How to Login and Submit a Request

Go to the following link: http://www.communityuse.com/default.asp?acctnum=322443776

At the top of the page, click the Login to Request Facility Use text to go to the login page.

Welcome Guest! Log in to Reguest Facility Use

Facilities Rental Website

School District #34 (Abbotsford)

AABBOTSFORD
SCHOGLDISTRICT
f FACILIMES & TRANSPORTATION

s0l-l Documents Help

Search for @j

Enter your login name and password and click the Login button:

Welcome Guest! Log in to Request Facility Use

School District #34 (Abbotsford)

AABBOTSFORD
SCHOCLDISTRICT
J FACILITIES & TRAMSPORTATION

Home Documents Help

Search for @]

Facilities Rental Website

Don't have an account? Create One.
Email Address myname@email.com

Password sssssss

[ Log In ] [ Forgot Password?
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http://www.communityuse.com/default.asp?acctnum=322443776

HOME PAGE TAB

When you login, you will start on the Home tab. Here you can view the calendar.

Select the Location (Name of School) that you wish to view from the drop down menu; then click the
Filter button.

> Note: Anytime you select a new Location, be sure to click the Filter button.

Use the Next button to navigate to the month you would like to view.

AABBOTSFORD
SCHOCLDISTRICT
J FACILITIES & TRANSPORTATION

Request Facility Use My Organizations My Settings Documents Help

Search for @
as

View event titles startipg with:
FGHIJKLMNOPQRSTUWVWXYZALL

Choose Location

—-View All Locations— - Filter Starting
Description

"® Month™7 " Week™ " Day®s Event List

Click Filter

Month Calendar

Next Button

< Prev September 2015 Next >
Wednesday Thursday Saturday

31 Sep 1 2 3 4 5 6
Summer Break Summer Break Summer Break Summer Break
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TO MAKE A REQUEST

Click on the Request Facility Use tab.

A ABBOTSFOR
DISTRICT
.ﬂClllTlES ﬂ TRANSPORTATION

Request Facility Use My Organizations My Settings Documents Help

Search for @
as

View event titles starting with:
0123456789ABCDEFGHIIJKLMNOPQRSTUVWXYZALL

---View All Organizations--- ~ ---View All Locations--- - Filter Starting  1/09/2015 e
—-View All Organization Type ~  Description View All
TR el o Month™ . Week™ . Dayi Event List as

September 2015

Wednesday Thursday Saturday

Sep 1
Summer Break Summer Break Summer Break Summer Break

Terms and Conditions

If this is your first time making a request through CommunityUse, you will be asked to read the Terms
and Conditions that the district requires of user groups. You will also be asked to verify you agree to
these Terms and Conditions each time you submit a request.
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On the Request Facility Use Page, you will be able to choose between a Normal Schedule and a
Recurring Schedule.

‘,L:A_BBOTSFORP
] ‘ SAChITES & TRANSPORTATION
Home QJREWESAZTallIWAVN My Organizations My Settings Documents Help

Search for @
Request Facility Use /'\
View your Facility Use RequX 1 \2/
*Single date * Daily
= Multiple dates * Weekly
*Same * Monthly

Location/areas * Same

Location/areas

TERMINOLOGY

Schedule: A schedule is the same as a rental permit.
Event: Each date that is booked on the schedule is called an Event.
Location: Name of the School

1. Normal Schedule

All Events are at one Location.

Up to 20 Events can be on one Normal Schedule

One room or several rooms can be booked on the same schedule.

All of your events should be in the same room(s) at the same time over different days.

2. Recurring Schedule

All Events are at one Location
Up to 100 Events can be on one Recurring Schedule
The events should be in the same room(s) one the same day and time — and these days will

happen on a recurring basis (e.g. every Monday and Wednesday for a month, or every Sunday for
a year, etc.)

Select the appropriate schedule for the booking you wish to then go to instructions to create the
schedule:

Page 5 Community Use — Add Normal Schedule Request Page
Page 11 Community Use - Add a Recurring Schedule.

NOTE: If your request does not meet the criteria of the Normal or Recurring Schedule please email our
booking clerk at SchoolRentals@sd34.bc.ca for assistance.
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mailto:SchoolRentals@sd34.bc.ca

Community Use — Add Normal Schedule Request Page

Each section of the page has a heading and a blue horizontal line. The sections are:

e Scheduling Details
Organization Information
Set Up Requirements
Rental Requests

Event Information

You can ‘collapse’ sections of the page by clicking on the E icon. This feature can help minimize
scrolling and to keep track of sections of the request page you have already completed.

Use theE icon to jump to different sections of the page.

Required fields are indicated an orange vertical line |
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Scheduling Details

Your name will be autofilled into the First Name & Last Name fields.

CommunityUse - Add Normal Schedule Request

Scheduling Details EELE] LS

First Name Last Name
Event Title|
Event Description -
Location| --Select Location-- -

Rooms (Building)| | __select Room--

(Use the CTRL key to select multiple rooms.)

Event Date(s) | -

(] June 2015 July 2015 [+]
Su Mo Tu We Th Fr Sa  Su Mo Tu We Th Fr Sa

b 1 2 3 4 5 6 1 2 3 4
7 8 9 10 11 12 13 5 6 7 8 910 11
14 15 16 17 18 19 20 12 13 14 15 16 17 18
21 22 23 24 25 26 27 19 20 21 22 23 24 25
28 29 30 26 27 28 29 30 31

Note: The maximum event dates for each normal schedule is 20. Recurring
schedules do not have this limitation.

StartTimel 1 =~ oo = AM - EndTimel 1 - oo ~ AM -

I [ check Availability |

1. EventTitle— (i.e. Girl Scout Meeting, Youth Soccer Practice, Choir Practice)
2. Choose a Location from drop down menu.

3. Choose Room(s) — To see a list of the rooms available at the location, click on the o to the right

of the Select Room Box. Check the rooms and click the OK button. The rooms you have selected
will show as a list in the Select Rooms Box.

4. Choose Event Date(s) — Use the calendar to selec t your dates. The list of dates you have selected
will appear in the Event Date(s) Box.

5. Choose your Start Time and End Time. Times must be in 15 minute increments, so be sure to enter
the broadest range of time required to accommodate your event. Select AM or PM.

Check Availability |

6. You must
This feature will look for conflicts with events that have already been approved on the calendar.
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The Check Availability window will appear. The rooms you have requested will appear at the top of

the box and and the time frame you’ve requested will show in a yellowish color (you may need to

scroll down to see the time frame).

Check Availability

02:30 PM
03:00 PM
03:30 PM
04:00 PM
04:30 PM
05:00 PM
05:30 PM
06:00 PM
06:30 PM
07:00 PM
07:20 PM
08:00 PM
08:30 PM
09:00 PM
09:320 PM
10:00 PM
10:30 PM
11:00 PM
11:20 PM

Legend

Selected Date/Time
Range
[0 Blocked
E sSchool Event Scheduled
X Time Slot Is Booked
X Time Slot Has Multiple
Bookings

If you see a black or red X in the box — there is already an event scheduled at that time. The system

will allow you to proceed with submitting your request when a conflict is present. This will likely slow

the processing time of your request, and will likely result in the request being declined.

Check Availability

02:00 PM
02:30 PM
03:00 PM
03:30 PM
04:00 PM
04:30 PM
05:00 PM
05:30 PM
06:00 PM
06:30 PM
07:00 PM
07:30 PM
08:00 PM
08:30 PM
09:00 PM
09:30 PM
10:00 PM
10:30 PM

11:00 PM
11:30 PM

Legend

bttt

Selected Date/Time
Range
0 Blocked
E school Event Scheduled
X Time Slot Is Booked
X Time Slot Has Multiple
Bookings

m
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Organization Information

Next you will select your Organization. Only the organization(s) you’ve been approved for will show in
the list.

You will be able to see ALL Contacts with that Organization.

Select your name as the contact for the schedule.

Organization Information (= ]_]

Organization ||American Red Cross ¢

Contact || --Select Contact-- |+

--Select Contact--
Insurance expires on: |Bill Shakespeare

Coach K

Greg Puckett

Setup Requirements and Rental Requests:

Required Maintenance Services Service Description
1 Custoedizl -
1 Equipment -
0 Heating,/"“entilation /Air A
Conditioning

[ Custodial — For Office Use. We will arrange custodial coverage.

Custodial Charges will apply for the following:

If the regular custodian is not on duty we will schedule a casual custodian.
Extra custodial is required to clean after the event.

We will discuss charges with you at the time we are arranging the booking.

0 Equipment — Click the check box and use the description box to describe the equipment you are
requesting.

Generally groups should be providing their own equipment. We will make a request on your
behalf to the school. The approval of equipment requests is at the discretion of the principal.

[ Heating/Ventilation/Air Conditioning — For Office Use. We will arrange these services.
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Event Information

as

Eclow, please enter a number for:

otal Attending || |

Adults Attending |

Children Attending |

Extra Chairs Required |

|
|
|
Parking Spaces Required | |

Yes, please display events on the community calendar @
@Other MNeeds

Signature || | (please enter your email address)

] |1 confirm that I have previously read and agree

with the terms and conditions of facilities use

5 )Submi |

N

1. Total Attending - Enter the approx. number attending
Yes, please display events on the community calendar — leave this box checked unless the
district indicates otherwise.

3. Other Needs- Additional information about your request can be entered here. If you have Setup
Requirements enabled, it is recommended that as much information be put in those fields as
possible

4. Signature/Terms & Conditions- this is your Email address that you logged in with. It will need to
match exactly and is case sensitive. You are also asked to confirm that you have read the Terms
and Conditions. You can click the words ‘terms and conditions’ to review the district policy info.

5. Submit - After you have completed all required fields, entered your email signature and agreed
to the Terms and Conditions, click “Submit” to enter your request
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If your request was successfully entered, the webpage will reload and you will see a message like this:
Schedule #156718 has been saved!

You should also receive an email notification confirming your request was received. Save this email and
refer to the Schedule ID number should you have any questions or need to make any changes.

Home RELIESEETG(IIWAVSE My Organizations My Settings Documents Help
|Search far | @

CommunityUse - Request Facility Use List

as

View event titles starting with:
0123456789ABCDEFGHIIJKLMNOPQRSTUVWXY ZALL

| ---View all Organizations--- v| | ---View all Locations--- v| Filter Starting | @

| —View All Organization Types ¥| Description | | [ Filter |+ [ view All |

Schedule 156718 has been saved!

+ Request New Facility Use

1 - 3 of total 3 listed

Bl schedule ID 0 status I Location I rRecurrance
0 Title 0 schedule State B room 0 start Date I Total Paid
I no Of Events I Organization I End Date
0 Declined Reason 0 Event Date(s)
156715 Submitted Community Center North Mon-recurring $0.00
Montgomery Meeting Inactive \iper Room £0.00
5 Abracadabra Dance Studic
f1/2010

5/8/2010

5/15/2010

5/22/2010

5/29/2010

Please allow an appropriate amount of time for the request to be processed by the district. If you have
any questions, refer to the Help tab for district contact information or contact us.
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Community Use — Add Recurring Schedule Request Page

Each section of the page has a heading and a blue horizontal line. The sections are:

e Scheduling Details
Organization Information
Set Up Requirements
Rental Requests

Event Information

You can ‘collapse’ sections of the page by clicking on the | icon. This feature can help minimize
scrolling and to keep track of sections of the request page you have already completed.

Use theE icon to jump to different sections of the page.

Required fields are indicated an orange vertical line |
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Scheduling Details

Your name will be autofilled into the First Name & Last Name fields.

CommunityUse - Add Recurring Schedule Request

------- lize a
First Name Last
Name
Event Title|
Event Description
Location| --gelect Lacation-- hd
Rooms (Building)| | _.ggject Room-- -
b B
< i} 3
{Use the CTRL key to select multiple rooms. |
start Timel 1 « Qo= avw End Timel | - go « AW~
Start Recurrence/ A
Recurrence Pattern|
@ Daily
Weekly  Recur every week(s) on:
Sunday
Monday
Tuesdsy
wednesday
Thursday
Friday
Saturday
Meonthly
Day of every month(z)
The
of every month
(s)
End Recurrence| =

I Check Availability

1. EventTitle— (i.e. Girl Scout Meeting, Youth Soccer Practice, Choir Practice)
2. Choose a Location from drop down menu.

3. Choose Room(s) — To see a list of the rooms available at the location, click on the o to the right
of the Select Room Box. Check the rooms and click the OK button. The rooms you have selected
will show as a list in the Select Rooms Box.

4. Choose your Start Time and End Time. Times must be in 15 minute increments, so be sure to enter
the broadest range of time required to accommodate your event. Select AM or PM.

5. Start Recurrence — Use the calendar to select the first date of the recurring booking

6. Recurrence Patterns:

a. Daily —this is every day in the date range including weekdays and weekends

b. Weekly — Use this for meetings on specific days of the week. Choose Recur every “1” week
for your weekly meetings and then choose the day of the week as well

c. Monthly — You can have a meeting on a specific date(like the 15”‘) of each month, or you
can choose the second option which allows you to choose a floating date like the Second
Weekday of Every 1 month. Choosing every 3 months would be a quarterly meeting and
every 6 months for bi-annual meetings, etc.

7. End Recurrence — Use the calendar to select the last date of the recurring booking

Check Availability

8. You must
This feature will look for conflicts with events that have already been approved on the calendar.
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The Check Availability window will appear. The rooms you have requested will appear at the top of the
box and and the time frame you’ve requested will show in a yellowish color (you may need to scroll
down to see the time frame).

Check Availability close

02:30 PM -
03:00 PM
03:30 PM
04:00 PM
04:30 PM
05:00 PM
05:30 PM
06:00 PM
06:30 PM
07:00 PM
07:20 PM
08:00 PM
08:30 PM
09:00 PM
09:320 PM
10:00 PM
10:30 PM

11:00 PM
11:20 PM

Legend H B

Selected Date/Time
Range
[0 Blocked
E sSchool Event Scheduled
X Time Slot Is Booked
X Time Slot Has Multiple
Bookings

If you see a black or red X in the box — there is already an event scheduled at that time. The system
will allow you to proceed with submitting your request when a conflict is present. This will likely slow
the processing time of your request, and will likely result in the request being declined.

Check Availability close
02:00 PM
02:30 PM
03:00 PM
03:30 PM
04:00 PM
04:30 PM
05:00 PM
05:30 PM
06:00 PM
06:30 PM
07:00 PM
07:30 PM
08:00 PM
08:30 PM
09:00 PM
09:30 PM
10:00 PM
10:30 PM

11:00 PM
11:30 PM| -

Legend [<]-]

HHXX

Selected Date/Time
Range
I Blocked
E school Event Scheduled
X Time Slot Is Booked
X Time Slot Has Multiple
Bookings

m
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Organization Information

Next you will select your Organization. Only the organization(s) you’ve been approved for will show in
the list.

You will be able to see ALL Contacts with that Organization.

Select your name as the contact for the schedule.

Organization Information (= ]_]

Organization ||American Red Cross ¢

Contact || --Select Contact-- |+

--Select Contact--
Insurance expires on: |Bill Shakespeare

Coach K

Greg Puckett

Setup Requirements and Rental Requests:

Required Maintenance Services Service Description
1 Custoedizl -
1 Equipment -
0 Heating,/"“entilation /Air A
Conditioning

[ Custodial — For Office Use. We will arrange custodial coverage.

Custodial Charges will apply for the following:

If the regular custodian is not on duty we will schedule a casual custodian.
Extra custodial is required to clean after the event.

We will discuss charges with you at the time we are arranging the booking.

0 Equipment — Click the check box and use the description box to describe the equipment you are
requesting.

Generally groups should be providing their own equipment. We will make a request on your
behalf to the school. The approval of equipment requests is at the discretion of the principal.

[ Heating/Ventilation/Air Conditioning — For Office Use. We will arrange these services.
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Event Information

as

Eclow, please enter a number for:

otal Attending || |

Adults Attending |

Children Attending |

Extra Chairs Required |

|
|
|
Parking Spaces Required | |

Yes, please display events on the community calendar @
@Other MNeeds

Signature || | (please enter your email address)

] |1 confirm that I have previously read and agree

with the terms and conditions of facilities use

5 )Submi |

N

6. Total Attending - Enter the approx. number attending

7. VYes, please display events on the community calendar — leave this box checked unless the
district indicates otherwise.

8. Other Needs- Additional information about your request can be entered here. If you have Setup
Requirements enabled, it is recommended that as much information be put in those fields as
possible

9. Signature/Terms & Conditions- this is your Email address that you logged in with. It will need to
match exactly and is case sensitive. You are also asked to confirm that you have read the Terms
and Conditions. You can click the words ‘terms and conditions’ to review the district policy info.

10. Submit - After you have completed all required fields, entered your email signature and agreed
to the Terms and Conditions, click “Submit” to enter your request
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If your request was successfully entered, the webpage will reload and you will see a message like this:
Schedule #156718 has been saved!

You should also receive an email notification confirming your request was received. Save this email and
refer to the Schedule ID number should you have any questions or need to make any changes.

Home RELIESEETG(IIWAVSE My Organizations My Settings Documents Help
|Search far | @

CommunityUse - Request Facility Use List

as

View event titles starting with:
0123456789ABCDEFGHIIJKLMNOPQRSTUVWXY ZALL

| ---View all Organizations--- v| | ---View all Locations--- v| Filter Starting | @

| —View All Organization Types ¥| Description | | [ Filter |+ [ view All |

Schedule 156718 has been saved!

+ Request New Facility Use

1 - 3 of total 3 listed

Bl schedule ID 0 status I Location I rRecurrance
0 Title 0 schedule State B room 0 start Date I Total Paid
I no Of Events I Organization I End Date
0 Declined Reason 0 Event Date(s)
156715 Submitted Community Center North Mon-recurring $0.00
Montgomery Meeting Inactive \iper Room £0.00
5 Abracadabra Dance Studic
f1/2010

5/8/2010

5/15/2010

5/22/2010

5/29/2010

Please allow an appropriate amount of time for the request to be processed by the district. If you have
any questions, refer to the Help tab for district contact information.
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My Organizations Tab

You can come here to review the Organization(s) that you have been approved to submit requests for.

Home Request Facility Use RUEOIELIr&G I My Settings Documents Help
|Search for | @

os

Filtering
View Organization starting with
0123456789ABCDEFGHIJKLMNOPQRSTUVWXYZALL

+ Reguest Another Organization

1 - 1 of total 1 listed P ous 10
0 Ad

1 organization Type

commercial 101 E Sutton

0 organization Status EJ Organization Name

Approved Abracadabra Dance Studio

+ Request Ancther Organization

-
i- Print to PDFE
g

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

Home Request Facility Use BOVESIErc - My Settings Documents Help
|Search for | @

Organization Information
Click here to ask administrator to update your organization information

Organization Name |Ameriu:an Red Cross |

Address ‘103 E Main St ‘
Roxboro, NC x5469

FEIN | |

Sales Tax Exemption | | Tax Exempt? Yes Nao

No.

Insurance Information [+]-]

Insurance Company| |

Policy Number | |

Coverage

Coverage Date | to
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My Settings Tab:

You can come here to update your personal contact information or reset your password.

Be sure to click Submit to save any changes.

Academy of Carolina North at
Edgestow

e

Home Request Facility Use My Organizations VRSl Documents Help

|Search far | @
CE

First Name ||Mike |

Welcome Mike Montgomery! Click here to Log Qut
Morth Carolina School District

Last Name ||Montgomery

Email Address I|mike@usa.com |

Phone Number ||618-543-4321] |

Cellular Number | |

Your Address |[101 E Sutton

My Community Settings [+]_]

0Old Password | |

New Password | | Verify New Password |

[] Check here to remove self from all event-related email notifications

Thank you for using the CommunityUse site to submit your online requests.
Refer to the Help tab for contact information should you have any questions.

Please Log Out each time you are done using the system.
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