Incident RePluester Guide

How to Register/Log in

1. Blou can access IT Direct in several ways.
a. Go to the Mountain Brook Schools webpage (www.mtnbrook.k12.al.us) and click on the Tech
Assist tab on the top Menu Bar. It is the last tab.
b. Click on the following link, or copy and paste it into the web browser:
https://login.myschoolbuilding.com/msbRacctNumB 28924189 2Rproduct|DRITD

2. If you are a returning user, enter your Email Address and Password. Click Sign In.
3. If you have forgotten your password, click the Forgot Password® Link and enter your email address.
Wedklll send you instructions for resetting your password.

Email Password
requester@schnuldistrict.eﬂ | | -------- | = | Sign In

Forgot Password?

4. If you are submitting your first reRluest, you must enter registration information first. ZNote: Four
registration will be complete after you submit your first refZluest.

e Enter the Account Number provided by your Register
Administrator.
Account Number
e Enter your First and Last Name, as well as your [ 12345 @ |
Phone Number and Email Address. First Name Last Name
e Type the Password you would like to use to log | Joe | [Reauestr |
into your Tech Incident (formerly IT Direct) SR

| 555-555-5555 |

account and confirm it. The password you choose
must be B characters long.

e Click Register to go to the work order refuest e
form. | ....... ® |

Passwords are case sensitive and must be at least six characters long.

Email

|joe.requester@schooldistrict.edu |

Confirm Password

| ....... ® |

Save your Information in ClassLink:

Once you have established your password (eRlisting users) or account (new users) immediately go to
ClassLink to save your password for future use.




How to Submit a Relluest

e Make sure you are on the IT ReRluest tab at the top of the screen.

Maint Request edule Request

FINote: Any field marked with a red checkmark is a relluired field.

e Step 1: These fields will already be filled in with your contact information according to how it was
entered upon registration.

Step 1 Please be yourself, click here if you are not Requester Dude
First Name Last Name Email

Phone %) Pager Maobile Phone

e Step 2: Click on the drop down arrow and highlight the Location where the work needs to be done. Do
the same for Building (if available) and Area. Also, be sure to type in the area description or room
number in the Area/Room Number field.

Step 2 Location [

Dude High School b

Building

-- No Building Available -- ¥
Area Area/Room Number ]
-- Select Area -- v Foom 113

¥es, remember my area entries for my next new reguest entry.

e Step 3: Select the Problem Type that best describes the reluest/issue you are reporting.

Step 3 Select Problem Type: ]

@Technolo Help Desk:
ay p

Click here for Technology Emergency Contacts
Click on the problem type below that best describes your issue.

[T Accounts ﬁ Audio / Visual gom_puter @ Email
= ervices

Miscellaneous/Questions
(Im

<\% Event Setup B Hardware _lf Laptop

e Step 4: Type in a description of the problem.

Step 4 please describe your problem or request. ]
Unable to access my email. Please help! -

e Step 5: Enter a Tag Number if necessary for a specific piece of eBluipment that needs to be worked on.




e Step [: Enter a Time Available, such as a planning period, when workers can come by.

e Step 7: Select a Purpose for the work if applicable.

e Step 8: Attach a file to the reRluest if necessary (i.e. a picture of damage or screenshot).
e Step 9: Type in the Submittal Password. mtnbrook

e Step 11: Click the Submit button.

My Relluest Tab

Blou can view any relluests that you have entered into the system by clicking on the My ReRluests tab. Hover
your mouse over the Shortcuts link and click on My IT ReRuests. Flou will see a listing of any reluests that you

have entered into the system. Elou are also able to print out a listing of your relluests by clicking on the printer
icon.

Maint Request IT Request Schedule Request Inventory Request Trip Request Settings

ASS T | SEARCH KNOWLEDGE BASE | HELP

wy Requests (TSN Legend -
My Maint Requests
My IT Requests ’
My

v IT Requests
flote: Once the reg - . broval, you no longer can edit the request. You can dick on the current Request
lassigned person ni My Schedule Requests bges on your reguest. Totals
Search for ™ 4 New Request
: My Invertory Requests Work 1
Search this results i bow All J 1 ok
Progress

1 - 10 of total 106 . 10 e quests

4 Complete
1 Forwarded

OLocation Daction Taken OComplete Date
O Description ORequest Date
OType
O Aarea Mumber
Work In Progress ;_Dl.ldE High Schioall No Action Mote
199 Computer not warking (10/28/2008 3:12:00 PM
[Computer Monibor
123 I
Hew Request dndrews High School Mo Action MNote
286 Test |7/9/2009 7:54:07 PM
'r!darm Bedl

On the My Relflluests page you will see up-to-date information on your reRluests including the current status,
incident ID number, and action taken notes. Blou can click on the number neft to the status description in the
Relluest Totals section to see all of your refluests marked with that status. Bou can also search for any work
order relRluest by typing a key word into the Search bof and clicking GO.




