Utilizing SchoolDude to Enter a Technology Service Request

The only requests that the Technology Department is able to respond to are those
entered through SchoolDude, using the procedure outlined below.

Only use Internet Explorer to enter a request.

Select Service Requests.
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If you have already registered, please sign in. If you have not registered, click the
drop down arrow.
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Fill in your information and click register. The account number is automatically

populated.

Welcome to MySchoalE.
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Select the IT Request tab.
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Step 2 select Problem Type:

% Maintenance Help Desk: Click on the problem type below that best describes your issue.
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Select Submit IT Request. You will be prompted to fill in the details later in the

process.
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Select Help Desk.
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Select New Ticket.
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Fill in ALL details as listed below and select Create Ticket.
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Do not email a Service Request to the Technology Department, or leave a phone
message. School Dude is the tool that must be used to enter a Service Request.



