and
. i, Use selected template
submit your requests to the -

HNew Incident for ITS HelpDesk -- General Information

Summary* Frey Building Request:
Priority* Medium - bUIIdIng managers' uilding Request
PAWSID* =morall First Name* Stacey
| contact nformation* || Description* | 1ssue Information*  ||” Agent's Private Notes || Agents and Notifications|| Attachments | Time spent | e
Submitted Via Phone -
I Tupe® Y sorvice Request v Category® Frey Building -
Edit Dependent Fields
||
|| _
Appointment Date/Time
I Date Due EE—

JFil € Internet | Protected Mode: Off




