Using SchoolDude to Report IT Problems: Teachers

Go to Technology Departments page or visit
http://www.myschoolbuilding.com/myschoolbuilding/msbdefault.asp?accthum=152108
223

The next screen will have you enter in your email address. Please use your
@newmilfordschools.org address.

NEW MILFORD BOE

Got a problem? Email us

Welcome! To beaqin, please enter your email address below.

Email Address |

On the main page for School Dude, you will need to click on the IT
Requests tab to begin a request. You are now ready to submit a request.

NEW MILFORD BOE

Mew Milford Schools
Got a problem? Email us

Main _ IT Request My Requests Settings Help



http://www.myschoolbuilding.com/myschoolbuilding/msbdefault.asp?acctnum=152108223�
http://www.myschoolbuilding.com/myschoolbuilding/msbdefault.asp?acctnum=152108223�

First select your location, building and area in the drop-down boxes as
shown below. (If you would like you can click to remember this location.)
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Step 2 Location [¥]

-= Select Location -- w
Building
-= Select Buillding -- W

Area Area/Room Number [
== Select Area -- W

[] ves, remember my area entries for my next new request entry.

Step 2 Select Problem Type: [v]

For steps 3 & 4 you will need to choose your problem type and provide a brief
description of your technical problems.

Step 5 Please enter the Tag or Serial Number.

Step 6 will have you enter the submittal password.

Step 7 If you would like to attach a file to the work order

Step 8 Enter Submittal Password

Step 4

Step 5

Step 6

Step 7

Step 8

Step O

Please describe your problem or request. ]

Tag Number [v]

Requested Completion Date

i

(4 walid date is required. Text i= not accepted, but vou may leave it blank. Click here for assistance in date entry.)

Attachment
attach MNew File (Maximum allowed is two attachments with a size of 3MB or less per file.)

Submittal Password ]

Forgot Password?

“Your new requests are automatically shown as approved by you on submit,
NOTE: You will receive the following neotifications,

You will be notified of status changes to your request.

Click on ~=™t] the button to process your request.




The last screen shows that the request has been sent. This request will be
sent to your school tech. The school tech will determine if they can resolve the
request or they will forward it to the appropriate IT Team.
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