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Instructions for Submitting Maintenance Requests
for On-Campus Housing and Common Areas

STEP 1 To locate the form and begin the process, Log In at:
https://rmsstudent.stthomas.edu/page/HousingPortal.

STEP 2 The Housing Portal is displayed. Click the button
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https://rmsstudent.stthomas.edu/page/HousingPortal

STEP 3 The Student Resident Maintenance Request Portal is displayed.

x Ifyou are a resident and have an issue in your room, suite, or apartment click the button
displayed: Room Maintenance Request. The term associated with the room will be
displayed for fall, spring, or summer when applicable.

X Ifyou are a Student Leader and have a maintenance request for a communal area in your
building, click the button displayed: Common Area Maintenance Request.

X Only Student Leaders (RAs) will have access to both links displayed.
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STEP 4 (Room Request) The Bed Space page of the Request Form is displayed for you to verify.
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