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Requester

I. Welcome to FSDirect! Now What?

A qui,c]( word on how to get started.)

MySchoolBuilding.com is where you, as a Requester, will go to make all of your
new scheduling requests. There are two ways that a Requester can be entered into the
system:

o The Administrator can add the Requester into the system.
e The Requester can add themselves into the system.

If you are a new Requester (you haven't been entered into the system before),
follow these steps to set up your Requester name and enter yourself into the system:

1. Go to www.myschoolbuilding.com.

7. Purin Remulds AccT ' 355527207

3. You will see the following page, with your school’s name and logo in the upper
left-hand corner:

Welcomei Ta begin, plaase eater your email address below,
Emal Address [~
SCHOOL Cundibons of Use | Privacy Policy
Cam Copyripht ® 1995-2006 SthoulDude.com, Inc, All Rights Resarved. Legal Swff

t}. Enter your email address in the space provided. Click Submit.
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5 Asyou are a new Requester, you will then see the following page:

Welcomel To begin, please enter your email address below,

Email Address {ldude@geewiz.com

We connat find the indicated email address,

Please either correct the emall address or enter vour last name
below If you are 3 new reguester,

Last Name

Cendtions of Use | Privacy Policy
Copyright £ 1998-2006 SchoolDude,com, Inc. All Rights Reserved, Lagal Snff

b Enter your last name into the box provided. Click Submit.
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7. The next page you are taken to will look something like this:

[ 1ndicates required infarmation.

First Name ] Last Name [
dude i
Email Address ]
ldude@geewiz.com
Phone Number Pager

] { j

Celiular Phone

Note: This information will ba saved after you submit your first request. New users are not saved until their first
request has been submitted.

Conditions of Use | Privacy Policy
Copyright © 1999-2006 SchoolDude.com, Inc., All Rights Resarved. Legal Stuff

e Fill in your first and last name, as well as any other contact information you wish
to include.

e C(Click Submit.
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The Schedule Request Page: What It Contains and How to
Use It.

To reach the Schedule Request page, simply click on the Schedule Request tab at the
top of the page. See the red arrow below:

The Schedule Request page is where you will fill out and submit your schedule
request forms. Once submitted, your request form will proceed on to the next person it
has been routed to by the Administrator during the Account Setup process. This could
be the Administrator him/herself, who can not only approve a schedule request but can
also activate it. Or it could first go to one, or a series of, Site Administrators who will
then decide whether or not to approve your request. Based on their answer, your request
will proceed on down the path routed for it until it is assigned its final status.

A scheduling request can have one of five statuses during the routing process:

1) Submitted: This is the status that facility scheduling requests hold as soon as
they are submitted and before any decisions have been made concerning their
approval.

2) Approvéd: Indicates that the request has been approved. However, it may have
only passed through one person and may not have met final approval and
activation yet. (Only Administrators can activate a schedule.)

3) Canceled: This is used when a schedule was active at one time and has since been
canceled. It is always a good idea to include the reason that the schedule was
canceled in the Notes field.

4) Declined: The requested schedule has been declined by the Administrator or the
Site Administrator. We recommend listing a reason in the Notes field.

5) Duplicate: This status indicates that the request has already been entered.
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Below is a look at the Schedule Request page:

Sloan County Schools

BEIEYT wocout  HEL

New Schedule

Normal Schedule Recurring Schedule Irregular Schedule
9 oSingle date Take » Daily - #Single dat
N, oMultiple dares A e * Weekl; b ».”H . Mulgume d:tes
. _»Same B rUoy., » Monthly " Hlns. = Muttipte
location/arens L3 i» Same 3 ey, RUOMS/arE2S

s location/areas

Powered by: Work Request  Schedule Request  Inventory Request  Trip Request My Requests My Saltings  Help
S ssHool Conditions of Use | frivacy Palicy | Help
| EGET Capyright € 19992006 SchoolDude.com, Inc. All Rights Reserved. Legel Stuff

As you can see, there are three types of schedules you can submit:
1. Normal Schedule
2. Recurring Schedule
3. Irregular Schedule

We'll cover each type of schedule one at a time so that we can discuss in depth how each
one works.

After completing one of the schedule types (see following pages for
schedule types) you will be prompted for a password.
Type: Romulusl
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BEFORE EXITING — Be sure to go to the Settings Tab and indicate a password for your new account. The
next time you log into the system, all of your requests will be together.

LOGOUT HELP

Romulus Community Schools

Remulus.net
Got a problem? Email us

My Settings

Please be yourself, click here if you are not Test Testerrooney

] Indicates required information,

Last Name [
[T terroo

First Name []
[T

rrseraned.

Email Address [V]
{testeraoney@yahoo.com |

Phone Number Pager i

Maobile Phone

l

Check here to override FSD email notifications.

Password

Suhmit
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1. Normal Schedule: This type of schedule is for any single event that will occur
once or on multiple dates. It also covers events that occur in the same

Area/Location. For this particular type of schedule, you can pick up to twenty
individual dates.

Mormal Schedule

e Single date

e Multiple dates

eSame
Location/areas

e Click on the Normal Schedule section of the New Schedule page, shown
above. ‘

o You will be taken to the New Schedule page (sorry..it’s a bit too long to

show here!), where you will fill out the following fields:

Booked By

M Event Title

Area

¥l Location

Building

EZI Rooms

¥l Event Dates (enter them in the box or select from the calendar

provided).

¥ Start Time

B End Time

Setup Begin Time

Breakdown End Time

M Duration

Check Availability

Tentative Booking?/Through Date

] Organization: (who will be using the facility?) Select an Organization

you've entered previously from the drop-down box provided or enter a

new organization in the field provided beneath “Organization”.

Organization Type

Contact Name

First Name (if not already listed in “Contact Name”)

Last Name

Email

Day-Time Phone

Evening Phone

Cellular Phone

Billing Address
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Document Number

PO Number

Insurance Information (Company, Policy No., Coverage, and Coverage
Dates).

Select any required Maintenance or IT Services and include a description
of the service needed in the “Service Description” box provided (Keep in
mind that if you enter a “Required Service” by checking its check-box, you will be
REQUIRED!o enter a service description before your scheduling request can be
saved).

Number Attending

Number of Adults

Number of Children

Number of Extra Chairs

Number of Parking Spaces

Other Needs

I Enter your Password.

Click Save.

> You will see the words “Loading schedule” as you wait for the new page to load.

Need Help?

When it’s finished loading your schedule and the page opens, you will see your
schedule as you just entered it with the words “Schedule has been saved” in red at
the top of the page. Your Schedule ID number will also be showing at the top of
the schedule.

Event Password:
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2. Recurring Schedule: To create a recurring schedule, most of the information is the
same as a normal schedule. The only difference is in defining event dates (this section
will be highlighted below in red). Instead of defining an event date, you can set a

recurrence schedule for your request.

You can choose between the following choices:
v' Daily: Checking availability to schedule the event every day.

v Weekly: Checking availability to schedule the event every X-number of weeks

on the selected day or days.
v

Monthly: Checking availability to schedule the event every month. You can

specify which day every X-number of months or decide between various
dropdown options such as the first Monday of every two months. From the first
drop-down option, you can select first, second, third, fourth, fifth, and last. From
the second drop-down option, you can select day, weekday, weekend day, and

Monday-Sunday.

The recurrence schedule will check the availability according to the schedule for the time

between the start recurrence date and the end recurrence date.

Recurring Schedule

o Daily

@ Weekly

s Monthly

Same
Location/fareas

e Click on the Recurring Schedule section of the New Schedule page,

shown above.

e You will be taken to the New Schedule page (sorry...still too long to show

herel), where you will fill out the following fields:
¥l Booked By

V! Event Title

Area

¥ Location

] Rooms

] Start Time

! End Time

Setup Begin Time

Breakdown End Time

W Duration

Tentative Booking?/Through Date

] Start Recurrence: Choose the date on which you would like the

recurring schedule to start by entering it in the empty box provided or

selecting it using the small calendar icon that’s available.

Event Password:
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o [ Recurrence Pattern: Will this schedule reoccur Daily, Weekly, or

Monthly?

o MEnd Recurrence: Enter the date on which this recurring schedule will
end.

e Click the Check Availability icon to see if your date/time slots are open
for scheduling.

o [ Organization: (who will be using the facility?) Select an Organization
you've entered previously from the drop-down box provided or enter a
new organization in the field provided beneath “Organization”.

Organization Type

Contact Name

First Name (if not already listed in “Contact Name”)
Last Name :
Email -

Day-Time Phone

Evening Phone

Cellular Phone

Billing Address

Document Number

PO Number

Insurance Information (Company, Policy No., Coverage, and Coverage
Dates).

e Select any required Maintenance or IT Services and include a description
of the service needed in the “Service Description” box provided (Keep in
mind that if you enter a “Required Service” by checking its check-box, you will be
REQUIRED o enter a service description before your scheduling request can be
saved).

Number Attending

Number of Adults

Number of Children

Number of Extra Chairs

Number of Parking Spaces

Other Needs

® © © 6 © o ¢ e

Click Save.

» You will see the words “Loading schedule” as you wait for the new page to load.
When it's finished loading your schedule and the page opens, you will see your
schedule as you just entered it with the words “Schedule has been saved” in red at
the top of the page. Your Schedule ID number will also be showing at the top of
the schedule.

) O
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3. Irregular Schedule: This type of schedule is for any events that are going to be in
different rooms at different points during the same day or at different times and different
locations on different days, etc. The New Events section of this form is the main
difference between it and the other two kinds of schedules so we've highlighted it in red,
just to further identify it for you. Times are set by event (yow'll choose the event first and
then the times, locations, etc.). :

Irreqular Schedule

s Single date

* Multiple dates
2 Multiple
Rooms/areas

e Click on the Irregular Schedule section of the New Schedule page, shown
above.

e You will be taken to the New Schedule page (again...too big! No room to
show the whole thing!), where you will fill out the following fields:

i Booked By

M Location

] Password

Tentative Booking?/Through Date

] Organization: (who will be using the facility?) Select an Organization
yow've entered previously from the drop-down box provided or enter a
new organization in the field provided beneath “Organization”.
Organization Type

Contact Name

First Name (if not already listed in “Contact Name”)

Last Name

Email

Day-Time Phone

Evening Phone

Cellular Phone

Billing Address

Document Number

PO Number

Insurance Information (Company, Policy No., Coverage, and Coverage
Dates).

o Events: This is where youll select the Area, Room, and Dates/Times for
your irregular schedule. See “SchoolDude Says” below:

IR
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‘SCHOOLDUDE SAYS: If you need to add more than three
Date/Times/Locations for this event, simply fill in your first three and continue
through the form as written below and click Save at the bottom when you are
finished (this is because you can’t complete the fields that follow this section on the
form once you save the schedule so you must complete the form first and then save
it). The page will refresh as described below and the words “Your Schedule has
been saved” will show in red at the top of the form. Scroll back down to the New
Event section of the page to continue adding three more dates/times/locations for
this event. Then click the Save button directly beneath the New Event section. The
page will refresh as before and you will be taken back to the top of the page where
you can continue this process, if necessary.

o Select any required Maintenance or IT Services and include a description
of the service needed in the “Service Description” box provided (Keep in
mind that if you enter a “Required Service” by checking its check-box, you will be
REQUIRED1o enter a service description before your scheduling request can be
saved).

Number Attending

Number of Adults

Number of Children

Number of Extra Chairs

Number of Parking Spaces

Other Needs

Click Save.

» You will see the words “Loading schedule” as you wait for the new page to load.
When it’s finished loading your schedule and the page opens, you will see your
schedule as you just entered it with the words “Schedule has been saved” in red at
the top of the page. Your Schedule ID number will also be showing at the top of
the schedule.

| Z2-
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If at any time you find you need help with any questions you may have about FSDirect or
any other SchoolDude products that your facility owns, click on the Help tab. You will
be taken to the page below:

LOGOUT  HELP

2 - Dovinload IND Requester Manual

Waork Request  Schedule Reguest  Inventory Regquest  Trip Request My Hequests My Seftings  Help
Conditions of Use | Privacy Palicy § Help
Copyright © 1895-2006 SchooiDude.com, Inc. All Rights Reserved, Lagal St

e  On this page, you will find contact names and phone numbers for all the
SchoolDude products owned by your facility, if your Administrator has entered
them into the system. If not, there are links provided here also that will take you
to the Requester manual for each SchoolDude product your facility owns.
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