Creating New Account

When selecting the Register a new account button, the requestor will need to fill out the
required fields.
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Please register with us

Thamk you for your interast in booking your event with Spark
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¥ CONTINUE

Already have an account? Log in

After selecting the Continue button, the following window will inform the user that a
verification code was sent to their email address and ask to enter that code in the field.

Resend Verification Code button in case the user experiences an issue with the first
verification code email.
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Clicking Confirm will lead to the next page, where the requestor will have an opportunity to
search for an existing organization, register a new organization, or skip this step.



Organization Step
On the organization step, there are multiple different workflow options:

Skip this Step

1. If the event is not associated with an organization, the requestor can select the Skip this
Step link.

Mot associated with an organization? Skip this step

2. The user is associated with the organization for the event
o If the requestors are associated with an organization(s) within Incident 1Q, they will
see that organization in green at the top.
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@ Georgia School of Ballet

2. The user is not associated with the organization for the event
o If requestors are requesting an event for an organization and they are not associated
with an organization within incident IQ. First, they need to search for that
organization. If they find the organization they will need to reach out to the primary
contact for that organization to get their account associated with the organization.
3. Add New Organization
o After searching for the organization, it is not found. Select the Add New
Organization link.
4. Skip this Step
o The event is not associated with an organization.

User is associated with the organization for the event

If the user is already associated with an organization within Incident IQ the organization
name(s) will be shown at the top. Next, the user can either register a new organization or
proceed with the existing organization. To proceed with the existing organization, click the
Confirm & Continue button. The user will be taken to the Event Request ticket steps.



W fiousnd your email associated with the following
organization(s)

(+)  Georgia School of Ballet

User is not associated with the organization for the event

If the requestor is requesting an event for an organization and they are not associated with the
organization, first, they will need to search for the organization. If the organization is in the system,
the requestor will need to reach out to the primary contact of the organization to get your email
address associated with the organization. If the organization is not in the system, they can select
the Add New Organization link.



If}'r_u_. &rd etk fig Lo B dstocialed waith an Grganization,
search the list below to see if the organization already
exists before clicking vo add a new organization, IF you
see the organization, reach out to the primary contact

to have your email associated.

Add New Organization
After searching for the organization and being unable to find the organization, users can select the

Add New Organization link.

Can't find your orgarnFaion{s) in thes |ist? Add Mew Orgamnization

Next, the requestor will need to enter the basic organization information.

Please note, an additional field (Organization Type field) may appear for external requestors to
select. This field's appearance is dependent on if Organization Types have been added by an

Admin.
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External Requesion

extEiig.com

After completing the basic information setup, additional fields may be needed. This is based on the
workflow your district has configured.

Complete all the required fields and click next.
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Please fill out your organization's information,
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Facility Usage and Rentals

Dumcarville 150 provides a limited public forum

for non-school use of facilities

Read the facility rental guidelines, fees, and policy
* GUIDELIMES AND FEES

& [PLHELILY

{ GO BACK MNEXT »

After selecting next, Incident IQ creates the New Organization record, associates the user with the
Organization, and adds all the additional data fields to the Organization



