LCSC Facility Reservation Requests
School Employees requesting space as part of their duties at LCSC.
Complete these steps from a browser logged on with your LCSC credentials. 
https://leb.incidentiq.com/
Use Microsoft Azure to log on. 

Public use site 
https://leb.incidentiq.com/guest/YSJSWCSS/remote-event-form
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If you have previously been approved as an Incident IQ user, then enter your credentials.
First time users select Register New Account. 
LCSC Parents - If your email address is entered in Skyward for parent access, but you have never used parent access then you need to complete that setup and set your password. Contact your child’s school secretary to have them generate your Skyward welcome email and password for you.  
If you already use Skyward Parent Access then use the same credentials in Incident IQ.  
If you do not use the same credentials, then there will be errors logging onto IIQ in the future.

If your email is not in Skyward as a Parent Access user:
Enter the appropriate information and choose a password.
The system will verify you have access to the email address used.  Once you have verified, you may continue.
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You will now either select an existing organization for which you are an authorized user or you can choose Add New Organization. 
Previously Approved Organizations
The search and select organization box should contain your organization if it has been approved and you have previously been approved as a user by that organization.  
If you have no organizations listed, then have the organization’s leader email Chad Martin martinc@leb.k12.in.us to be approved to reserve on behalf of that organization. 
Add New Organization 
Enter the of the organization information.
Enter and upload your insurance information as well as complete event details. 

Event Request
Event reservations are created as Tickets, so choose + New Ticket. 
Complete required entry 
The first time you proceed through the reservation process you must type your name in agreement to the LCSC Terms of Use to continue.
You can choose the date and time or skip it and choose the event location on the next page. 
Click Continue
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If you entered a time then the available spaces matching the type of event will be shown. 
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Once you select a room then you may select your event times from the calendar. 
Complete the event details.  If your organization is not yet approved then insurance information will be required as part of the final step.
Your request will be evaluated and you will be contacted with pricing information and other coordination as needed.    
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Once they create an account they get the screen below. If their email is already associated with an organization, it will give them access to it. If not they can search to see if their organization is already in IIQ. If so, they must contact either organization primary contact to add them to the org or contact you to add them.
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If your organization is not in listed then click the Add New Organization button, and it brings up the screen to enter information about the Organization. 
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