
For End Users
Submitting an IT request in Schooldude



1. Go to your school website

Scroll down … 
(use the mouse wheel or the down arrow on 

your keyboard to move the page down)

Find and click on the 

“schooldude” link
(one click only)



2. Fill in your Email & password

Click “Sign In” once you have filled in the Email 

and Password fields ...

*Go to the next page if you don’t know your password



*If you don’t have your password...

1. Click on the “Forgot 

Password?” link.

**If you don’t receive an e-mail response that probably means you don’t have an account, go to the next page

2. Type in your email in the box

3. Click on “Submit”

4. You should receive an e-mail with instructions.

5. Type in your new password (I suggest “helpme”)



** If you don’t have an account ...

1. Click on the arrow

2. Fill in your blank 

fields with your info

3. Click on the 

“Register” button
(click only one time)



3. Submitting a new request

Make sure you’re on the “IT Request” 

tab at the top
(one click only, please)

Select/Fill-in the following:

1. Location (drop down options)

2. Area (drop down options)

3. Area/Room Number (fill in)

4. Select checkbox to avoid 

having to repeat these steps



4. Filling out your request form

Select your problem type. Click 

on the icon related to the type of 

problem you are experiencing. 

(One click only please)



5a. Fill-out type of request

Good Examples: “My screen is black, 

but I haven’t tried pressing the power 

button for 10 seconds to restart it yet”

“My printer just sits there staring at me 

even though I’ve told it to print at least 

10 times. It reminds me so much of my 

kids!”

“I restarted it already. It still doesn’t 

connect to the internet.”

Bad Examples: “My printer is broken. I need 

a new one.”

“My computer is broken. Remember last 

time when you told me it wasn’t broken and 

that I just needed to restart? Well this time it 

really is broken. No, I haven’t restarted it yet. 

I’m waiting for you to do it.”



5b. Fill-out type of request

(one click only, please)

● If the problem requires reassignment to a member of the IT department at the 

district office, it is important that you are specific and provide some detail. 

Complete sentences help those of us in the IT department to understand you 

better.

● Fill out the submittal password “helpme”

● Click on “Submit” at the bottom



6. Success!

You will be taken to the “My Requests” 

tab after submitting your request.

Here you can see all of your schooldude 

requests.

You will also receive an e-mail 

confirmation.


	Slide 1: For End Users
	Slide 2: Go to your school website
	Slide 3: Fill in your Email & password
	Slide 4: *If you don’t have your password...
	Slide 5: ** If you don’t have an account ...
	Slide 6: Submitting a new request
	Slide 7: Filling out your request form
	Slide 8: 5a. Fill-out type of request
	Slide 9: 5b. Fill-out type of request
	Slide 10: 6. Success!

