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‘GROUP INFORMATION. I you are an internal district staff member who will be submitting requests on your own behalf [Le. not for a group, team, chub, etc), use
your first and last nama as the Group Name.
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[Please enter your email address ang password ta Log In.
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3. Submit Facility Requests

ML Schedules™ Select Request Type screen
progress graphic Group drop-down menu

H MLSchedules- !
Walcome to the Facility Usa Request Sy

REQUESTS Upcoming Past Make Request

O s S K

By sperific By specifi; space As a re|urring Multiplq spaces
date anc|time (calenda| view) evelnt: at the s:{me time

K-12 school districts, | nunicipaities and ather facility owners w | h public-use spaces:are reducing opera | 1g costs, improving community satistar|ion, and
recucing thair carbor | cotprints with ML Schedules™ softwars | Lsam mar of recommand a District (3]

seepg. 12 seepg. 21 seepg. 25  see pg. 30

Jb MasrenLisnany

fiware ML Schedules™ Software Community User Quick Start Guide

You can submit four different types of Facility Use
Requests using ML Schedules™ Software:

A. By specific time and date (see pg. 12)

B. By a specific space (calendar view) (see pg. 21)

C. As a recurring event either in the same or in different
spaces (see pg. 25)

D. Multiple spaces at the same time (e.g., gym, locker
rooms and concession area) (see pg. 30)

Note the progress graphic that shows the four steps to
make a reservation regardless of type. The current step is
shown in orange to help guide you through the process.

Select a Request Type

1. If managing more than one Group: Select the
appropriate name from the Group drop-down menu.

2. Select the type of Facility Request you want to submit.

Go to the page number shown on the graphic at left for
instructions on submitting that type of request.
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Make Request ; Erie Kayaking Toam
1. Salect a Start and End Date and Tima.
2. Optionally seiect District and Space Typels). To seloct multipio: PGS, Use Gir key; Mac, Use Apgia key.
2 Select VIEW to see avaiiable spaces matching your eriteria.
4, Select REQUEST on the specific space you'd like to request.
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Make Reques! : Erie Kayaking Team
;mﬁ‘:ﬁm&w‘w«wmmmmwmmmwm

. Select VIEW to seo avaiable spaces matching your critera.
4. Select REQUEST on the specific space you'd like to request.

> Go back 1o previous screen

End Date / Tima {incl. Breakdown}
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ADDITIONAL INFORMATION &

# Chidren Attending # Adults Attandling # Chaperanes Attending
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s this. a Fundmising Aztvity?

ADDITIONAL INFORMATION &3

EQUIPMENT

PERSONNEL O

ATTACHMENTS

()1 have made a request with MasterLibrary CSD bafore

(/1 have read and agro to the District Torma & Conditions tviow)
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Maks Roquest ; Toam 1

» Opton
=" first.

Afvor chcking *Search, cick the dary you ara looking to rasanve,
> Go back 1o previaus screen
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Make Request : Anytown Raiders Youth Baseball

1. Select a specific Space.
2. Optionally select Space Type, District and Sits to limit your Spaces.
3 ‘you want and

time If there are no events there already.

» 8o back to provieus seroen

[~ Solect Type - i MLHghScheal  §| HSGm

today
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Make A Recurring Request: Erie Kayaking Team

1. Select Space and Date & Time
2. Seloct the Frequency and then sither the # Occurrences or the End Date.
3. Select VIEW ! ake the

> Go back to to select Type.

Space Information
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Make A Alecurring Request Erie Kayaking Team

1. Select Spaca and Date & Time information.

2. Select the Froquancy and then sithar th # Occurrances or the End Data.

3. Select VIEW 10 chock availabisty and 10 make the fecumming request.

> Gobackto type.

Spacs Information

Daily
Daily - Weekdays Only
Weekly

v Every Other Week
Multiple Days Per Week
Monthly
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Make A Recurring Request: Erie Koyaking Taam
1. Select Space and Date & Time information.
2. Seloct the Froquency and the sither the # Occurrences or the End Date.
A Salect VIEW to chock tha

> 0o back to

Space Information

Avaitable
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P Recurring Request: Erie Kayaking Team

feect VIEW to check availabity and to make tha recuming request.
> Go back e

Space Information

Braakdown)




s this. a Fundmising Aztvity?

ADDITIONAL INFORMATION &3

EQUIPMENT

PERSONNEL O

ATTACHMENTS

()1 have made a request with MasterLibrary CSD bafore

(/1 have read and agro to the District Torma & Conditions tviow)
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Tha Sama
1. Seloot Seant anc End Datea and Times.
2 Namow your saarch by
* POA, 138 e G Ry 10 Axtend joer seisction
* Macs, use ihe Apcle hey.
3. Selx the View
Babost
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arch

Roquest Multipls Spaces At The Sama Time : Erie Kayaking Team
1. Seiect Start and End Dates and Times.
2 Salect District to sea avaliable Sites and Spaces.
3 Select desired Sitos and Spaces. To PGs, use Appio Koy,
4. Solect VIEW to chack:
5, Ghiock the Spaces you want 10 request. Than ssiect CONTINUE 10 make the requests.

>6o a dflarent
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Avallable
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CONFIRM YOUR MULTIPLE SPACE REQUEST:
1. Enter a mandatory Event Name and optional Notes.
read

z have
3. Select REQUEST to completa the resarvation request.
Note: will not.

Estimated Cost * Avaiabla

EVENT INFORMATION
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informati ‘to sava your changes to make them avalable m

your
Immdiately. You can also edit your Group information of add a new group you manage.

Group Manager Information
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Make Requast : Erie Kayaking Team

1, Select a Start and End Date and Time.
2. Optionany saisst District and Spacs Typajs).
3. Select VIEW io see avalable spaces maiching your criteria.

4, Select REQUEST on the specific space you'd ike to requet.
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