MySchoolBuilding.com – New Requester Login

1. Go to http://www.myschoolbuilding.com.

2. You will see the following screen requesting your organization account number.  Enter your organization’s account number in the field and click the “Submit Organization” button.  If you do not know your account number, ask a mentor or ask MaintenanceDirect administrator Don McLaughlin (ext. 757).  It is not included on this web document for security.
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3. On the next screen, enter your e-mail address and click the “Submit” button.  Make sure that you enter in the correct e-mail address.  MaintenanceDirect uses your e-mail address to identify you in the system.
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Treehouse School

SchoolDude com

If you are 3 new user, welcome! You can begin by indicating your email address below.

Service Bulletin - Wednesday: October 30, 2002
We have impraved our services. Please taks moment to review the belaw changes, because they affect
how you use this web site

= There is a new search option in the "My Requests” tab. This feature allows you to quickly
locate old or new request submittals. For exampls, let's say you entered a request about a
braken window. To find that request, simply type the word “window” and then only requests
containing the word “window” will display’

= We need your help!_You will be requested to identify your personal settings before
using the web site. This helps thase folks who share a computer. Nothing special is needed on
your part other than for you to respond appropriately when asked on a web page.

= Your contact information is now preset on request submit pages, and we show your
contact information first, rather than last, on these pages. If your settings are incorrect,
simply click the "My Settings" tab and make the appropriate changes.

If you have questions or concerns with these changes, pleass contact your system administrator. Your
respond is needed below.

Email Address
Submit





4. If you are a new user, the system will not find your e-mail address.  Please enter in your last name in the box provided and click the “Submit” button. 
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Treehouse School

SchoolDude com

If you are 3 new user, welcome! You can begin by indicating your email address below.

Service Bulletin - Wednesday: October 30, 2002
We have impraved our services. Please taks moment to review the belaw changes, because they affect
how you use this web site

= There is a new search option in the "My Requests” tab. This feature allows you to quickly
locate old or new request submittals. For exampls, let's say you entered a request about a
braken window. To find that request, simply type the word “window” and then only requests
containing the word “window” will display’

= We need your help!_You will be requested to identify your personal settings before
using the web site. This helps thase folks who share a computer. Nothing special is needed on
your part other than for you to respond appropriately when asked on a web page.

= Your contact information is now preset on request submit pages, and we show your
contact information first, rather than last, on these pages. If your settings are incorrect,
simply click the "My Settings" tab and make the appropriate changes.

If you have questions or concerns with these changes, pleass contact your system administrator. Your
respond is needed below.

Email Address [fames_smith@schooldude.com

We cannot find the indicated email address.

Please either correct the email address or enter your last name
below if you are a new requester.

Last Name
Submit





5. If your last name is found in the system, you will be given a chance to pick if you are any of the users with your last name.  If you are not any of these users, select the “My name is not listed” option. Click the “Submit” button.  This step is shown in the next screen shot.    

*Note: If your last name is not found, you will be given the option to add it (and you will not see this screen, skip to step 6).
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Treehouse School

SchoolDude com

If you are 3 new user, welcome! You can begin by indicating your email address below.

Service Bulletin - Wednesday: October 30, 2002
ryices. Please také mament to review the below changes, because they affect

We have improved our se:
how you use this web site

= There is a new search option in the "My Requests” tab. This feature allows you to quickly
locate old or new request submittals. For exampls, let's say you entered a request about a
braken window. To find that request, simply type the word “window” and then only requests
containing the word “window” will display’

= We need your help!_You will be requested to identify your personal settings before
using the web site. This helps thase folks who share a computer. Nothing special is needed on
your part other than for you to respond appropriately when asked on a web page.

= Your contact information is now preset on request submit pages, and we show your
contact information first, rather than last, on these pages. If your settings are incorrect,

simply click the "My Setfing:

"tab and make the appropriate changes

If you have questions or concerns with these changes, pleass contact your system administrator. Your

respond is needed below.

Email Address [famie_smith@yahoo com

Please select your name from the below list or select the "not listed” option,

[ 3 smith

Syt Gschostisdecom B

[ joe smith

[sorahoocom

& My name is ot listed

Submit

@] Done
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6. If you are a new user, enter in your First Name.  Verify that your e-mail address and your Last Name are correctly entered.  If they are not, please correct them.  You have the option of entering in your phone number and pager. However, these fields are not required.  Click the “Submit” button to save.  
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Once you click the “Submit” button. You will be taken to the “New Request” page where you can submit your requests.  You will see the following screen.  Your name and e-mail address should appear at the top of the form.
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Once you are a registered user, to login, to re-enter, you will simply enter your email address as shown in step 3.  The system will recognize you as a requester and take you to the “New Request” screen.  Your information should appear at the top of the screen.  

To quickly access this page, you may wish to create a shortcut on your desktop.  To do this, click the right button on your mouse anywhere on the page you wish to create the shortcut for.  You will see the following menu pop up on your screen.  Select the “Create Shortcut” option and an icon will be placed on your desktop as a shortcut.
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 You will need to enter a password to submit your request.  Either mentor or Don McLaughlin (ext. 757) can give you this password.  It is not included on this web document for security.

