
How to submit a maintenance request 
via the SHA Portal

Instructions for SHA residents



1. Log in to the SHA Portal

2. From the SHA Portal dashboard, click on the Maintenance Request tile.
Please note: If you have an urgent or emergency request, call your property manager. Do not submit the 
request via the SHA Portal.

https://www.seattlehousing.org/sha-portal


3. Next click on Submit Maintenance Request



4. Complete the Submit Maintenance Request online form

a) Category: Click the dropdown arrow and 
select “Portal Work Order”

b) Sub Category: Select “Portal” 
c) Location: Choose the location where the 

problem is, for example kitchen, bedroom, etc.
d) Full Description: Describe the problem or 

concern
e) Access Instructions: Provide any 

instructions for staff entering the unit
f) Permission to Enter: Enter “yes” or “no”
g) Do you have a pet: Select the type of pet
h) Attachment: Pictures or other information 

regarding the request may be uploaded
i) Submit: Click the button



Your Maintenance Request will show in the Request History. To return to the 
SHA Portal dashboard, click on the small house icon. To logout, click on the 
arrow on the right.
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