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DISTRICT PERSONNEL INSTRUCTIONS 
 
Step 1: The M&O Service Requests webpage is located under Quick Links on 
http://mo.laschools.org or directly at http://mo.laschools.org/applications/mo/workorder-request/ 
 
Step 2: Login to the M&O Service Request page.  The Login is located in the top right corner of the 
page.  Enter your full email address and single sign-on password. If you need help logging in, 
please email webmaster@laschools.org   
 
Step 3: In the M&O Service Request page, under School Name, enter the location code or the 
name of the school you are reporting the service call against.   Fill out the remaining fields (e.g. 
Problem Description, Location Detail, Craft, Type of Work etc...) and hit Save and Continue.   

  
Step 4: You will be taken to the Review & Submit Service Request page. Review the service 
request, if satisfied, hit Submit, otherwise hit Edit Request to take you back to the previous page. 

 
 
Step 5: Call is automatically verified.  Call will go into Maximo for review and work order creation.  
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