ScheduleFM Users Guide

TPS Public Facility Requests

Toledo Public Schools (TPS) provides a public web site for the submission of facility use
requests. The web site is available by going to the following address:

schedulefm.com/TPS/Request

This will take you to the login page, through which you can sign up for an account, or log in to
submit one or more facility use requests.

If you are new, and do not yet have an account with TPS, please choose the click “HERE” link.
If you forgot your login information, choose Forgot Password. If you have questions, please
call the phone number at the bottom, or select the HELP link.

Toledo Public Schools

Welcome to the Toledo facility request page. Pﬁouo

You need to be registered, and enter a username and password, to submit a request. Teledo Public Schools

If you are new, and wish to register, pleasg click HERE.

If you already have a username and password, please log in.

User Name || |

Password | |

If you forgot your login information, please choose Forgot Password.

Please call 419-671-8500 if you have questionsl - Or for a tutorial, choosla HELP. |

New Account Requests

If you do not have a username and password, you can request an account for a new
organization, or add yourself to an existing organization.

From the Login page, choosing “click HERE” will open a new account request form to
complete. If you belong to an existing organization, you can select it from the list

You have the option of selecting an existing Organization, entering a new one,

or leaving Organization blank if you are applying as an individual.

If you belong to a Organization, please select it from the list - \Select Organization ~
Title Select v | * Select Organization

A Renewed Mind/Ohio Guidestone

‘ + A.l.'s Dodgeball League
Ace of Fire Volleyball

‘ , Aerospace & Natural Science Academy
African American Legacy

. After-School All-Stars

| All Stars E.T.F.).C.L. (Cheer League)

First Name

Last Name

Organization

o Anthony Johnson Dodgeball League

User Name ‘ Arlington Elementary School

Bag Bros. Entertainment LLC
Password ‘ : Beverly Elementary School

BGSU Educational Talent Search
Address 1 BGSU TRIO Upward Bound

Birmingham Elementary School
Address 2 Blazers Track Club
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TPS Facility Requests

Selecting an existing organization will backfill some of the information fields.

You have the option of selecting an existing Organization, entering a new one,

or leaving Organization blank if you are applying as an individual.

If you belong to a Organization, please select it from the list - | Bag Bros. Entertainment LLC v

Title [select v | *

First Name ‘ | N

Last Name ‘ | s

Organization Bag Bros. Entertainment LLC

ertome | I
Password \ |*

Address 1 | 644 Whitlock Ave. :
Address 2 [NA |
City | Toledo :

State [ ohio v|*
Zip ‘43605 )

You will then need to complete the remaining information, with the areas with an asterisk
(*) next to them being required.

or leaving Organization blank if you are applying as an individual.

If you belong to a Organization, please select it from the list - \ Bag Bros. Entertainment LLC v

Title

First Name

Last Name
Organization
User Name
Password
Address 1
Address 2

City

State

Zip

Phone Number 1
Phone Number 2
Fax

Email Address

ML v |

| Bob

[Bag

Bag Bros. Entertainment LLC

|BobB

|644 Whitlock Ave.

[na
|To|edo
:

43605 :

[111-222-3333

| bobb@bagbros.com
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ScheduleFM Tutorial

If you do not belong to one of the organizations in the list, you will need to include the
Organization name in the completed information.

Whether you add yourself to an existing organization, or create a new organization, you
must complete all of required information, then choose Request New Account

Request New Account

Please call 419-671-8500 if you have questions.

You will receive a confirmation message,

New user account request was submitted.

Oli

and after selecting OK, you will be directed to the request form.

Toledo Facility Use Request Sign Out

1. Your Information Bob Bag
Bag Bros. Entertainment LLC
644 Whitlock Ave. - NA
Toledo, OH 43605
111-222-3333
bobb@bagbros.com

Enter Date and Time ® Single Date O Reoccurring Dates O Random Dates
(Required)
Event Dat

Start Time| 03 : 00 PM v | End Timel 04 : 00 PM v |

3. Select School and/or Room Type School Any
(Optional) Room Type Any

4. Attendee Information Estimated number of YOUTH participants: |
{Required)

Estimated number of ADULT participants: |
TOTAL estimated number of participants including spectators: :

Setup/ Layout Request

(Optional) Layout Setup: | No v \ Email:

Select Yes to expand this section

6. Enter Notes and Special
Instructions
(Required)
Please tell us if you want a specific
room, or need a room's tables and
chairs configured a certain way, or

have any other special needs for your
event.

7. Submit Request Submit Request

You do not need to submit a facility request at this time if all you wanted to do is request a
new account. If this is the case, you can choose Log Out, or just close your browser tab.
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TPS Facility Requests

Completing Facility Request Form

The facility request form is then presented. Whether you have requested a new account,
or already had an account and just logged into the form, the required fields are the

following:

« Date and times, including Single Date

Enter Date and Time
(Required}

Reoccurring Dates

Enter Date and Time
(Required)

and Random Dates

Enter Date and Time
(Required)

@® Single Date O Reoccurring Dates (O Random Dates

Event Datei@@

Start Time| 06 : 00 PM v | End Timel 08 : 00 PM v |

(O Single Date ® Reoccurring Dates (O Random Dates

Start Date|03/01/2023

End Date |05/31/2023 |E@
Start Time| 06 : 00 PM v | End Time| 08 : 00 PM v |

(OmMon [Jtue ®wed [thu [JFri [Jsat [JSun

O Single Date O Reoccurring Dates @ Random Dates

Event Date Start Time End Time
|02/28/2023 | [H|(0o6:00PM v 08:00PM v |

|03/08/2023 | [|(06 : 00PM v (08 : 00 PM v |

Add Another Date

» Preferred School and room/field type selection.

(Optional)

» Attendee counts.

4. Attendee Information

(Required)

Select School and/or Room Type  School | Rogers High Scf V|

Room Type I Gym

v]

Estimated number of YOUTH participants:
Estimated number of ADULT participants: D

TOTAL estimated number of participants including spectators: ‘30
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ScheduleFM Tutorial

» Optional room layout instructions.

o
Setqp/ Layout Request —— Ema“:| ‘
(Optional)
" . Partition Open or
Select Yes to expand this section Time Setup Begins? Closed? Requested Layout
Midnight v [Open v [ Banquet M
# of Chairs # of Tables Select Equipment
N Computer -
Flip Chart
LCD Projector i

-
) ﬁ

Special Instructions: Select image:
Choose File | No file chosen

s

Event require catering? OvYes @ No Please put catering info in Special Instructions area.

* Notes (A brief title for your event)

Enter Notes and Special
Instructions
(Required)

Dunkin Dudes adult basketball league play on Wednesday nights until the end of May.

Please tell us if you want a specific
room, or need a room's tables and
chairs configured a certain way, or
have any other special needs for your
event.

» Choose Submit Request.

7. Submit Request Submit Request

« Event Summary - Choose Edit this Request to make changes, or Submit to complete it.

Please verify the data, then choose Submit to confirm the request: Sign Out
Your Contact Information Bob Bag - 111-222-3333 - bobb@bagbros.com
Your Organization's Information Bag Bros. Entertainment LLC, 644 Whitlock Ave., NA, OH, 43605,
Toledo
_ 6:00pm to 8:00pm every Wednesda
Date/Tare fromp3/1/202; to 5/31/2023. !
Facility Rogers High School
Number of Youth Participants 20
Number of Adults Participants 6
Total Number Participants 30
Notes Dunkin Dudes adult basketball league play on Wednesday nights until

the end of May.

et i weqves [ S
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TPS Facility Requests

A final confirmation page is presented, through which you can go “Back to Request Form”
to submit another request, select Email to send a receipt to yourself, or Sign Out.

Your Contact Information Bob Bag - 111-222-3333 - bobb@bagbros.com
Your Organization's Information Bag Bros. Entertainment LLC, 644 Whitlock Ave., NA, OH, 43605,
Toledo

6:00pm to B:00pm every Wednesday

Date / Ti
e ol from 3/1/2023 to 5/31/2023.

Facility Rogers High School

Number of Youth Participants 20

Number of Adults Participants 6

Total Number Participants 30

Notes Dunkin Dudes adult basketball league play on Wednesday nights until

the end of May.

=) Email

You will receive an email from the TPS Community Use folks that either confirms or denies
your request in the near future. Keep track of your request number in case you need to
ask about the status of the request.

Summary:

The TPS public request form provides you with the ability to submit requests for facility use
through a web site. New users can request an account, with established users logging into the
form. Both are able to submit one or more requests for facility use through the form.

Technical Support:

If you have any questions about submitting a request, or about the facility request form, please
call 419-671-8500 or email jfischer@tps.org. Technical support is also available from
GraphicVision by emailing techsupport@graphicvision.com, or calling 303-424-0626 during
regular business hours (MST).
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