
Maximo Service Request
1. Go to Maximo website https://maxprd1.soard.aac.va.gov:4443/maximo/ui/login
2. Select “Service User”

3. Select “Create Service Request”

4. *Asset: This is the EE/MX number of the item

5. Responsible Department:

EPS – Something needs to be cleaned
FM – Something in the building needs to be fixed (door wont close, freezer alarm, etc)  
HTM – Equipment with an EE/MX number isn’t working properly.
IT or PPM – Do not use. Submit IT issues to YourIT. PPM is for inventory managers only.

https://maxprd1.soard.aac.va.gov:4443/maximo/ui/login


6. Location: Room number where the work will be done NOTE: Must include room number and building 
number (e.g. 3M112-70).

7. Summary: Just a few words about the work you are requesting “Replace lightbulbs or Door won’t close”

8. Details: Use this box if you have very specific instructions or if you feel like you need to provide more 
information 

 
 

9. Click “Submit”
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