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CALL F&E IMMEDIATELY with any HIGH PRIORITY requests at 953-5093. 

Q: What web browser should I use when submitting a work request? 
A: Google Chrome works best.  However, you can run Internet Explorer (IE) in compatibility mode.  In 

the IE browser, simply select the Tools icon  , then choose Compatibility View Settings. 

Click Add this website.   If you have difficulty, please contact the ITS HelpCenter at 843-953-HELP (4357). 

Q: Where do I go to submit a work request? 
A: Log-in to Lesesne Gateway - Campus Life tab - Submit a Work Request (WebTMA) 

Q: Is it necessary for me to complete the red highlighted fields? 
A: Yes!  The red highlighted fields are mandatory.  Please, input the correct information.  The red 

highlighted fields allow us to follow-up on work requests/work orders and solicit additional information 

and feedback when necessary. 

Q: What if my Building Name, Floor Code, or Room# is not available?   
A: Contact Jonathan Lewellyn at 3-1854 or jlewelly@citadel.edu. 

Q: What should I write in the Action Requested field? 
A: Please, be as specific as possible.  Write your request as if you are giving detailed instructions or a 

detailed account of the incident or occurrence.  Give the exact location (inside the room or building) of 

the issue that you are reporting.  Let us know if you have taken any steps to correct the issue.  Let us 

know if there are any scheduling conflicts or times that are or are not good to take actions to correct the 

issue.  For example, if the issue is in a classroom, let us know when the classroom is being utilized so 

that we do not disrupt instructional time.  If you are reporting a Housing issue, please be sure to indicate 

if we have Permission to Enter (PTE) or specify a time that we can enter the unit.  You can even provide 

a phone number for us to call if scheduling is required.   

Q: Should I include an Account Number with my request? 
A: Yes!  Always include an Account Number (ACT#).  Each department has an ACT#.  Almost all work 

requiring labor and/or materials requires a charge to the department requesting the work.  Exceptions 
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to the rule are requests from the Barracks, Faculty/Staff Housing, and emergency/high priority work 

requests.   

1. Designation between Normal and High Priority work requests: 

CALL F&E IMMEDIATELY with any HIGH PRIORITY requests at 843-953-5093. 

 

PRIORITY -- Normal  

a. Requests involving routine work that can be scheduled such as normal maintenance and repairs, 

equipment upgrades and upgrades of building appurtenances. 

 

 

PRIORITY -- High - Property damage, imminent property damage and life threatening 

b. Fire, smoke or smell of smoke 

Gas leaks or smell of gas leaks 

Flood broken pipes 

Broken windows, doors, locks in barracks 

Overflowing toilets 

No air conditioning or heat in rooms with sensitive equipment or research. 

No lights, power or water 

Elevator "stuck" with someone on board 

 

CALL F&E IMMEDIATELY with any HIGH PRIORITY requests at 953-5093. 

 

Q: How do I know that my work request has been received by F&E? 
A: After clicking the Submit button, below the Action Requested field, a small pop-up with a Request 

number will show up on your screen.  You will also receive an e-mail communicating that the request 

has been received.   

Q: How do I know my work request was made into a work order requiring action by F&E? 

A: You will receive an e-mail stating that your request has been made into a work order for action by 

F&E.  Once the appropriate actions have been taken and the work is complete, you will receive another 

e-mail indicating that the work order has been closed.   

Q: Will I be given an opportunity to give feedback on the work performed? 
A: Yes!  If you need to give immediate feedback, please call Jonathan Lewellyn at 3-1854 or 

jlewelly@citadel.edu.  Otherwise, an e-mail will be sent to you asking you to complete a Customer 

Survey.  Customer Surveys are reviewed on a monthly basis.  So, feedback requiring immediate action 

must be reported to Jonathan Lewellyn.   
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