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Maintenance and Facility Request Instructions (MSD Staff) 

Filling out your first request for maintenance or facilities is as easy as 1, 2, 3, 4.  

 

1) Click the link at the bottom of this page and it will bring you to the login page.  
 

2)  New users should click the arrow to expand the registration form and fill it out.   

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

3) After you click register you will be brought to your “My School Building” home page.  

Here you can submit a maintenance request, schedule request, or IT Request (Help 

Desk) ticket.  You can also view your requests.   

 

 

 

 



- 2 - 
 

4) To complete a Maintenance OR Schedule request fill out the form and enter the 

submittal password which is: mcfarland. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Here to login and get started. 

 

A few notes about the requests: 

Maintenance Requests 

• Needed anytime you require assistance from Building and Grounds.   

• The status of the request will be updated periodically, and you will receive an email notification 

when that happens. 

Schedule Requests 

• Needed anytime the facilities are being used outside of normal education hours.   

• Please title your event with a title that helps identify the group that is using the facility.   

• Please use the description box to tell us a little more about the event.   

• Please be sure to specify any service requirements in the service requirement fields. 

 

mcfarland 

https://login.myschoolbuilding.com/msb?acctNum=914500296&productID=MD

