
 
 

 

How to Log a Housing Work Order Ticket 
What is Sodexo Connect? 

Sodexo Connect is a modern, fast, and easy way to submit and track requests 
for Housing work orders. With this tool, you’ll have a simpler process to get 
the assistance you need when you need it. Registration is required for initial 
access. 

This document provides instructions for �irst-time access, creating a case, and 
reviewing status on open cases. 

 

How to Access Sodexo Connect and Register Your Account 

 

Step One: 

Log in to the My.ABAC portal (https://my.abac.edu) 

 

 

https://my.abac.edu/


 
 

 

Step Two: 

Using the search bar at the top of the Portal, search for “Sodexo Connect” 

 

 

Step Three: 

Click the link to open Sodexo Connect. Next, locate and click “Sign Up” at the bottom 
right of the credentials box 

 

 



 
 

Step Four: 

If this is your �irst time using the application, you will need to register your 
information  

*Time Zone: (GMT-05:00) Eastern Standard Time (America/New_York)   
*Locale: English (United States)  
*Language: English (or preferred language) 
*Site Code: ABGAUS 

 

 

Step Five: 

After registering your information, please check your ABAC email for an email from 
Sodexo labeled “Welcome to FM Client Portal” for further instructions 

 

 



 
 

Step Six: 

Review email sent from Sodexo and click on the link to access the FM Client Portal  

*Please note your username located at the bottom of the email*  

 

Step Seven:  

Read and agree to the Keystone Privacy Policy to continue  



 
 

 

Scroll to the bottom of the notice and click the box to accept the policy and click 
“Next” 

 

Step Eight:  

Create a password for your Sodexo account  



 
 

Step Nine:  

Finally, after creating your account-speci�ic password, you will be directed to your 
work order dashboard 

 

 

 

 

Congratulations!  
You have successfully accessed and registered for your Sodexo Connect account!   

 

 

 

 

 

 

 

 

 



 
 

How to Create a Case (Work Order) 
Step One: 

Once registered, you will have access to the Sodexo Ticket Portal from the MyABAC 
Portal by searching “Sodexo Connect – Ticket System Tool” to get started 

 

 

Step Two: 

You will be redirected to the Sodexo ticket portal and click “Create Case” to open a 
ticket with Sodexo 

 

Step Three:  

When creating a case, please use one of the following for your location: 

• ABAC Lakeside 
• ABAC Place 100 
• ABAC Place 200 

In the “Subject” include your Room Number and Unit.  For example, ABAC Place 
1318A would be included in your subject line. 

Be as descriptive and speci�ic as possible to better understand and serve your needs 
in a timely manner. 



 
 

*Please note: if your name is not listed in the “Person Affected By This Request,” you 
are still able to submit your information  

 

Step Four:  

If you have pictures regarding the case submission, please upload them after clicking 
“Upload Files” 

*If you do not have any pictures regarding your case submission, you will still be 
able to click “Submit” to continue  

 

 

 

 



 
 

 

Step Five:  

After clicking the �inal “Submit” button, you will receive a con�irmation of your 
submission as well as the associated Case Number  

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

How to Check an Open Case (Work Order) 

Step One:  

From your home dashboard, click “My Open Cases”  

 

Step Two: 

Click on the case number to view the case details, which include both the case 
status and the option to add a comment/edit 

 

 

 



 
 

Here you will be able to review the submitted information regarding your submission and 
make any edits needed as well 


