
   

UTM Residence Work Order Guide 
 

1. Go to residence.utoronto.ca and log in with your UTORid and password. 
2. Click the Menu (three-line symbol) and select “Maintenance”; to create a new work order, 

select “new request” 

 
 
 

3. Select the Room Category. Please make sure the room you select is highlighted in GRAY. If it 
is not highlighted gray, the work order will not submit 

 
    Ensure the area marked in red is highlighted GREY 
 

4. Fill in the CATEGORY & ITEM that best fits your work order. In the DESCRIPTION, make sure 
to be as detailed as possible. Agree to all terms and conditions.  

 

residence.utoronto.ca


   

 
5. Answer all the COVID-19 screening questions. Please ensure to go through them each time 

you are submitting a work order. If you are feeling unwell, take the necessary supports to keep 
our community safe. 

 
 

6. Click the “SAVE REQUEST” button to properly submit your Work Order 

 


