
Service Provider Quick Step Guide

How to Login

l Go to fsd.schooldude.com
l Enter your Login Name and Password (Make sure FSDirect is selected from the drop down
menu underGo to).

l Click on Sign In.

How to Complete Event Tasks

l In the Upcoming Events section on the home page, select the Location from the drop down
menu.

l Enter a date range in the Start Date and End Date fields.
l Click on the Refresh button.
l If needed, click on Next 10 to view more events.
l Click on the Complete button when you are finished with the task.

In addition to the Upcoming Events section, you will also see your
assigned tasks on the right side of the home page in the To Do Tasks
section. Click on Done to complete the task.

How to Create aWork Order or Incident

*Note: You will have this option only if your organization owns MaintenanceDirect or ITDirect.

l In the Upcoming Events section on the home page, select the Location from the drop down
menu.

l Enter a date range in the Start Date and End Date fields.
l Click on the Refresh button.
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l If needed, click on Next 10 to view more events.
l Click on the Create Work Order or Create Incident button. The system
will open another window which will display the work order in
MaintenanceDirect or the incident in ITDirect. The FS Schedule section
on the work order or incident will contain the schedule details from the
event in FSDirect.

l If no additional information needs to be added to the work order or
incident, either minimize or close out the window.

l You can now mark the task Complete in FSDirect. *Note: If the task is marked complete in
FSDirect, it will also mark the work order or incident complete in MaintenanceDirect or ITDirect.

How to View the Calendar

l Click on the Calendar Tab.
l The calendar will default to the Month View. To change your view, hover
your mouse over the Shortcuts menu to select a different view.

l When you initially look at the calendar there will not be any events
displayed. Use the drop down menus beside Location, Rooms,
Organization, etc. to filter what you would like to see on the calendar.
*Note: You will need to select something from the Location drop down menu to see events on the
calendar.

l Click Refresh Calendar once you have made your selections.
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When viewing the calendar you can:
l Hover your mouse over the event title to see the time of the event.
l Click on the event title to see more detailed information about the event.
l Click on the date to see a Daily View of the Calendar.
l Click on Next Month > in the bottom right hand corner to see upcoming events for the next
month.

How to Print Calendar Details

l Once you have filtered your calendar, click on the printer icon next to Print This! (Located in the
upper left corner of the screen.)

l Make selections in Steps 1 through 14 to filter for the events you need to see. Make sure that you
have checked the box to Print Event Tasks in Step 11.

l Click on the printer icon next to Print.
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Here is an example of the Event Calendar Report. Once you have the print preview on your screen
you will be able to print it out.
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