ITDirect
Technology Work Request How-To

1)  See Building Tech for IT Direct Password! Then Login to:
http://www.myschoolbuilding.com/myschoolbuilding/itdgateway.asp?acctnum=625013997

2)  Type in your email address: Click on Submit.

Douglas School District

=

Welcome! Ta begin, please enker your email address below
Email Address cspoalmanidsdkl 2. net

Submit

3) A message will appear in red: 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)  Type in your Last Name and click Submit.

5)  On the next screen you must fill in the areas with a check box. These are
required fields. (See picture on next page.)

6) Click on the Submit button.

6a) See Page 4 (#16) if you have already logged on at some point, as you
do not have to go through the above 3 - 6 steps again!
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10)
11)

12)

F' Indicates rogulred information.

First Namie [/] Last Name [,
I:E;.'l'-'_l Spoolman
Email Address 7]

capidimaniEasdk 2. nat

Phane Mumber Pa Oer
Callutar Phone
Subrmit

Mote: This information will be saved after you submit your first request, Mew users are not saved until their first
reguest has been submitted.

The next screen you will fill out the information for the work request. Select your
Building, under Location, in Step 2. Type in your Area/Room Number.
(Remember: Anything with a red check box next to it is required!)

Click on the box next to Yes, remember my area entries for my next new
request entry. This will then remember your login and what building you are
in.

From the pull down menu in Step 3, select your problem type. If it has to do with
your computer, select Desktop/Workstation. If it has to do with your
MacBook or iBook, select Laptop.

Describe your problem in as much detail as possible in Step 4.

In Step 5 ITDirect refers to Tag Number which means Douglas number. (Not
every item will have a Douglas number.) Please enter the entire Douglas
number, if applicable. (ie: 22-0003876). Otherwise, enter N/A.

In Step 6, if you have a screen shot of an error, or something you wish to show, you can attach the
file. (See Podcast for more information on how to do this.)
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13) In Step 7 here you will enter the ITDirect password assigned. Everyone uses the same
password. (See your Building Tech person for the password.)

14)  All of your work requests will go directly to your building tech. They, in turn, will route to one of us at
the Tech Department if they are unable to handle the problem.

15)  Your work request will look similar to the following picture:

10/29/07

Step 1

Step 2

Step 3

Stap 4

Step 5

Step 6

Stap 7

Step 8

Douglas nvertory numbar (ie: 27-0002357).

| Indicates required infarmation.

Please be yourself, dick here if you are not Cedric Spoolman
First Marma Last Mame Emiail
Cedric Spaalman rspoalman@csdk 12 net
Phaone Pager Cellular Phone
Location [~
Badger Clark == _.l
Building
-= Wiz Building Awvailagle -- __]
Area Arza/Room Mumber [/7]
--b:lb:tﬁ.rea--g 19

E ¥oa, ramembar my ared onkrigs Tor my naxt faw raguest antry.

Select Problem Type: 7

'E Technology Help Desk: Click on the problem type below that best describes wour ssue.

D6 s ko W orksTaTion 5]

Pleass describa your problem or requast]/]

My comiputer s=ems to be running slow whenewer 1 try and swf the
irternet. [t is sa frustrating because 1 only hawe five other programs
rurnirg ard with 256 mamory il should run just fire, 18 used o when 1 had
my old SE!

Tag Number 7]

22-0003478

Attachment
Attsch Mew File (Maximum allowed 3 teo ab@chments with 8 see of IM0 or less per file.)

Submittal Password,|

Forgot Fasswaord?

" Submit "
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16) The next time you log on to ITDirect to enter another work request, use the
same address as you did when first creating your user ID. It will either take you
to one of two screens. (See pictures below.)

| Douglas School District

Welcome! To begin, please enter vour email address below.
¥

Email Address

Douglas School District

10/29/07

Welcome Cedric Spooclman!

First Mame
Cedric

Email Address

cspoolmanB@dsdkl2.net

Phone Number

Cellular Phone

Are you Cedric Spooclman? “vEs

" submit |

OR

Last Mame

Spoolman

Pager

‘NO
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