
 

 

Entering a UOF request via Schooldude 

1. Go to the following website: 

http://www.myschoolbuilding.com/myschoolbuildin

g/msbdefault_email.asp?frompage=myrequest.asp 

2. Enter your school or outside organization email 

address 

3. Reply will be:  We cannot find the indicated email 

address.  Please either correct the email address or 

enter your last name below if you are a new 

requester. 

4. Enter your last name 

5. Complete the name and phone number info 

 

http://www.myschoolbuilding.com/myschoolbuilding/msbdefault_email.asp?frompage=myrequest.asp
http://www.myschoolbuilding.com/myschoolbuilding/msbdefault_email.asp?frompage=myrequest.asp


 

 

 

 

 

 

Click “Schedule Request “Tab 



 

 

 

 

 

 

Click “Normal Schedule” 



 

 

 

 

Enter the 

appropriate 

information 

the following 

fields… 



 

 

 

 

Select Internal or External 

Enter the name of NEW 

organization 

 Enter Contact Info 

Enter address if 

external organization 

Check this box if 

internal organization 

Complete Insurance Info if 

external organization and 

fax certificate to 927-7539 



 

 

 

 

Enter the appropriate set-up requirements above 

 



 

 

 

 

 

 

Enter numbers 

Enter password, 

which is “password” 

Click “Save” 


