How to fill out a
Maintenance Work Order

Welcome toSchoolDudél
SchoolDude

I's Kirtl adabdds new
user friendly work ordesystem

that can be access&om any computer

Kirtland Community College

Facility Management Department

In an effort to improve customer service, eServices
and the Facilities Department at Kirtland Community

College would like to introduce our new work order
process.

School Dude is an easy to use, online tool that allows
customers to submit work request from their own
computer.

Continue

Maintenance Direct
This interactive tutorial will provide a brief demonstration
g of "How to Enter a Work Order Request” is for workorders
Move your cursor over the icons to learn more
about each application: directed to the
e : Facilities Department.
I Maintenance Direct is a web-based work

management tool that enables requesters

'&l W to submit maintenance work orders to the I T D i re Ct

Facilities Management Department!
7

is the module for

IT Direct enables requesters to submit
work orders related to computers, .
@ DIRECT audio visual and telecommunications WOI’k 0] I’del‘S d | reCted to

equipment directly to EServices!

- Eservices.

Continue
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When you go onto the internet, enter
www.myschoolbuilding.com

into your web browser.
The first time your computer visits this
website, you will need to enter our

Organization Account number:

455640288

| Select Organization
Organization Account Hum ber 455640288

Type this URInto your web browser!

Submit Organization

Click "Submit
Organization"

Log-in to the system by entering
your email address.

If prompted to enter your first

& last name, do so.
(You may want to create a shortcut;
right click & save to desktop)

\]/

Wacama! To bagn, pleasa entar your amal scdress baiow

Emalil Address Idudsu@klrtland.edu I

Use your email address to login
to SchoolDude

Submit

Click ]

"Submit"
J

Klnlan:.:;n:nun College ThlS iS your
@ oo I SchoolDude Homepage

Back to Kirtland Homepage

Got a problem? Emait us

Maint Request

Across the top of this page, you'll see six tabs
that will help you navigate to additional
information.

» You may

[ 1ndicates raquirad information.
Step 1 Please be yourself, click here if you are not John Dude
First Name Last Name Email

Phone V] Pager Cellular Phone

| ]

Step 1- This area should alread |
be filled in with information you | Click here to continue
entered on the sign-in screen.
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To see how easy it is to enter a
work order, complete the online
form by following the commands

on each slide.

Kirtland Community Coll
Faciliies Management
a Work Orders

ege

Back to Kirtland Homepags
Got a problem? Email us

Maint Request

Click on
"Maint Request” to enter a work
request for the Facilities
Department.

ot
Pager Cellular Phone |

Phone [¥]

Click on the appropriate

tab for the type of work order

you would like to submit.

| i

Kirtland Community College

<.

Got a problem? Email us

Maint Request

IT Request
= ASSIGH

CIXXXT] rocouT  HELP

Click on

IT Reguest” to enter a
work request for
EServices.

EIialt

Last Naifte
|

Pager

Cellular Phone
—

Step 1

Step 2

Step 3

EI Indicates required information.

Please be yourself, click here if you are not John Dude
First Name Last Name Email

Phone ] Pager Cellular Phone
Location []

-- Select Location -- | #|

-- Select Location --
|MTEC E

Area

|-- Select Area --

& Select a
Location from the
drop down list

[ es, remember my ar

Select Problem Type: [

Maintenance H

Click here for Maintenanc
Click on the problem type Bemw OTar DESt OESCIDES yOUT 15508,

|—— Select Craft -- v|

Maintenance Emergency

Step 2

Choose a

Location
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Building

& Area

Type a specific Area or Room

Number into the text box
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