On-Line Work Order Request System---New Requester Log In Instructions

Use these instructions if you have not ever created a work order on this on-line system.

A. Go to  http://www.myschoolbuilding.com/myschoolbuilding/myorganization.asp
B. Enter our Organization Account Number 766349806 and click Submit Organization
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C. Enter your e-mail address and click submit
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D. Since you are a new user, this message will be displayed.  

Enter your Last Name and click submit.
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If you are 3 new user, welcome! You can begin by indicating your email address below.

Email Address [John_Sample@mononagrove.ora

Please
below if you are a new requester.

Last Name [Sample

We cannot find the indicated email address.
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E. Note: Red Check Marks indicate required information.

1. Enter Your School District Phone Number, Pager, or Cellular Phone if you wish.

2. Select your location (Nichols, Taylor Prairie, etc.) 

Select your Area/Room Number (116, 222, etc.)

Select your Area (Classroom, Office, Hallway, Bathroom, etc)

3.
Click on the Running Wrench  (Not the computer) Select Craft (Custodial, Maintenance, Delivery, Set-up, etc) 

(Don’t Select an IT Craft)

4. Give the custodian a description of your needs.

5. Request a Completion Date

6. Enter the secret submittal password:  MGSD  

7. Click submit.
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Work Request W Schedule Request W My Requests W My Settings W Help

Welcome

To submit your request complete the following form.

[ 1ndicates required information.

Step 1 Please be yourself, click here if you are not John Sample
First Name Last Name Email
ohn Sample [ohn_Sample@manansorove.org
Phone Pager Cellular Phone
Step 2 Location ]
Select Locatio
Area Area/Room Number /]
— Select Area - i
Step 3 Select Problem Type: /]
', s,

OR

HELP 4]
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Step 4

Step 5

Step 6

Step 7

Click here far Maintenance Emergency Cantacts
Click on the problem type below that best describes your issue.

~Select Craft — - |
Maintenance Emergency
T Check here if this i an emergency or call any of the emergency contacts below.

Contact Name. Contact Phone

o contacts listed.

§@/ Technology Help Desk: Click on the problem type belaw that best describes your ssue.

Select IT Craft

Please describe your problem or request. (/]

=
|

Requested Completion Date

]

(A valid date is required. Text is not acospted, but you may leave it blank. Click here for assistance
in date entry )

Submittal Password /]

Vour new requests are automatically shown a5 approved by you on submit,

Forgot Password?

NOTE: You will receive the following notifications,
Vou will be notifid raceipt of your request.

Vou will be notified when this request has been completad.
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