MaintenanceDirect User Manual Requester Guide

The MySchoolBuildingrequest portalallows youto submityourmaintenance workorderrequests quickly
andeasilytoyour Maintenance department.

https://www.myschoolbuilding.com/myschoolbuilding/mygateway.asp?acctnum=798390293

Entering a request

Toenteramaintenance workorder,make sure that youare onthe Maint Requesttabatthetop ofthe
screen.Ifyouare not,simplyclickonthe tabtoaccess the Maintenance request form. *All fields withared

checkbox™®] are required and must be filled out in orderto submit the request.

Step 1: Your name, email, and phone number will already be filled in with your information.

Step 2: Click on the drop down arrow and highlight the Location where the work needs to be done. Do
the same for Building (if available) and Area. Also, be sure to type in the area description or room number

in the Area/Room Number field.

Step 3: Select the Problem Type that best describes the request/issue that you are reporting.

Step 4: Type the Description of the problem you are reporting. Depending on how the account was setup,
the remaining steps may vary. Fill them out to the best of your ability making sure that you fill in all
required fields marked with a red checkbox. Click Submit at the bottom of the form to enter your
request.

Welcome

Thank you for using our intsrnet servics ta submit wark requests. This service helps us to promptly attend ta your issues and concsrns, Plsase complste this
request form.

Step 1 Please be yourself, click here if you are not S _——

First Name Last Name Email
— | —
Phone ¥ Pager Mobile Phone

[ [

Step 2 Location )
Building
[-- Select Building -- =1

Area AreafRoom Number ]
-- Select Area -- x

I vves, remermber my area sntries for my next new request entry,

Step 3 select Problem Type: [/]

% Maintenance Help Desk:

Click hare for Maintsnance Emsrgency Contacts

Click on the problem type below that hest describes your issue,
[-- select Craft -- &

Maintenance Emergency

™ Check here if this is an ermergency or call any of the emergency contacts below,

[Contact Name Contact Phone
978.646.4361

00L Mak
CAMPUS SAFETY (MIGHTS AND WEEK ENDS 978-646-4180

Step 4 please describe your problem or request. ™

Step 5 submit
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https://www.myschoolbuilding.com/myschoolbuilding/MyGateway.asp?acctnum=798390293&ServiceLogin=yes

My Requests

Onceyouhave enteredarequestthroughthe MySchoolBuilding page, youcanviewallof your previous
submissions onthe My Requests tab.Youcanviewtheircurrentstatusandother informationhere.

If yourorganization has multiple requesttabs atthe top of the screen, youwillneedto clickonthe
correspondinglink(My Maint Requests or My Schedule Requests) for the requests youwouldlike to view.
Onceyouare lookingatthe correct requestlist,youcansort andsearchthroughthe listforthe specific
entries youare lookingfor.Youcanalso clickthe Printer iconto bringupa printpreview screen of yourlist of
requests.

Maint Request IT Request Schedule Request Inventory Request Trip Request My Requests Settings Help

* ASSIGNMENT = SEARCH KNOWLELGE BASE

My Maint Requests | My IT Requests | My Schedule Requests | My Inventory Requests | My
Trip Requests | a

My Maint Requests

Note: Once the request is assigned to somecone for approval, you no

Request Totals
8Closed Wark

can edit the request. You can click on the current assigned persen name to Orders
send email and request changes on your request.
Search for

Search this results for:

print preview that
0 your printer.

1 - 8 of total 8 listed

[IStatus | [JLocation [IAction Taken B Complete
EWOID | pIDescription [IAssigned To Date

OArea ORequest Date Sort by dicking the gray square
OArea OType ory.

Number

Closed Mansfield Park High | Mo Action Note 4/28/2011

Work School Ipm, Techl

Orders : 10/14/2010

7621 Cellular email test Bl

Stairway

123

Closed Kimberly High Vent needed to be /29/2009

Work School | cleaned out. Checked

QOrders Please check the air | the temp, and system

3419 conditicning. Warm | is working properly

Classroom | air seems to be again.

art room - o techi, kimberly

e blowing out. 4;29{5009 s .
Heatln_g,."‘v'_entllatlon JAIr

My Settings

Ifyouneedtochange yourpersonalinformationoremail settings, clickonthe Settings tab. Youwillneedtoclick
onthe corresponding link(Maint Request or,Schedule Request) forthe settings youwould like to change.

Once you are on the My Settings page,:

You cannot change your First Name, Last Name, Email Address, or Phone Number information.

You can change some your email preferences. To leave your email notifications to the ones set by the
system administrators, select Use these generic email notification settings. To choose your own email
notifications, select User prefers these email notification settings and check the boxes next to the emails

you would like to receive.

Whenyou have finished makingyourchanges, click Submit atthe bottomof the page.

Page 2



	Entering a request
	My Requests
	My Settings

