
1. How to submit service request by typing in address

2. How to shrink screen to better see map

3. How to submit service request using  map feature

4. How to change placement of push pin

5. How to check status of  service request
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Submit Service Request by 
Typing in Address
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Step 1: /ƭƛŎƪ ά/ǊŜŀǘŜ ŀ bŜǿ {ŜǊǾƛŎŜ 
wŜǉǳŜǎǘέ



Click on super category

Å Each of the icons is its own 
super category

Å Review the super category 
descriptions to determine the 
one that best fits your needs

Notes
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Step 2: Choose Super Category



Å The Super Categories are 
groupings of sub categories

Å Click on black arrows next to 
Super Categories to open and 
close the Super Categories

Notes
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Step 3: Choose Category

Click on super category



Å By placing your mouse over 
the Service Requests, Hover 
Text will appear to better 
explain what that Service 
Request is.

Notes
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Step 4: Choose Sub Category

Click on sub category
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Step 5: Specify Service Request Location

Å See slides 13 through 18 to learn how to use 
the push pin and map feature to submit 
service request 

Å The address will automatically populate in list
Å Click            for help on entering addresses

Notes

Enter address and click                            
button


