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UAM IT Work Order Instructions 
 

 

1) Users will be able to access the UAM IT work order system by following the instructions below.   

2) Please note that these instructions are for IT Work Orders ONLY and not for Maintenance work orders. 

3) Open a web browser and go to the UAM Homepage.   

a. Note:  These instructions may vary based on the browser used. 

b. The direct link is https://www.uamont.edu/. 

4) Click on myUAM at the top right corner of the homepage.  

5) You will be redirected to your MyApps Dashboard (https://myapplications.microsoft.com/) 

6) Depending on your browser settings, you may be asked to login. 

a. You will use your UAM credentials to login (email address and password). 

b. You may be asked to authenticate your login by using your authentication method preferences. 

c. For authentication setup questions, please refer to the link below. 

https://www.uamont.edu/it/pdfs/HowToSetUpYourMultifactorAuthenticationVerification.pdf 

7) Once you are logged in, you will click on the SchoolDude application on your Apps dashboard.   

    

8) You will then see the screen below.   

a. Please click the IT Request tab.  

b. Note:  The Maint Request tab is for entering maintenance work orders. 
 
                    

 

   
 

 

 
 

 

 
 

 

 
 

 

 
 

9) You may see one or both of the following screens when you are being redirected to the IT Request.

 

a. If you see this screen, please click Go To Help Desk. 

 
 

 

 

 

 

 

https://www.uamont.edu/
https://myapplications.microsoft.com/
https://www.uamont.edu/it/pdfs/HowToSetUpYourMultifactorAuthenticationVerification.pdf
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10) To complete your IT work order, please read the instructions provided at the top of your ticket request.   

a. You will need to enter the Work Type, Location, Building, Room, Due Date, and Description.   

b. You will then click Create Ticket at the bottom of the screen.   

c. Please read below step 10 if you need additional instructions to complete this request.

 

                     
 
 

 

 

11) Work Type:  Please click on the drop-down to select the appropriate work type based on your request. 

a. Please note that Crossett and McGehee campuses will need to use the CROSSETT and MCGEHEE 

work types for work orders related to their campus.  

b. All other work types will be assigned to a Monticello technician. 

 
 

 
 

 

 

 

 

 
 

 

                                 
 

 

 
 
 

 

12) Location:  You will click on the drop-down to select your campus location. 
 
 

 

 

 
 

 

13) Building:  Once you have selected your location, the buildings available for your location will appear. 

a. Click on the drop-down to select your building. (EX:  UAM-Crossett will only see Crossett buildings) 

b. NOTE:  If your work order is not specific to a building or it is related to website, email issues, etc, 

please choose X – Building Not Applicable. 

c. Crossett Buildings are below. 
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d. McGehee Buildings are below. 

 
 

e. Monticello Buildings are below. 

          
 

 

  

 
 

  

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

 

14) Room & Due Date:  You will enter the room information (if applicable) and the date you would like the 

request to be completed. 
 

15) Description:  Please enter the details of your work order request in this section.   

a. Please include any specific details needed to complete the request. 

b. Please include a call back number and person to contact if this work order is not for you. 

c. Please include location details if this work order will involve multiple locations or moving equipment. 
           

        

 
 
 

16) Please click Create Ticket at the bottom of the screen. 
 

 
 

17) Once your work order has been created, you will: 

a. You will be redirected to the My Tickets screen.   

b. You can see a list of all tickets including the ticket that you just created. 

c. You can now add attachments and notes to your work order. 

d. You can cancel the work order request. 

e. Please click on the pencil icon next to your work order ID to make any changes to the work order.  
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18) To add attachments (Max Size is approximately 3 MB) 

a. Click on the Attachments tab.   

b. Click New at the bottom of the screen.  

c. Click on the wheel icon. .  The first box below will appear.   

d. Click Browse to choose the file location. 

e. Once the file is selected and you click Open and you will see the second box below.  

f. Click Submit. 

       

g. Your attachment will be added as shown below. 

 

h. Click Save at the bottom of the screen. 

19) To add notes 

a. Click on the Notes tab.    

b. Click New at the bottom of the screen.  

c. Enter your note in the area provided.  

       
d. Then click Save.  

20) Email-to-ticket Option 

a. There is one additional way to create a work order and that is by using our Email-to-ticket Option. 

i. Open Outlook and click on New Email. 

ii. Under To, type in 6560@helpdesk.schooldude.com 

iii. In the body of your email, type what you are requesting and include all of the information that 

you would include in the work order including location and contact information. 

iv. You will not be able to add attachments at this time.   

v. Once you hit send, a ticket will be created in the work order system. 

vi. It will remain in the system until it is completed, so you will not have to enter multiple work 

orders or send multiple emails. 

vii. The ticket will not be assigned to you because it will be created by the system, but you can 

follow-up with IT regarding the work order at any time. 

21) How to view your tickets 

a. Click on the My Tickets tab beside New Ticket.  This will allow you to view ALL tickets submitted by 

you so you can check the status of your work order at any time. 
 

     

mailto:6560@helpdesk.schooldude.com

