
HOW TO SUBMIT AN ONLINE WORK ORDER 

To access the residence student portal simply open up any internet browser and in the address line type 
https://studentresidence.georgianc.on.ca/StarRezPortal  

Enter the Username and Password that you use to access your student Banner account, then click on the “Login” 
button.  Once you login, you will see the following screen:  

 

From this portal you can check your residence financial account, apply to return to residence, and submit a work 
order for maintenance in your room. 

Click on the “Web Maintenance” tab. If you have submitted any previous work orders they will be listed showing the 
date submitted, what the request was and the status.  When you first submit a work order, the status will be blank 
until our staff have printed the work order and sent it to maintenance. Once the work order has been given to 
maintenance the status is changed to “Pending”. Upon completion of the work order, the work order will be closed 
out and the status will be changed to “Completed” 

To submit a new work order, simply click on the “New Job” button which will open up the following screen.  

 

The date and time is automatically logged when you open up the work order.   

https://studentresidence.georgianc.on.ca/StarRezPortal�


Beside the “Item” label is a drop down list. Simply click on the arrow and scroll through the list until you find the 
appropriate item.  Do the same for the “Category” drop down list. 

In the “Description” box, provide a brief description of the problem (ex. The toilet continually runs, the tap in the 
kitchen is dripping, window blinds won’t turn, etc.).  If you know what caused the problem go ahead and enter that 
information, otherwise just leave it blank (ex. I dropped a comb in the toilet and now the toilet keeps plugging up). 

 

When you have finished entering all of the information, click on the “Save & Continue” button.  You will then be 
returned to the opening maintenance work order screen where you should now see the work order you just 
submitted 

 

PLEASE NOTE: Work orders are attended to on a priority basis, not on the date/time they were submitted. If you 
need a new light bulb, cable for the tv or internet cable, you are much better off to simply come down to the front 
desk and pick one up as these issues are a low priority when compared to issues with locks, toilets, etc. 

If you have any questions about the process please ask one of our staff in the office or at the Front Desk. 


