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PROCESS FOR ORDERING  
“ALL GENDER RESTROOM” SIGNAGE

INSTRUCTIONS:

1.	 Navigate to my.fs.illinois.edu

2.	 Select “Request a Service” from the top bar

3.	 Sign in with University credentials when prompted. 
NOTE: Only authorized users for building services requests can access this function.

4.	 Select the “Service Request Application” button
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1.	 Once inside the application, fill out the following information:

A.	 Insert the appropriate ACCOUNT INFORMATION, via the Account tab, for this service request.

B.	Select the TYPE OF SERVICE, “Service Request”

C.	 Select DESIRED COMPLETION DATE
D.	The CONTACT INFORMATION* will be the user submitting the request

E.	 Select your BUILDING AND ROOM Information

F.	 In the DESCRIPTION, be clear to request the “All Gender Restroom” sign and any specifications 
for coloring or style to match your building

2.	 When all necessary fields are complete, SUBMIT the request.

*


