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Services  Request - WRS

• Make sure you have been given the 
WORQS Request Coordinator Role in the 
Department System

• Log into 
https://utdirect.utexas.edu/webapps/worqs
using your UTEID and UTEID password.  



Services Request - WRS

Click on the Submit 
New>Request link to see the 
WORQS request options. Notice, 
this is NOT the default Work 
Request link.

The Submit New>Request link 
will not be visible if you have not 
been assigned the WORQS 
Request Coordinator role in the 
UT Department System. 



Services Request - WRS

Click on the WRS – WORQS 
Request for Services link. 



Services Request - WRS 
Requestor

WORQS Services Request:
The person logged in is 
automatically listed as the 
Requestor. The Requestor is 
also the Primary Contact by 
default. 



Services Request - WRS 
Contact

Contact information: If 
needed, it can be filled out and 
used as either the primary 
contact for the request or an
Alternate Contact. An 
Alternate Contact is someone 
who acts as a backup to the 
Requestor. 



Services Request - WRS 
Contact

To add a Contact, click on the 
Contact List button. The 
Alternate Contact List dialog 
box will open.  



Services Request - WRS 
Contact

Type in the name of a 
(Alternate) Contact (last, first) 
and click on the Get Contact 
List button.  



Services Request - WRS 
Contact

Click on the Name of the 
appropriate person to add 
them. 



Services Request - WRS 
Contact

To make the Contact the Primary 
Contact, as opposed to the 
Requestor, choose the ‘Make 
Contact the primary…’ radio 
button.



Services Request - WRS 
Location

Location information: Site 
and Building information are 
required. Anything in red on 
the Services form is required. 



Services Request - WRS 
Location

Site: Click on the Search Site 
List button to fill in the Site 
information. The Site List will 
open in a new window.



Services Request - WRS 
Location

Click on the appropriate 
Site Description.



Services Request - WRS 
Location

Building: Type in the 
building number or part of 
the building name in the 
text field and click on the 
Search Building List
button. You may also leave 
the building field blank and 
click on the Search 
Building List button. 



Services Request - WRS 
Location

Click on the Building 
Name to add the building 
information to the request. 



Services Request - WRS 
Location

Next, if appropriate, click 
on the Search Floor List
to add a Floor to the 
request. 



Services Request - WRS 
Location

Click on the appropriate 
Floor Description. 



Services Request - WRS 
Location

If applicable, click on the 
Search Room List button 
and select a room number. 



Services Request - WRS 
Location

Click on the Room Number 
Description. 



Services Request - WRS 
Request Information

Choose a Service Type
from the dropdown box. 



Services Request - WRS 
Request Information

Enter the Document 
Summary, if applicable 
and the Detailed 
Description of Work 
(required).



Services Request - WRS 
Request Information

Attachment: Attach a 
document if necessary, 
and fill in the Requested 
Service Date. 



Services Request - WRS 
Request Information

Overtime Authorization:
Select ‘I Authorize…’ or ‘I 
DO NOT Authorize…’. This 
information is required. 



Services Request - WRS 
Request Information

Dates/Times Work 
Cannot be Done: Enter 
unavailable dates and 
times, if applicable.  



Services Request - WRS 
Routing Information

Route: The approval route the 
document will take. Most 
requestors will only have one. 



Services Request - WRS 
Funding Information

Departmental Account: Fill in 
at least the first six numbers of 
the account to be used to pay 
for the work and click on the 
Search Account List button.   



Services Request - WRS 
Funding Information

Provide any additional 
funding instructions in the 
text box provided, if necessary. 



Services Request - WRS

Check that you have read and 
accept the Disclaimer. This is 
also required information.



Services Request - WRS

Save Document Only saves 
the document to the 
Requestor’s inbox to be 
reviewed and edited later.



Services Request - WRS

Save & Approve (Route) 
saves the document and 
routes it to the next 
approver/approval desk. 



Services Request - WRS

Cancel Request cancels 
the request.



Services Request - WRS

Upon Save and Route, 
as long as the Requestor 
is not on the final 
approval desk, they will 
see a message similar to 
this. It includes the 
DEFINE Document ID. 
Ex. V0WRS999939



Services Request - WRS

To check where the 
document is in the routing 
path, click on the 
Routing Status link. 



Services Request - WRS

Upon Final approval, the 
approver will see a 
similar message. It 
includes the DEFINE 
Document ID and the 
Service Request 
Number. 



Services Request - WRS

Upon final approval, the 
requestor will receive an 
automatic email  
containing the DEFINE 
Document ID, Service 
Request number, 
Summary, Location 
Information, the final 
approver’s name and 
the date and time of the 
final approval. 



Services Request - WRS

• Other WORQS Help Documents are 
available here: 
http://www.utexas.edu/facilities/fis/famishel
pcenter/support/

• If you have questions about the WORQS 
Services Request system, email Kristy 
Elliott Hamrick at 
kristina.hamrick@austin.utexas.edu
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