
Log In to Facilitron
Access your account by logging 
in at Facilitron.com with your 
email and password.

Alerts Center
In the Alerts widget, “Pending Reser-
vations” are listed by organization. 
Clicking on an alert, reveals a list of 
that school’s pending reservations.

Select Your Organization
Select your organization on the 
“Organization you represent” list. 
Then select “Manage reservations 
(dashboard)”

Reservation Tab
Click on the Reservations tab to 
select active, pending or archived 
reservations. Click on a reservation 
to open in a new tab.

Events Calendar
View and sort all reservations 
on the calendar by organization, 
by facility or by reservation type 
(pending or approved).
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Dashboard Activities:

The Dashboard tab contains several widgets, including the Dashboard Calendar. Reservations on the calendar can be filtered 
by Organization, Facilities and/or reservation status - Approved or Pending. Clicking on any reservation opens a pop- up win-
dow with detailed summary and Approve/Decline options (these options appear only if the reservation is still pending). The 
pop-up window also has a “more details” link, which takes you to the reservation details page for that reservation.

After your account is setup, your most frequent operating functions will consist of Making Reservations and  
Administering Reservations.  To engage in these activities access your account’s Dashboard. 

Accessing the Dashboard

 For Administrators/Facility Owners

Quick Start Guide

To Access the Dashboard:
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