
Quick Step Guide for Columbia Heights 
Helpdesk Requesters 

Everyone should have an icon on your desktop that says 
"District Helpdesk". The icon may NOT appear on your desktop right away as 

pictured below with the Help button, but it will still say “District Helpdesk”.   

By Clicking the icon on your desktop it will take you to a webpage that looks like the below 
page.    

DISTRICT HELPDESK ICON 

You may also copy this link and paste it into the web address window for your 
browser: http://www.myschoolbuilding.com/myschoolbuilding/mygateway.asp?
acctnum=327445446 

Step 1: Enter in your full district email address… 

(Example for Employee John Doe….DoeJ@colheights.k12.mn.us) 

Step 2: You will create an account with a password. You cannot create an account until you are 
ready to submit your first request under Maintenance, IT or Schedule. If you have an account but 
cannot remember, your password to access the Helpdesk, click on forgot password. If you do not 
see an email within a few minute from Schooldude, check your Clutter or Junk E-Mail folder. This 
password is different from the submittal password, which is "chps".



Step 3: Notice the tabs at the top of the page. We have Maint Request, IT Request, and 
Schedule Request. Under Maint Request and IT Request, there are different problem 
types to choose. Under Schedule Request, you have different schedule types to choose.   

Step 4: Select your request type: Maint, IT, or Schedule. Fill in your information. The 
pager and cell numbers are not necessary. You can check the box to remember your entries 
for next time.

Step 5: Click on the drop down arrow and highlight a Location of where the work is to be 
completed. Follow the same steps for Building and Area 
*if selections are available. Also, be sure to type in your Area description or Room #.



IT Problem Type - Request sent to Technology Dept.

Step 6: Select the icon that best describes your problem and click on it. 

Maintenance Problem Type - Request sent to Custodians/Maintenance Dept.

Schedule Type - Sent to Custodian\Maintenance & Technology Dept.

Step 7: Type in your description of the problem  
Step 8: Type in the best time for a technician to come by if available      
Step 9: Click on the drop down arrow and select a purpose code if available 
Step 10: Type in a date when you would like the work to be completed 
(Click on the calendar to choose a date or type in a date in this format 
04/02/08) if available 

*Include room setup and technology needs in Schedule Requests
Maint: Services - Check Event Setup and complete the description section (EX: 
Tables in a square for 12)
IT Service - Check Audio/Visual for Projector and Laptop and complete the 
description section (EX: Laptop for presentations, Projector)



After you click submit, the screen will refresh and go to the My Request Tab. 

On this screen you will see up to date information on your request including 
the status, work order number and action taken notes. You can click on the number 
next to status description to see all request marked with that status. You can search 
for any work order request by typing in a key word in the Search box and clicking on 
GO. This will pull up any of your requests with that word in it. (EX: keys would pull up 
any request dealing with keys). Click on the Work Request Tab to input a new request. 

Step 11: Type in the submittal password of: chps  
(NOTE:  “chps” is the password for everyone) 
This is different from the password you use to 
access your Helpdesk account.

Step 12: Click submit 

NOTE:   you will be able to fully track your requests that you have submitted by
clicking on the “my requests” tab. 




