Quick Step Guide for Requesters
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To register yourself as a Requester:

e Open your Internet Browser (Internet Explorer, Netscape etc...) and type in
www.myschoolbuilding.com in the address bar and press Enter or click on Go.

e Ifit is the first time your computer has been to the website, enter the Organization
Account Number 695688857 and click Submit Organization as prompted.

Select Organization
Organization Account Number

{ Submit Organization

You may also copy this link and paste it into the web address window for your browser:

http://www.myschoolbuilding.com/myschoolbuilding/msbdefault email.asp?frompage=myre
quest.asp

This will take you to the MySchoolBuilding sign in page for your organization.

e If you would like, you may either add this page to your favorites or create a shortcut
on your desktop. To create a shortcut, find a blank area on the page, click your
right mouse button and select Create Shortcut. This will add an icon on your
desktop that you can double click the next time you want to sign in.

Welcome! To begin, please enter your email address below.
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Enter your email and click Submit. If you are not already registered as a user, the
system will notify you that it cannot find your email address. You will be prompted
to either correct your email address or enter your last name if you are a new requester.
On the next screen, enter your first name which is required and contact numbers if
desired.






