
 

 

After signing in as a requester, you will be taken to the calendar to select your dates and times 

 

 

  



We recommend selecting both the type and building 

 

 

You’ll be able to select your building and locations 

 

 

Location details 

 



  

 

If you click on View, a box with details will appear.  

 

 

  



 

Enter any specific instructions, equipment on this screen. The information provided here will be 
available for the school personnel to see on their report. 

 

 

 

 

  



Once you have completed all the screens, you can click on submit. You will receive the popup below 
and you can close your screen at that point. Your request has been submitted.  

 

 

Your request status can be found under the History tab. You can make changes to your request until 
the first action is taken. It will display as Open. 



 


