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George Mason University
Work Order Request Manual

Logging into the system

This first section directs you through the initial setup of the work request system.
A. Open a web browser and enter www.myschoolbuilding.com into the address line.  Enter the George Mason Account number 198557072.
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B. When the screen refreshes, you will see George Mason University appear in the upper left-hand corner.  This confirms you are in the correct account.  Next, enter your email address.
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Creating a Shortcut to the work order page

From the work request page:

· Place your cursor on a blank area of the screen

· Click the right mouse button

· Select Create Shortcut from the menu

· Click Ok or Yes to add the shortcut to your computer
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Submitting Work Orders

Complete the following steps to submit a work order.  Any field marked with a red check box ([image: image6.png]


) is a required field.  You must populate those fields before you can successfully submit the work order.

A. Step 1.  Contact information.  Be sure to enter your telephone number.  Once this information is entered, the system will remember your information for future requests.
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B. Step 2.  Indicate where the work is by selecting your campus from the Location field.  Select the Building on the campus and the type of room using the Area field.  Use Area Number to identify the room number.  Check the box for the system to remember your selections on future work requests
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C. Step 3.  Click an icon to select the Problem Type of the repair you are reporting.  Report only one problem at a time.
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D. Step 4.  Enter a detailed description of the problem.  Include all necessary Budget Codes.
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E. Step 5.  Attach a file to a work order such as a picture or setup requirements for a special event.
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F. Step 6.  Enter the Submittal Password.  The submittal password for GMU is gmu123.
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G. Step 9.  Click Submit to save the work order and route to maintenance personnel.
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Checking the status of your work orders

When you successfully submit a work request the system directs you to the My Requests tab.  This verifies the receipt of your work order.  Click the My Requests tab anytime to view the status of work orders.  Users may also use the Search field to locate work orders by keywords.
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