Quick Step Guidefor Inventory Requesters

To accessthe InventoryDirect request page:

e Open your Internet Browser (Internet Explorer, Nepe etc...) and type in
www.myschoolbuilding.conn the address bar and press Enter or clickon

e Ifitis the first time your computer has beenhe tvebsite, enter the Organization Account
Number399859470 and clickSubmit Organization as prompted.

Select Organization
Organization Account Number

Submit Organization

You may also copy this link and paste it into thebvaddress window for your browser:

https://www.myschoolbuilding.com/myschoolbuilding/gateway.asp?acctnum=399859470

This will take you to the MySchoolBuilding sign in page for your organization.

e If you would like, you may either add this pageytwr favorites or create a shortcut on
your desktop. To create a shortcut, find a blaela @n the page, click your right mouse
button and selec@reate Shortcut. This will add aricon on your desktop that you can
double click the next time you want to sign in.

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

Email Address
Create Sh
View Source

Enter your email and clickubmit. If you are not already registered as a usersysteem

will notify you that it cannot find your email adels. You will be prompted to either correct
your email address or enter your last name if yeusanew requester. On the next screen,
enter your first name which is required and contarhbers if desired.



To enter an inventory request:

Click on the Inventory Request Tab and follow theps to submit your work order.

Step 1. Before placing your order, you will need to entére tpassword which is
password.

Maint Request Schedule Request Inventory Request

Password []
| Forgot Password? -

Step 2: You will see the first page of your inventory itemif you wish to filter or search for
a specific item, we have we have four options above
1.Catalog — The seven high level categories thaeahs fit into.
2. Commodity — The groups, created by your adrratisrs, that help sort your items.
3. Item Description — Enter a word identifying ikem and all matches will be returned.
4. Current Sort Item Description — Pick the letienumber your item begins with.

Maint Request IT Request Schedule Request Inventory Request Trip Request My Requests 54

Legend: Click [=] to sort table by that column.
[™ material Safety Data Shest (MSDS)

Filtering
Catalog Commodity o
| -- View ALL Catalogs -- vl | -- View ALL Commedities -- v| Item Description I:I
Current sort Item Description: 0 1 23456789 ABCDEFGHIIJKLMNOPQRSTUWWXY ZALL

Inventory Request

To submit your request complete the following form. If vou have any questions please call 545-5656.

View Cart -\._.'7
1 - 20 of total 40 listed First Next 20 b Last pp

Quantity Unit of Issue @ jtem Description £
Requested
@ Item Number [T



Step 3: Select the quantity of your item(s) and update yeaut by clicking the ‘Add to Cart’
or ‘Add /Update Cart’ buttons. The ‘Add to Cartitton will put ONLY the item on that line
into your cart. The ‘Add/Update Cart’ button wpllit all items you selected into your cart.

::_r\jl:;I;E;:-;‘;\vailablewhile gtys last.)

Each Concrete Cinderblocks Add to Cart
CB-BMO02

l:l Each Dell Laptop Add to Cart
LT-KWH3

Each Double Ply TP Add to Cart
CUS-TP-po2

[ Add/Update Cart ]

Mext 20 P Last pp

Step 4: Click the ‘View Cart’ icon on the top right handisiof your item list. This will take

you to the

Furering

page.

Catalo Commodity
--\iew ALL Catalogs -- » -- Wiew ALL Commodities -- vl

Item Description l:l

Current sort Item Description: 01 23456783 ABCODEFGHIIJKLMNOPQRSTUV W XY Z ALL

Inventory Request

To submit your request complete the following form. If you have any questions please call 545-3656.

1 - 20 of total 40 listed
Quantity Unit of Issue

Requested

O Ttem Description Y
@ TIiem Number 7

Next 20 b Last pp

Each

toilet paper - 002

Add to Cart

Step 5: Double check and finalize your order.

ouU AWNE

Your Contact Information will already be filled far you.

Select your location, it is a required field.

Select Area and Area number, if applicable.

Confirm that your items and quantity are correct.

Your password will already be filled in but in casevas deleted it ipaSSWOFd.
Click the ‘Submit as Request’ button.

My Inventory Cart

Step 1

Step 2

Step 3

Step 4

Quantity

Back to Inventory Request List

Please be yourself, click here if you are not

First Name Last Name Email

Phone Pager Cellular Phone
Location []

Dude High School v

Area Area Number

-- Select Area -- e

1 - 2 of total 2 listed

Unit of

Requested Issue

Each

Item ID

CB-BMO02

Item Description

Concrete Cinderblocks

EN

Each

CUS-TP-002

Double Fly TP

Update Cart

Step 5

Password V]

Submit as Request

‘ Forgot Pas

sword?



This will take you to the ‘My Inventory Requestsige. This contains a log of all Inventory
requests that you have created.

If you have any difficulty with the application,
please feel free to contact the SchoolDude.com
support team at 877-883-8337
Or
support@schooldude.com




