
Quick Step Guide for Requesters 
Type www.myschoolbuilding.com in your browser’s address bar to register yourself on the 

MySchoolBuilding.com page and create schedule requests: 
 
Next enter Clarkstown’s account number in the field provided: 496649883 

 
 

1. Enter your email address and click Submit. When prompted to enter your first and last 
name, do so and click submit.  

 
 

2. When you get to the next screen make sure to click on the Schedule Request Tab. 
 

 
 
 
Select your schedule type- A Normal Schedule will work best for most requests.  
 

 
 

3. Fill out all boxes with a  mark beside it. Type in your Event name. Click on the drop 
down arrows to see your selection choices for each box. Choose your event dates by 
clicking on the date in the calendar boxes. You can click on the black arrows in the 
calendar boxes to change months. Also use the  button to verify you are 
not double booking a room. 



 
4. Follow the same process to fill in the sections on the form making sure to fill in the 

boxes with the red check mark. Please call the Facilities Office to get the password to 
complete your request: 845-639-6433. 

 
5. To verify request has been submitted, click on the My Request Tab, then the My 

Schedule Request link. Here you can find up to date information on your requests and 
what status they are currently in. 

 
 

Once the permit has been approved or denied, you will be notified by email.  
If you have any questions please don’t hesitate to give us a call: 

Client Service Center 
877-883-8337 

Support@schooldude.com 


