
School Dude Quick Step Guide for Requesters 
 

Access the Work Order Form from the Forms section of the District website:  http://www.wynneschools.org  

 

Step 1:  After accessing the website, enter your school Email Address to access the work request page. 

 

Create New Requester Account 
1a. If you are not a registered user, you will create an account by following instructions on the screen. Start by 

entering your Last Name in the field provided.  Click “Submit” to continue. 

 

1b. Finish this part of the registration by entering your First Name. Do not enter Phone Number, Cell Phone 

and Pager. 

 

Click Submit. 

 

Returning User 
If you are a returning user on the same computer, you will see a screen containing your last entered information.  

If you are the listed user, click YES and proceed to Step 2 below to enter the request.  If you are not the listed 

user, click NO and enter your e-mail address and proceed to Step 2 below. 

 

Maintenance Request 
Step 2: Once you are logged in, you will have the screen on which the Maintenance Request is entered.  Use the 

drop down menus when available. 

Location (Campus) where the work needs to take place. 

Building is not a required field and is presently used only for separate buildings at the high school. 

Area is not a required field. 

Area/Room Number is required.  If it is not in a room number, be as descriptive as possible, such as “Boys 

Rest Room on west hall of Building 1.” 

 

Step 3: Required: Click the icon that best describes your Problem category. If the problem type is not listed, or 

you are unsure, choose the one you think is closest.  

 

Step 4: Required: Type in a detailed Description of the problem you are reporting. Please be specific and 

complete.  The more accurate the information, the better we will be able to address your needs.  

 

Step 5: Optional: Enter the best Time for a technician to perform the work.  Enter a time when the room is 

unoccupied or when a technician’s presence will have the least amount of class disruption.  Use time of day and 

not period number. 

 

Step 6: Required: Type in the Submittal Password for Wynne Public Schools. This password is: *********** 
All staff in Wynne Public Schools will use this submittal password, but it should not be shared with people 

outside of the school. 

 

Step 7: Required: Click Submit to have your request sent. 

After you click Submit, the screen will refresh and go to the My Requests tab. 

You will see up-to-date information on your request including the status, work order number and action-

taken notes.  You can click the number next to the status description to see all requests marked with that 

status.  You can search for any work order request by typing in a key word in the Search box and clicking 

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 the Maint Request Tab to enter another request or click LOGOUT at the top right of the screen to exit. 
 

http://wynne.k12.ar.us/

