
1) Go to:  https://www.services.cuf.columbia.edu/ 

2) Click on CLIENT LOGIN (See Figure 2) 

3) Fill in your Uni and password and click LOG IN 

4) On the next page click ACADEMIC OR ADMINISTRATIVE SPACES MAINTENANCE (See Figure 3) 

5) The next page should have the top two sections REPORTED BY and AFFECTED USER 

automatically filled in (See Figure 4). Confirm that the information is correct and scroll down. 

 

6) Under LOCATION INFORMATION SECTION make the following selections (See Figure 5): 

a. Under CAMPUS, Select LAMONT DOHERTY  

b. Under LOCATION NAME, Pick the building with the issue 

c. Under FLOOR, Pick the floor with the issue 

d. Under ROOM/SPACE, Pick the room or your best guess for it 

               NOTE: you must fill in the CAMPUS, LOCATION NAME and FLOOR at a minimum 

 

7) Scroll down to the ISSUE INFORMATION section (See Figure 6): 

a. Under ISSUE, LAMONT DOHERTY EARTH OBSERVATORY will automatically be filled in 

b. Under CATEGORY, select MAXIMO MAINTENANCE REQUESTS 

c. Under TASK, select MAINTENANCE REQUEST  

 

8) Under the ISSUE SUMMARY SECTION (See Figure 6): 

a. Delete the existing text and fill in the box with the BUILDING, ROOM NUMBER and 

SHORT PROBLEM DESCRIPTION.  (Example: Ocean 301D too hot) 

 

9) Check the correct circle for the COVID question (YES or NO) (See Figure 6) 

 

10) Under the ISSUE DESCRIPTION SECTION (See Figure 6) you can add more information (Examples: 

Heater is broken, All the lights are out, Leak is under left window, etc.) 

 

11) If you need to upload a file or photo to the service request, click on Choose File or Browse, 

select your file, and finalize by clicking the yellow ATTACH FILE button (See Figure 6) 

 

12) Make sure all required fields denoted with an asterisk (*) on the form are filled in. 

 

13) If you are done, click on SUBMIT REQUEST 

a. The system will automatically generate an SRNum number (S1404177) on the next 

screen with its current status. 

b. You will also receive an email confirming the service request/work order numbers. 

 

14) The service request will be placed in queue for the B&G staff to work on.   

 

15) You will receive an automated email notification when the work is completed. 

  

https://www.services.cuf.columbia.edu/
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Figure 5 



 

 

 

 

 

 

 

 

 

 

 

Figure 6 

May also say “Choose File” 


