Facilities Scheduler
Start-Up Guide for Requesters
This Start-Up Guide provides the steps on how to become a Requester and request a Facility.
Click this link for the video tutorial:
https://www.rtvbroadcaster.com/archive/video/play/18878video

Becoming a Requester
To become a Requester, go to the Web address provided to you by the School or District.
https://fs-easthartford.rschooltoday.com/authentication/credential/login
From there, you can log in with your username and password (if a Requester account has
been created) or click the ‘Become a Requester’ button to register.
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Clicking the "Become a Requester" button will take you to the Facilities Requester Registration
Form. Fill in your first and last name, district or company email address, click "I'm not a robot" and
click on "Create an Account"

After clicking "Create an Account", you will be sent a link to your email. Click on this link where is says "Verify my account".

Click on "Verify
my account"

Next you will be brought to a link where you complete the remainder of you registration profile. Start by
clicking the box in the top left corner where is says "I am requesting as a School Staff Member", if you are
a district employee. Non-essential information boxes will then gray out.

By clicking this button first
as a staff member, you will
not be required to populate
several of the fields. The
remaining fields with an
asterisk (*) are mandatory.

After completing this information,
click on "Submit Registration
Form". Your account will then be
verified and approved by an EHPS
rSchool Administrator. Your will
receive an email once you are
approved. You will then be able to
log in and make your first Facilities
Request.

Requesting a Facility
After completing the Registration Form and being approved by an EHPS Administrator, you will
be able to make a Facility Request. As a Requester, you must provide information in a series of
screens (Time/Date, Facilities, Event Details, Other Needs), then Confirm your request.
Screen 1: Time/Date- Add the desired dates and times for your event. You can enter more
that one date at a time. When entering the start and end time, this is the time of the event
itself. On a later screen, you can enter a set-up and break-down time for the event.

Choose the date by clicking on
one or more dates. Dates
already highlighted in gray are
typically holidays or dates the
facility is closed and cannot be
booked. Green highlighted
days and district-wide
recognized events such as
professional development or
school recess days.
Choose the start and end time
of the event. Set-up and
break down times are chosen
on a later screen.
When you are done, click on
"Save & Continue" to go to
the next screen. You can
also choose "Back" to
navigate to the previous
screen.

The next screen will allow
you to enter event set-up and
break down-times. Then click
"Continue".

Screen 2: Facilities- On this screen, you will select the specific building and location within.
You can begin by clicking on "Building" or "Type & Building".

Start by clicking on "Building"
or "Type & Building".
"Building" will allow you to
choose a specific facility and
show you all of the location
options within. "Type &
Building" will allow you to
choose a facility and narrow
your search for a specific
type of space within.
Depending on which button is
chosen, select Building or
Building and Location Type
from the drop-down box and
click Continue.

The next screen shows you each space within the building that is available to reserve/book for an event.

Click on the box next to the Facility Name ie.
"Conference Room 120" and click "Continue" at
the very bottom of the page. You will notice that
there are no other boxes available next to the
other Conference Rooms. This is because they
are already reserve or requested. There is a
"Conflict"

By hovering your cursor over
the red number 1, you can
get more information about
the "Conflict". You can also
use "Show Conflicts" button
in the upper right corner.

Key note about "Conflicts"- Even though there may not be an obvious conflict between the event time you are
requesting and the event time already requested or reserved, the "set-up" or "break-down" times may overlap and
prevent the space from showing as available. You can use the "Back" button to adjust those times for your request.

Screen 3: Event Details- This is the screen where you enter the "Event Name", anticipated "Group
Size" and "Setup Notes". All fields with an asterisk (*) must be completed. The more detail, the
better as this information will be needed by the EHPS Administrator for approval. It also helps
Custodial and Campus Safety with determining appropriate staffing levels.

The Auditorium Seating,
Auditorium Stage and
Auditorium Lobby was chosen
for this particular event. Click
"Continue" after completing
the necessary information.

Screen 4: Other Needs- Depending on the location chosen within the building, "Other Needs" may
be offered for the event such as tables, chairs, Custodial Support, Campus Safety Support, a flag
pole or a podium. Please be practical and conservative when choosing "Other Needs" as these
often directly tie to event staffing cost.

Be sure to click "Continue
when completing your
selections.

Screen 5: Confirm- This screen lets you review the details you have requested before submitting
your request for approval. At any screen, you can click on the "Back" button at the bottom and
move between screens to make adds or changes. Once satisfied with your request click "Submit".

The last screen you should see is the one below. This will show you your request history. At this
point, your request is in an approval queue/workflow for one or more EHPS rSchool Facility
Approval Administrators. You will get an email once your request has been approved or denied.

