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
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Welcome

To submit your request complete the follotwgg form. If you have any questions please call {609) 927-1911,

E Indicates required information.

Step 1 Please be yourself, click here if you are not Joe Cool

First Name Last Name Email

IJoe ICDD| Ijoecool@aol.com
Phone Pager Cellular Phone
|555-1212 | |555-1234

Click “Schedule Request “Tab

Step 2 Location ]

|-- Select Location -- =1
Area AreafRoom Number

|-- Select Area -- =1
| es, remember my area entries for my next new request entry,

Step 3 Select Problem Type: /]

Maintenance Help Desk:

Click here for Maintenance Ermergency Contacts .
Click on the problem type below that best describes your issue.
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Normal Schedule Recurring Schedule Irregular Schedule
e Single date * Daily — *Single date
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« Monthly
* Same
location/areas

* Multiple

% li 2 *Same
Rooms/areas

location/areas
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Click “Normal Schedule”
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V] Booked by First Name Last Mame |
IJoe ICDD|
Email

Ijoecool@aol.com
Please be yourself, click here if you are not Joe Cool

] Event Title [1oe Cool Halloween Event \

Event Description |It's Coall

Area |Auditorium
] Location [Fernwood Avenue Middle et
] Rooms [ Select Room -- -

Enter the
appropriate

Auditorium Entrance

information

(Uise the CTRL key to select multiple rooms.) the fOI IOWing

] Event Date(s) [10/31/z009 = [« cepternberzo0a || fields...
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Mote: The maximum event d
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this limitation.
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V] start Time [& =] End Time
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Organization Information 2]
/] Organization |-- Select Organization -- =] MNots|
or new [Jos and the Cool Cats e [External <4—— | Select Internal or External

Contact Name I-- Mo Contacts Available -- = |

] First Name V] Last Name

|Joe ICDD|

] Email
Jioecoal@aal.cam

Enter the name of NEW
organization

Evening Phone

] Billing Address [123 Cool Drive =
EHT, M1 08234

Enter Contact Info

se Organization Billing Address

Enter address if
external organization

Document Number

PO Number |

e.g. contract or permit number)

Insurance Information

Company |CO0I Insurance Check th|$ bOX |f
Company Policy No [12345 internal organization
Coverage |Full
Coverage Dates [now T8 To [lated )| -
Complete Insurance Info if
external organization and
Setup Requirements fax certificate to 927-7539
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Setup Requirements

2
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|

Required Maintenance Services

Audiofisual

Bleachers

Climate Cantrol

Equipment

Event Break Down

Event Setup

Grounds

Lighting

Scoreboards

Security

Service description

Two wireless microphones

Grand piano placed center stage

Two spotlights

IFour chair risers and shells
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/] Number Attending |
Number of Adults |
Number of Children |
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Enter the appropriate set-up requirements above
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¥ Lighting Two spotlights

[T Scoreboards I il

[T Security I

Enter numbers
] Number Attending |1DDD <

3 P

Number of Adults

MNumber of Children 995

Other Needs -
-

Event ¥isibility Display events on the facilities use calendar

Enter password,

which is “password”

] Password Forgot Password?

Click “Save”

set I
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