[bookmark: how-to-submit-a-work-order-through-famis]How to Submit a Work Order Through FAMIS
1. Go to https://famis.wm.edu/ or click the Service Request (FAMIS) link on the VIMS Facilities Management intranet page.
1. Log in using your W&M credentials.
1. Under Work Orders in the upper-left corner, click Create Request. [image: ]
1. Select the Type and Sub Type that best describe your request. All Types include Other as a Sub Type option. If none of the available Sub Types accurately describes your request, please select Other. You will be able to provide additional details in the Describe Your Request field.
1. Please provide additional information in the Describe Your Request field for all requests. Include enough detail to help Facilities Management understand the issue and determine what work is needed. For equipment removal requests, it would help to include an estimate of the size and weight of the items. 
1. For the Priority field, we typically select Routine. If this is an Emergency request or a critical problem, please call FM at ext. 7300 to report the issue before submitting a work order. Leave the information that automatically populates in the Room/Cube field.
1. The requestor does not need to complete any of the fields below Email CC.
1. Once you have completed the form through the Email CC field, scroll to the bottom of the page and click OK to submit the request.
1. A member of the FM team will reach out to coordinate with you if more information is needed. You will receive an email confirmation once the work order has been completed.
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