CCPS Use of Facilities

HOW TO REGISTER AN ORGANIZATION

In order to request space, your organization needs to be registered with

Carroll County Public Schools.

Follow these directions to register your organization

SIGN IN
Enter yourem

Go to the Community Organization Calendar Page, click on “SIGN IN” at the e ——

top right, then in the “SIGN IN” box, use the credentials that were

established when you created your Event Manager (EvM) account. EEETT

[=71\Y il Manage my profile

Once in EvM dashboard, click on the “My Profile”
icon: [ The “Manage my profile” box will pop

Jennier Horan

up. Go to the “My Organizations” tab, then click
“CREATE AN ORGANIZATION”
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CREATE AN ORGANIZATION

Date Joined Actions

“Create a New Organization” screen will appear.

Information about - _
ORGANIZATION DETAILS, FINANCIAL INFO, | Cre@teaNewOrganization & > Settings -
and INSURANCE

Fill in all details with asterisks and other information to the best of your

Create an Organization
ability.

If you have questions about how to fill out “Financial Info” please call ORGANIZATION DETAILS

410-751-3113.
FINANCIAL INFO

Your organization will not be approved without a Certificate of
Insurance (COl). Please use the example on page two of this document INSURANCE

when obtaining your COI from your insurance carrier. PLEASE NOTE

when you put in the dollar amount under “Coverage Amount,” do not

add commas: if you do it will not allow you to submit the form.

Your organization submission goes to CCPS’s Facilities Management for approval. You will
receive an email from <notifications@mail.dudesolutions.com> once it has been approved.

Once approved, your organization can now request space.

TO LEARN HOW TO REQUEST SPACE PLEASE DOWNLOAD
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https://events.dudesolutions.com/carrollk12/site/communitysite/?view=

Please use for reference.
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