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Instruction on How to Enter Eduphoria Work Orders


·     Login to Eduphoria
·     Click on Helpdesk
·     Click on Create a New Request
·     Click on Building and Grounds Work Orders
    (Select the Icon for the type of request you need to submit)
·     Fill Out Request
·     Click “Submit Request”

· Reminder Submit Only One Request Per Work Order

The following items need to be approved by the Superintendent before they are requested through a work order.

· Any rekeying, lost keys, or extra keys needed.
· Any remodeling of the campus.
        Once the Superintendent approves the request. Approval must be attached to the Work Order system in Eduphoria.
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