How to Check on the Status of a Work Order
1. Start the Program

a. From your computer’s main desktop screen, go to the Internet and type in http://schooldude.com. Once there, look on the right side of the screen for a blue box that says “Client Login” and click it. 
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b. Click on it until something happens. When you see a screen that says “Login” and “Password”, click in the box that says “login”.   
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c. The login name for ordinary people is “pplant” and the password is “maint06”. This should get anything you like, except that you can’t totally mess things up. The “Go to” box should show a choice of MaintenanceDirect if you click on the down arrow beside it. Click on MaintenanceDirect.
d. Click on the red “sign in” words.
2. Checking Status
a. You will see this screen:
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b. See the box that says “Search for” on the upper left? Under the tab marked “Home”? Under that box, click on the actual words that say “Advanced Search”.
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c. You’ll see a bunch of boxes to choose what you like – scroll through the buildings and click on the one you want. If you hold down the Ctrl key, you can select more than one building. You can refine the search more, but generally the building and status are the only things you will want. You are welcome to experiment.
d. If you want to find all your open work orders, click on “work in progress” in the Status box, and if you want to see all the work orders ever created (open and closed), simply don’t click anything except the building name as a selection. You will see every work order ever created unless you put a date in the search box to narrow it down. To see only maintenance work orders, (avoiding deliveries, grounds work etc) you can add a second component to the search - go to the “Assigned to” and while holding Ctrl down, click on all the names there that start with “Maint”, like MaintCoker, MaintHenderson, etc 
e. Note that you can narrow the search for work orders to avoid seeing every work order that was ever opened or closed by putting in a start and end date – it will then only show the work orders that were closed say, last month, or that were open since last month.
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f. The rest of the choices don’t matter much except to narrow the report down – the last thing is to click on the “search now” box.
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g. This is a report you get on your building – the little arrow boxes next to the white/blue titles just let you sort it in reverse, by date, by craft, etc. Date is usually the best, but you get to choose.

h. Click on “Print This” (or “Save to Excel” if you just want to save it electronically and save paper). If you don’t get results, it means you have a pop-up blocker enabled. To fix this, just hold down the Ctrl key on the keyboard the whole time after you click “Print this” it overrides the blocker. 

i. That’s it! Call if you have problems. 450-1348

JD Thompson

Director of Facility Systems
Hendrix College

