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Facility Use How-to Guide 

Updated Jan. 2024 
 

 
All facility reservations are accepted through SchoolDude, an online facility scheduling service. 
 
Direct link to SchoolDude: 
https://www.communityuse.com/SOA.NET/controllers/pagecontroller.aspx?productid=MC&pageid=Login 

 

• All users are required to have an online account before submitting a reservation. 

• All users are required to agree to the terms and to read the Facility Use Board Policy & Fee 
Schedule. Every approved reservation also requires a Certificate of Liability Insurance. 

 
More information about insurance requirements can be found at our website and in Board Policy 1410. 
 
 

Accessing SchoolDude and creating an account 
 
1. You can access SchoolDude through our Facility Use page from Our Services > Reserve district 

facilities or from Community > Facility Use. Both links lead to the same page. 
 

 
  
 
2. On the Facility Use page, click the link titled Request your facility by clicking here. 
 

 
 
 

https://www.communityuse.com/SOA.NET/controllers/pagecontroller.aspx?productid=MC&pageid=Login
https://resources.finalsite.net/images/v1697846969/lkstevenswednetedu/zzeeitqys5lj5rsjyvkh/policy-1410-community-use-of-school-buildings-equipment-grounds.pdf
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3. This is the SchoolDude home page. In the top right corner, click the link titled Log in to Request 
Facility Use. 

 

 
 
 
4. This is the Login screen. Returning visitors may enter their email address and password to 

continue. First-time visitors will need to click Create One to create an account. First read the terms 
and conditions and then click the checkbox to accept. Click Agree and Register. 

 

 
 
 
 
5. Create your account by filling in the required fields. These include first name, email address, phone 

number, address, a password, and password verification. Then click Save & Next. 
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6. Enter your organization information. If you are adding yourself to an existing organization, please 
use the exact name to avoid duplicates. Use your organization’s contact information. Leave 
organization type blank. This will be assigned once approved. Click Add Organization, then click 
Save & Next. 

 

 
 
 
7. Review your organization information for accuracy. Then click Submit Requests. Congratulations! 

Your new user request has been submitted. Once approved, you will receive an email. 
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Logging in and submitting a reservation 

Once you have received your user approval email, you are ready to submit requests for reservations. 
 
1. Visit the SchoolDude login page. Enter your email address and password, then click Log In. 
 

 
 
2. In the tab menu, click Request Facility Use to begin a new reservation. You can also view the 

calendar by location and your organization information. The calendar is a great place to check 
availability before submitting a reservation. 

 

 
 
 
3. Select Normal Schedule or Recurring Schedule. 
 

• Normal schedule is multiple dates using the same time and same location (up to 20). 

• Recurring schedule is the same days of the (weekly or monthly) using the same time and 
same location. 
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If you select Normal Schedule… 

1. Give your event a proper title. Select your building, then rooms within that building. If you are using 
a keyboard and mouse, you may select multiple rooms within a building by holding the CTRL key 
while selecting rooms. 
 

2. Select your dates. Multiple dates can be selected (up to 20) if you are using the same location and 
times. Click on the correct dates within the calendar to add to reservation. Enter the start and end 
time, paying close attention to a.m. and p.m. 
 

3. Once all dates and times are selected, click Search near the bottom. 
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If you select Recurring Schedule… 

1. Give your event a proper title. Select your building, then rooms within that building. If you are using 
a keyboard and mouse, you may select multiple rooms within a building by holding the CTRL key 
while selecting rooms. Select the start and end time paying close attention to a.m. and p.m. 
 

2. You will then select the start day of your event by clicking the calendar icon and selecting the start 
dates. Then you will select the Recurrence Pattern. The daily option should not be used. You can 
select weekly or monthly options. If you select weekly, you will need to select how often this event 
should happen. For example, if your event is every week, you will enter “1”, every two weeks you 
will enter “2,” and for every three weeks you will enter “3.” Anything more than every three weeks 
should use the monthly option. 

 
3. Once your weekly recurrence is selected, you need to select the days of the week. If your event is 

monthly, click Monthly and select what day of the month (1-31). Then enter how often you want to 
meet (1-12). For example, your event if your event is the 5th of the month every three months, you 
will enter 5 (for 5th of the month) of every 3 months. If your event is first Tuesday of every month, 
you will use the second monthly option. For example, select “first” from the drop down box and 
“Tuesday” and “1” for the every-month option. 
 

4. Lastly, you will select the last day of the recurrence by clicking the correct date within the calendar. 
You are limited to 100 dates with this option. You may need to enter multiple reservations, keeping 
track of your start and end dates. Once all information is entered, click Search. 
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Availability: Searching for conflicts 

This step is to verify that there are no conflicts. If there are conflicts, you will need to adjust your 
reservation accordingly. Alternatively, you may ignore the conflicts and communicate with the facility 
coordinator to work through them. Click Next. 
 

 
 

Event Details 

Select your organization and contact from the drop-down box. The box will be populated with all 
organizations you are registered to reserve for. 
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Setup Requirements 

1. If you require special assistance during your rental, please check the appropriate box and add a 
description in the coordinating dialogue box. 

 
Please note: If you are reserving a kitchen within the district, you are required to fill out the Kitchen 
Use Form (PDF). Your reservation will not be approved without it. 
 

 
 
2. We do not provide laptops. If audio/visual, projector or PA system is requested the organization is 

responsible for providing their own laptop. Not all buildings/rooms are equipped to accommodate 
such requests. If your event requires Wi-Fi access, please indicate on this page. 

 

 
 
3. Indicate the anticipated number attending 

your event. Indicate other needs if applicable. 
Sign, confirm and click Save. 

 

 4. The final screen will show your event details 
and confirm that your reservation has been 
submitted. You will receive a confirmation 
email for all approvals and denials. 

 

 

https://resources.finalsite.net/images/v1689437341/lkstevenswednetedu/mvjgfnicykgt4npn2jpr/kitchen-request-form-fillable.pdf
https://resources.finalsite.net/images/v1689437341/lkstevenswednetedu/mvjgfnicykgt4npn2jpr/kitchen-request-form-fillable.pdf
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