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How to Login

*Note: If your organization is using SSO (single sign on) for user authentication, your login experience may
be different. If you are having difficulty logging in using SSO or you are unsure whether your organization
utilizes SSO for their Dude Solutions products, please contact your technology help desk for assistance.

e Open your web browser and type md.schooldude.com into the address bar and hit the Enter key.
Bookmark this page or create a shortcut on your desktop to make it easy to come back to this page later.

e On the Account Login screen, enter your Login Name and your Password.

o Ifneeded, click on the eye icon ( “* ) to view the text you have entered in the Password field.
e Make sure that MaintenanceDirect is selected in the Go To box.
¢ Click Sign In.

e [fyou have forgotten your login information, click the Forgot Login Name or Password? link under
the Sign In button.

o Enter your Email Address.
o Click Forgot Login Name? to have your login name emailed to you.
o Click Forgot Password? to have an email sent to you with instructions to reset your password.

Forgot Login Name or Password?

Email Address  dude@dudesolutions com

Forgot Login Mame?
or
Forgot Password?

If you need to reset your EnergyManager or
uUtilityManager password, please call us for immediate
assistance at 877-655-3833.

e Ifyou need additional assistance logging in, see our Login Help page.
Site Administrator Home Page
Here are some highlighted sections of the Site Administrator home page:

My Account Link

e Click on the My Account link to go to your personal information page, where you can change your
password or update your information.
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e The Application Links drop down box is also in this section. If you are a user in multiple Dude
Solutions applications, you can select the application from the list to jump between the different
programs.

¢ Click the Logout link in the far right corner of the page to exit the system.

My Account(1849167372) HIsh (i) Unialsi: | Application Links - V| Logout
apps

Home Page Banner

e The tabs at the top of the screen help you navigate to important areas of the application.

e Home - takes you to the MaintenanceDirect home page.
e My Request - takes you to a list of all the work orders you have submitted into the system.
¢ New Request - where you can enter a new work order.

e Approval - takes you to a page where you can process new work requests that are waiting
for your approval.

e My Settings - links to your personal information page, where you can change your
password or update your information.

e MyDude - where you can access content within the Dude Solutions community.

e The Search For box under the Home tab can be used to find a specific work order or group of work
orders. Enter a Work Order ID number to bring up that specific form or enter a keyword to bring up a
list of work orders associated with that term.

e The Advanced Search link takes you to a more advanced search form where you can select multiple
criteria to find the work orders you are looking for.

e The Help link on the far right will take you to a page that lists ways to contact our support team.

e The Actions menu contains links to List the current items in the account, create Graphs, and run
Reports.

My Request New Request Approval My Settings

Search for G0/ Advanced Search Services | Help
Actions: | List | Graph | Report
Requests

e The graph in this section reflects the number of Approved, Declined, or New Requests for your
assigned location.

e Requests that you have entered can be accessed by clicking on the numbers under the My Requests
section.

¢ You can use the Period drop down menu to change the time period being displayed.
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- ' I'
Period all Work In Process =

Request Totals

0 New Request
3 Approved
0 Declined

My Requests
3 New Reqguest

Approved

Counts are based on Status Date for each selected period. This reflects the actual date of the
last status change,

Requested Work
e The Requested Work section of the home page will show a list of work orders routed to you for
approval.
¢ You can sort the list by the available fields in the drop down in ascending or descending order.

e From this section, you can Approve or Decline the request by clicking the appropriate button. If you
need to decline this work order, enter a reason in the Action Taken field prior to clicking the Decline
button so the Requester will be notified.

e To view more information on the work order, click the Work Order ID number in red.

"REQUESTED WORK

sort by | Request Date V| O Ascending ® Ciescending
1 -1 of total 1 listed Last
ABC High School -

Building: Cafeteria H

131 Kitchen sink is stopped up. Medi
edium

Requested: 9/12/2016 3:358:16 PM Action Taken
Requested Completion Date:
Requested By: Bob Brown
Assigned To: Jones, Jane

Craft Area Area Number
q? ) Cafeteria
Plurnbing

Did you find this helpful?

Yes No
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