Quick Step Guide for Site Administrator |l
Processing Schedule Requests

The role of Site Administrator II can approve, activate, or decline schedule requests for
their assigned locations.

Administrators of an FSDirect account typically setup routing rules that will direct certain
requests to Site Administrator Is or IIs for approval or activation(usually based on
location). If a Site Administrator II only approves the request, the schedule will follow
any other routing rules setup in the system. If a Site Administrator II activates a schedule
then it will not follow any other routing rules because activating a request is giving it
final approval. If the schedule is declined, then the schedule is not routed to anyone.

To approve/activate or decline a schedule routed to a Site Administrator II, go to the
Approve Schedule Requests screen:
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You can get to the above screen one of two ways:

#1 Click on the link in the email sent for your approval and login if prompted.



#2 Click on the link under the “Waiting Your Approval” section of your FSDirect home
page.
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Once on the Approve Schedule Request screen, you can select the radial button next to
Cancel, Decline, or Duplicate, and click “Save” to change the status of the schedule.

If you need to approve or activate the schedule, click on the Process/Approve now link.
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On the next screen, scroll to the bottom of the page. Just above the “Save” button, you’ll
have the option to Approve or Activate the schedule. If you “Activate” the schedule the

“Approve” check box will automatically be filled in. Click the save button to finish
processing the request.
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If the schedule you are reviewing conflicts with another approved/activated schedule, you
will see a “Conflicts Exist” link on your Approve Schedule Requests screen:
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If you click on the Conflicts Exist link, you’ll see what event this permit is conflicting
with, and you’ll have the option to cancel the one date that is double booked.
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The system will allow you to double book a room if you ignore the conflict warning.

If you have multiple schedules waiting your approval, you can use the drop down box to
highlight another Event Title to process:
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You have unlimited support for FSDirect, so if you have any questions don’t hesitate to
give us a call or email:

1-877-883-8337
support@schooldude.com



