How to Login/CommunityUse Tour

How to Login to CommunityUse

e Go to the CommunityUse link provided by your district or school. Bookmark this
page or create a shortcut on your desktop to make it easy to come back to this
page later.

At the top of the page, click on the Login to Request Facility Use link.
If you have already registered, enter your login name and password into the
fields and click Log In.

Welcome Guest! Log in to Request Facility Use

’ SchoolDude

CommunityUse Tour

Below is an overview of each of the tabs available in your CommunityUse account:

Home

e Once you are logged in, the system will default you to the Home page where you
can view the calendar.

e You can filter the calendar at the top of the page, by Organization, Location,
and Organization Type. Additionally, you can search for a particular event
Description. Click the Filter button to apply these filters to the calendar.
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e Once filtered, the facility events will show on the Month view calendar by default.
You can change the calendar view to show Week, Day, or Event List.
e |n order to see event details, click on the event title.

CommunityUse - Event close

Schedule 1D # 1001
Book Club Meeting
Wednesday, February 8, 2017
4:00PM - 5:00PM

Description
Location 123 High School
Building Classroom
Room(s) Classroom 123
Organization Book Club

Last Updated 1/24/2017

Tell a Friend Print Event Close Window

Request Facility Use
This is where you will go to submit your facility requests.

My Requests

e This page will list your previously submitted requests as well as allow you to
View Invoices.

e You can filter requests by the same filters you see on the calendar, or sort them
by any of the fields at the top of the list, such as Schedule ID, Status, or
Location, by clicking on the gray square next to the sort name. *Note: If the
schedule is still in the Submitted status, you will be able to access and edit the
request by clicking on the Title. If the request is no longer in the Submitted
status, you will need to contact the District or School to make changes.
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My Organizations

e On the My Organizations tab you can review the Organization(s) that you have
been approved to submit requests for.

e Clicking the Organization Name will take you to the Organization Information
page where you can verify the Address and other important information including
Insurance Information. Please contact your CommunityUse Administrator if any
of the information is inaccurate or out of date.

e If you need to request events for another organization click on the Request
Another Organization link to submit a request to be added to that organization.

My Settings
The My Settings page is where you can update your personal contact information,

reset your password, or turn your email notifications on or off. Be sure to click Submit to
save any changes.

Documents

On the Documents tab, you can download any documents that Administrators have
posted for community users to view.

Help

The Help page is where you will find any provided district or school contact information.
Use this information if you have questions about your facility request.
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