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Using the FAMIS Self-Service Work Order Request 

 

 This job aid provides the steps required for using the FAMIS Self-Service Work 
Order Request. 
 
 
 

 
Step 1. Log into FAMIS with your UMassD logon.  
 

 
Navigate to the following webpage to access FAMIS: 

www.umassd.edu/facilities/famis 

 
 
 
Step  2. 

Enter your UMassD logon and click  
 

 
Note:  Your UMassD logon is the same as your email logon. 
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Step     3.    Click the  box. 
 

 
 
 
Step 4. 

Click the  box. 
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Step     5.        Your name (Requestor), Email address and a Department code will default 
into the appropriate fields. Type your extension in the Phone field; click on the 

box to select your correct department. 

 

 
 

 

   
  
  
 

Step  6. Select the appropriate Department. 
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Step    7 .       The new department code will display. Click . 
 

 
 
 
 
 
 
 
 
Step     8.          Select the WEB REQUESTS link 
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Step   9.       Select the appropriate link for your issue. 
 

   
 
 

 
Note:   If one of the displayed requests does not meet your needs, click on New Web 
Request *Create your own request* link.  

 
 
 
Step     10.     Select the appropriate issue. 
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Step      11.         Fill in an appropriate Description of the Work, a Start Date (if required) and 

Dates/Times Work Cannot be Done, if necessary. Click . 
 

 
 
 
 

 
Note:   If you selected New Web Request , simply supply the appropriate information in the 
boxes as noted in Step 11. Work Title should be a general summary of the work to be 
performed; ie, Broken Window, Clogged Sink. The Description of Work should go into more 
detail. 

 
 
 
 
 

Step     12.    Select your site by clicking the  box. 
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Step     13.    Select the appropriate site. 
 

 
 
 
 
 
 
 

Step    14.    Select the correct Building by clicking the    box. 
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Step     15.     Select the appropriate Building from the list. 
 
 

 
 
 
 
 

 
Note:   The Building Code will display in the Building field, rather than the name of the 
Building. 
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Step     16.     Select the correct Floor by clicking on the  box. 
 
 
 

 
 
 

Step    17.    Select the correct Room by clicking the  box. 
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Step     18.   Select the appropriate room from the list. 
 

 
 
 
 
 
 
 
 
 
 
 
 

Step      19.         Click . 
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Step     20.      Review your Service Request and click . 
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Step    21.     Your Service Request submission page displays. You will be assigned a Facilities 
Work Request number to use to track your request. If you have another Service Request to file, 

click the  button. Otherwise, you can click the  and close 
your browser in order to close your session with FAMIS.  
 
 

 
 
 
 
 
 
 

 
Note:   You must CLOSE your browser window in order to close your session with FAMIS. 
Minimizing a window or closing a tab will not close your session. DO NOT use the Logout 
link displayed on the top right corner of the page. DO NOT use the Change Password link, 
as your password is directly tied to your UMD login. 

 
                                                                                                                              

 


