FACILITY

FSDirect Requester Guide

How to Register/Login

¢ OpenyourInternet Browser (Internet Explorer, Firefox, etc).

¢ Typethefollowingintothe web address bar: www.myschoolbuilding.com. Press the Enter key
or clickonGo.

e Enterthe accountnumber 921958912 then click on Submit Organization. Oryou can use
the following linkto accessthelogin page:

http://www.myschoolbuilding.com/myschoolbuilding/myschedulenew wizl.asp?acctnum=921958912

a

The Dude Says:

You can create a shortcut to your desktop, find a blank
area on this screen and right click on your mouse. You will have
the option to create a shortcut or add to your favorites. Creating a
shortcut will add an icon to your desktop. You can double click it

\ the next you want to sign in. /

¢ You will be prompted to enter your email address then click Submit.

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

Email Address |

¢ Ifyou are anew user, the systemwill notrecognize yourightaway. Enter your First Name
and LastNameandthenclick Submit.(The Phone Number, Cellular Numberand Pager
fieldsare optional.)

First Name [] Last Name [/]
|Dude | |Requ5ter

Email Address []
[dude@requester.com |

Phone Mumber Pager

| | |
Cellular Phone
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The Dude Says:

If you need to check the calendar before submitting your
requests, click on the link below once you are logged in. It will
take you right to the Month View calendar. The calendar may not
display any events at first. Select from the Location drop down
menu then click Refresh Calendar. You can also filter your
calendar view according to room, organization, etc.

-

https://www.myschoolbuilding.com/myschoolbuilding/mydtfs
calendar.asp?nmonth=&nyear=&L oclD=&buildingid=&RoomID=
&ArealD=&eventstatus=&FirmID=

e Clickonthe Schedule Requesttabifyou do notsee the screen below. Selectyour schedule
type.

~—-
Maint Request IT Request EEIELIERELICE S Inventory Request  Trip Request My Requests My Settings

x

Normal Schedule Recurring Schedule Irregular Schedule

Services | ASSIGNMENT | SEARCH KNOWLEDGE BASE | HELP|

* Daily

* Weekly

« Monthly

* Same
Location/areas

*Single date

* Multiple dates

*Same
Location/areas

*Single date

* Multiple dates
* Multiple
Rooms/areas

e When entering a schedule, any field with an orange vertical line beside itis arequired field.
The systemwill notsave yourrequestifthe informationis notfilled out.

o EntertheEventTitle.

o Click onthe drop down menus beside Location and Rooms to selectthe spaces that
are needed.

o Choose your eventdates by clicking on the date in the calendar box to the right. You can
clickonthe arrows in the calendar box to select a differentmonth.

o Enterthe Start Time and End Time and make sure thatyou are selecting AM or PM for
the correcttimeofday. YoumayselectaSetup Begin Timeand Breakdown End Time
if neededforthisevent.

o Clickonthe Check Availability button to verify you are not double booking a room.

*Note: The boxes beside Duration and Spans (shown below the Setup/Breakdown time)
typically will not need to be changed. Spans over should be left as 1 day unless you are
requesting an overnight event. The duration automatically calculates according to the start and
end time that you enter.
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e Enter any Additional Information, Organization Information, Insurance Information, Setup

Requirements,and Rental Requests thatmay appear ontheform.Remembertofillinall
requiredfields marked withanorangeline.

o Atthe bottom of the page you will be prompted to enter the Submittal Password of password.
Click Save to submityourrequest.

Password | Forgot Password?

Save | Reset |

*Note: If you have multiple schedule requests to enter at one time, you can use the Renew
feature to save you time. Once you have submitted the first request, scroll to the top of the screen
and click on Renew Schedule. This feature acts as copy button and will copy all the information,
except for event dates, from the schedule that you just submitted into a new schedule request

form. Because it is a new schedule, you will be able to update any of the necessary fields and
add the new event dates.

| Update Schedule

Welcome to our Facili

Rental Request Site for faculy
to view a current cal

ents, please click hers

Renew Schedule

Booked by | First Name
Dude

e Youcan review any requestthatyou have entered into the system.

o Clickonthe My Request tab, then hover your mouse over the Shortcuts menuand
click on My Schedule Requests.

o Youwill be able to see when your request has been approved, declined, etc. You are

also able to printoutalisting of your requests to PDF or Excel by using the icons atthe
bottom ofthelists.

Maint Request IT Request Schedule Request Inventory Request Trip Request QUIGHIEECE My Setf

Services | ASSIGNMENT | SE KNOWLEDGE B

My Requests Related Links =

My Maint Requests

My IT Requests

Search for ™
Search this resul Show All

My Inventory Requests
Filter List .

My Trip Requests
View Organization

0123488789 AMRBCDODFEFFCHTIKI MNOPORSTIJWWXYF K]
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e You can access the Month View of the event calendar directly by following this link:
https://www.myschoolbuilding.com/myschoolbuilding/mydtfs

calendar.asp?nmonth=&nyear=&LoclD=&buildingid=&RoomID=&ArealD=&eventstatus=&Firml
D=921958912

¢ Or youcanalsoviewthecalendarbyclickingontheMy Requeststab.
o Hoveryourmouse overthe Shortcuts menuand clickon My Schedule Requests.

o Hoveryour mouse over Related Links (nextto the Shortcuts menu) then click on Month
Calendar, Day Calendar, or Week Calendar.

Maint Request IT Request Schedule Request Inventory Request Trip Request ST ST

Services | ASSIGNMENT | SEARCH KNOWLE

My Requests m Related Links =
My Schedule Requests

Search for "
Search this results for;

List My Requests |

e When accessing the month calendar, forexample, the default view will be on the current
month/year.Youcanchange eitherofthese by usingthe Select Month/Year dropdowns. *Note:
The calendar may not display any events at first. Select from the Location drop down menu then click
Refresh Calendar. You can also filter your calendar view according to room, organization, etc.

Menth Calendar

Day Calendar

Week Calendar

Filter List

Select Month/Year October r 2014 V¥ Area  -- Select Area -- v
INSTRUCTIONS: To display schedules onl elow calendar, please select Location  -- ORGANIZATION WIDE - ¥
wour search criteria shown on the right a click "Refresh Calendar’ Building  -- Select Building -- v
Q Print This! Room -- Select Rooms --

L —

Start Time
Event Status

Organization

{Use the CTRL key to select
multiple rooms.)

1 ¥ 00 Y AN Y andgreater

ALL events v

-- Select All Organiz
| Refresh Calendar |

e Theitemsthatyou will see onthe calendar are the eventstitles. Ifyou would like more
information about a particular event, simply click onthetitle to view the details. Thereis a
Legend under the calendar which indicates what the dots and symbols to the left of the event
title represent.

Got questions? Answers are what we’re here for.
Phone: 877.868.3833 - 8:00 am to 6:00 pm EST
Email: support@schooldude.com
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