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Becoming a Requester -

School/District Facilities Scheduler

website URL that has been provided Welcome to Our Online Resource Request System

to you (1) and if you are already a ‘Gym requests will not be approved if before 6pm on M-F.

Requester, enter the Username and

Password on the Login fle'dS (2) If you have set up requests or a specific room layout you want, you can upload files with your Facilities Forgot your password?

Request. Staff can reserve Computer Labs and Media Centers without needing Approval.

Contact Mary Higgins at: 302-555-1212 for questions or email us at: info@ppasd.org You have been logged out.
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If you are new and want to become a Requester, click on the button ‘Become a Requester’ and complete the Registration Form (3).



Once you have clicked on the button,
a window will appear with the

Facilities Requester Registration Form.

Here, at least fill out all the required

fields marked with an asterisk symbol.

A. The first section is your
Organizations Name & Info.

1. Organization/Client *

2. Address: City, State, Zip*

3. Select if you have Liability
Insurance, Exp. Date

4. If you pay sales tax

5. Tax Exempt #

6. Desired PIN Number for signing
contracts*

B. The second section is the Contact
Person information being Your Name
and Info.

1. Salutation*

2. First Name and Last Name *

3. Address: City, State, Zip

4. Phone Numbers

5. Email*

And, the last part is your Login
Information.

1. Username*

2. Password*
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Click Here for 2 Video Tutarial

Point Pleasant Academy
Facilities Requester Registration Form

“ |1 am requesting as a School Staff Member
Your Organization Name & Info: 6

Organizatiom’CIientl ] =
Mame:
Address:

A=

City: | | =

State, Zip:[ #] *

Do you have Liability N
Insurance?:
If so, Insurance Exp Helo

Insurance Policy: Upload

Do you Pay Sales Tax?:
Tax Exempt #:|:| Helo

Desired PIN Number:: * Help

(for Signing
Agreements)

= Required Fields

<+« Back to Login

Contact Person — Your Name:

Salutation: =

First Name:| | *
Last Name:| |

Address:
(ONLY if different) 4

City:

State, Zip:[ #]
Office Phone:| |
Home Phone:| |
Mobile PhrJne:| |
|
|

Office Fax: |
Email: |

Desired Login Information:
User Name:| |
Password:| |
Retype Password:| |

Type the characters you can see in the image below

Type the text

Privacy & Terms

Submit Registration Form
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When you have completed the form, click on the Registration
Form.

Facilities Calendar NI L L[| RequestHistory| || PaymentHistory || Profile Info

Facility Request Form for American Red Cross Sereen: o o
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A new window will appear with another form to fill out to make

the facility request. a. A pop-up window will appear showing a calendar where

you will select the day or days of the activity, and then, on
the right-hand side you can set the Start time and End time
of the event.

1. Name of the Activity

xﬁlﬁ‘j\,”gﬁdse"e e e — b. Then, click on the Save & Continue button.
Click o forn Video Twtorinl [ peran e Grosa § T et c. You will then be taken back to the Facility Request Form.
Facilities Calendar || (LTSI ISR Request History || Payment History || Profile Info The list of dates and times for your event will now show in
Facility Request Form for American Red Cross sceen: D) the form. The Dates, Event Time, Set up Time, Tear Down
¥ = fill down on that column Time, Location and Attendance show in blue meaning you
1) Name of Activiy: Funarase Hectng ° -er choose from previous actvivy: can edit any of the information.

As you can see, the Event Name and Times are already added
on the request, the next step is select the desired ‘Location”
for your event by clicking on the ‘Select’ link on the Location
and Location Types column. See next image.

<< Back Save & Continue >>

2. Requested Bookings: Add Date/ Times. You must Click on the
Add Date/Times link to set the date and times for your activity.



» Facilities Details:

<<

Fundraiser Meeting
Add Date/Times

Note: add 'n‘om-:ﬂe FIRST date and it will auto-populate the other dates

Date Event

Set up

Start Time ¥ End Time ¥ Time ¥

Tear Do
Time ¥

Location Location Types

Roo
Equip. ¥ | oveut. =

Thu 08/10/2017 B:00AM

Select

Select \ Select

Select Select

FriD8/11/2017 B:00AM

Select

Select Select

Select Select

Other Information:

Estimated Cost Before Personnel or Extra Charges: $0.00

Eguipment, Special Needs or Set-Up notes regarding your desired set-up:

Attach file: IJp_Inad

Attach more

REMINDER: Manually refreshing or leaving this screen without saving will cause to lose any unsaved ch

Ba:ﬂ Submit & Ex\ﬂ Submit & Add Momad Copy to add ansther similar M"ﬂ

d. When selecting a Location for your activity, a new pop-up
window will open where you can check all the locations
available and select the building and location type for your

event.

Select Location

Show Availability for

® All dates in this request (2)

Building: Location Type:
Colt High School #) ((Auditorium

Boak this whole building

Showing all Locations
Location Name
Auditorium (Auditorium}

Cost
$112.00 hourly

*Text in RED indicates building/location unavailability

Building
Colt High School

<< Back

Only this date (0B/10/2017)
Pick specific dates

Fee B Picture

o View]

Book] Add Selected & Add more Remove Locatior|

rSchoolToday — EMPOWERING CHANGE IN EDUCATION

3. If you have the permissions to, you also add other Information to the request as
Equipment, Special Needs or Set-up notes regarding your desired set-up.

Fundraiser Meeting

Add iote: Add informat ¢ ; e other dates.
Date/Timae Note: Add information te the FIRST date and it will auto-populate the other dates.
Event vent Setup-
Set Up Tear Down Equip. Room Attend- Public
Date S'tart Time E'nd Time [ew Time ¥ Location Location Typis Layout. ¥ r:or.es ance ¥ view v Delete
Colt High
Thu School -
D8/10/2017  Bi00AM 4:00PM Select Select Auditarium Auditorium Select  Select Select 100 Select
Colt High
Fri School -
DB/11/2017  B:00AM 4:00PM Select Select Auditarium Auditorium L Select  Select Select 100 Select J
Delete Saﬁ

Estimated Cost Before Personnel or Extra Charges: $1792.00
‘Other Information:

Equipment, Special Needs or Set-Up notes regarding your desired set-up:

Attach file: UEO!!

Attach more

REMINDER: Manually refreshing or leaving this screen without saving will cause w lose any unsaved changes

Bm:d Submit & Exlﬂ Submit & Add Anomad Copy to add anather similar M"ﬂ

Once that is completed, you can either Submit & Exit the form, Submit & Add

Another Request or Copy to add to another similar request. You are then done with
that. When you Login to your Facility Scheduler Account, you will be able to add

more Facility Requests, see your Request History and see your Profile Info that you

can edit at any time.

When you Login to your Facility Scheduler Account, you will be able to add more

Facility Requests, see your Request History and see your Profile Info that you can

edit at any time.



