Central Connecticut State University

Facilities Management

Instructions for submitting a work order/maintenance service request:

» Each department has a representative that has been provided a LLumin account, allowing
them to submit work order requests for their department.

. If you would like to request an account, or need your password reset for your existing
account, please email facmgtinfo@ccsu.edu with your name, department, Blue Chip ID
number, and phone extension.

» You can access the LLumin Work Order System at: https://erportal.ccsu.edu/LLumin

» LLumin should be used only with the Chrome browser and can be bookmarked for your
convenience. For off campus access, please go to apps.ccsu.edu and click the erportal work
orders icon.

Log into the LLumin system using your Blue Chip ID# for your username and the password
that has been assigned to you by Facilities Management.

LLUMIN
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Remember Me

Once you are logged into the system, you can change your password by choosing "Change
Password" in the drop-down menu next to the greeting "Hello, (your name)" in top right
corner of the screen.
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Click on the Work Orders tab at the top of the screen and then select Create a Work
Request from the drop-down menu.
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This will bring you to the Work Request Entry screen. Here you will need to submit the
Asset ID (the code assigned for each building/room number) and the Problem Description
(area where you can type all necessary information to describe your request).
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You can search for a building Asset ID or for the Asset ID assigned to a specific room by
clicking on the magnifying glass next to the Asset ID box and entering your search criteria
(for example: if you are reporting an issue in Davidson Hall, you can type Davidson into the
search box and click on the magnifying glass to search for Davidson Hall’s Asset ID)
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Here you can select the building code for Davidson Hall (BLO1) or can select the Asset ID
code assigned to a specific room. Simply click the box next to Asset ID and once a check
mark appears, click on the green Select button at the top of the screen.

(If you select the building Asset ID code (Davidson Hall would be BL0O1), please make sure to
include the room number(s) for the specific locations in the Problem Description box.)
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In the Problem Description box, please enter all necessary information regarding your
request or the issue you are reporting. If you have a document that you would like to
attach to your request to provide additional information, you can click on the Add a File
button under the Problem Description box to attach a file.

Please make sure to review your request before you save it to ensure your request is
described clearly and accurately.
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Once you have entered in all the necessary information, hit the green Save button at the
bottom of the screen to submit your request.

Please contact us at facmgtinfo@ccsu.edu or at 860-832-2301 with any questions.
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