Requesting a Motor Pool Vehicle Online
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https://www.myschoolbuilding.com/

You are now on the “Maintenance Request’ page. There are a series of tabs across
the top of the page. Click on the “Trip Request” tab.

/= Welcome to MySchoolBuilding - Windows Internet Explorer

5:, = [ https. e myschoolbuilding. com s hoolbuilding e eouestiieame aep

—

File  Edit  wiews  Faworites  Tools  Help

x hoolbulding.com Ente rtainment Video

>

Sl Favorites | 5% & MySchoolBuilding £ GMU Gnlins Signatures v1 (2) & ] GMU Gnline Signatures w1

|22 - |EA ariba Buyer | &8 maintenanceirect | &8 TripDirect /\lb}' Welcome tao MySch...

George Mason University

| M - E) 0 @k - Pege - Safeby - Took - @

Go to | - Quick Links - ~| LogouTr HELP ™

Georges Mason University

Sot a problem? Email us

Inventory Request Trip Request

Maint Request

Welcome to the George Mason Vehicle Request Form

To submit vour request complete the following form. List all drivers in the Faculty Field. Please add any
notes, such as number of vehicles requested, in the Special Needs and/or Trip Requirements field.

Thank you.

Flease be yourself, click here if you are not Terri Russell
7] Indicates required information.

Need Assistance? Contact Facilities Services at (F03) $53-2442 or masonmp@gmu.sdu.

7] Em

[7] First Name 7] Last Name
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Your name and contact information will auto populate the “Booked By” fields. Please
note a red check indicates required information. Next fill out the “Booking Details.
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Choose a transportation type. If you are requesting more than one vehicle, choose
“‘Multiple Types”
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The next step will be to identify the drivers/riders. Will there be passengers? How
many? Who are they? (use the Faculty & Supervising Adult fields) It is preferable that
we have names and they are identified as faculty, staff or student. The following
formats should be used,

Bob Smith, driver, faculty
Bob Smith, passenger, staff
4 passengers-3 student and 1 faculty (if names are not available)

What is the Educational Objective for the trip?(what activity is the trip in support of?
Example: meeting, conference, training, educational-use the “Educational Objective”

field)
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When you have provided all the necessary information for your request, enter your
password “gmu123” and submit your request. You can track the status of your request
by clicking the words “MyTrip Request”
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