
 

 

Requester User Guide 

Logging into Asset Essentials 
Please bookmark this link on your computer: https://assetessentials.dudesolutions.com/AlbrightCollege  

Use you school issued email and computer login password. 

 

Creating a Request 
If prompted from your My Request page click New to start a new request. 

**note that some users may not need to click the New button. 

 

 

 

 

 



  
   

 

 

1. Expand Select Site by clicking the blue arrow.  A single site will default here, however if you submit 
Requests for various sites you will need to select the appropriate Site from the dropdown menu. 

2. Within the Request Details section you will need to select a Work Category from the drop down that best 
describes the type of work being asked, Room Number or Area, Contact Phone Number and a detailed 
description of the Work Requested.  Depending on the Work Category selected you may be prompted for 
some additional details.   

 

 

 

 

 

 



  
   

2A. You will also need to click the icon to the right of Location to select a building.  Select a building by clicking 
on the blue arrow to the left of the appropriate building.  Use the Name field to search by building name and/or 
note that there are more than one page of building names.    

 

3. Optionally you can click Browse to add a picture or document to the Request.   
4. Finally, click Save in the upper left to save and submit your Request.  Note that if not all the required fields 

(Bold*) are filled out the Request will not save.  Upon successfully saving you will be returned to the My 
Request summary view and your Request will have a system generated Work Order # for reference.   
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