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How to Request Access to Submit Online Facilities Requests
in Fairfax County Public Schools

The Community Use Section for Fairfax County Public Schools is now taking facility requests online through our
CommunityUse calendar and request system. You can enroll online and enter requests for community use by following

these simple steps.
First, click on this link to access the CommunityUse Calendar:

https://www.communityuse.com/default.asp?acctnum=738652987

At the top right-hand side of the screen, click on the link to Login to Request Facility Use.
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Then click on the Create One link to create an account, and request access to submit online requests. If you already
have an account, enter your email address and password and then select the Log In button.

g

Don't have an account? Create One.
Email Address N

Password | |

[ Log In ] [ Forgot Password? ]
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https://www.communityuse.com/default.asp?acctnum=738652987

You will be asked to read and agree to the Terms and Conditions established by Fairfax County Public Schools

in order to register.
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n order to register, you must agree with the following terms and conditions:

Fairfax County Public Schools has 3 number of School Board Regul and Notices ity use of a|
‘acilities. Plaase familianze yourself with Regulation 8420 "Commuity Use of Schocl Faoiities™ anﬂ Notice 8420 “Fiscal
ear Fee Schedule for Communty Use™. Also, for PTA and Booster representatives offenng fee-based activbies,

please raad Ragulation 5424 and Notics 8424,

| rules page is induded inside Regulation 8420, This document is alsa under the Documents Section for sasy
laccass. Plaass visit our web site 3t www fops.adu/fts/comuse and Familiarize yoursalf with cur niles and regulations
pefora submitting any requast to FCPS, NOTE: When schools are dosed due to indement weather, all facilies use
5 cancelled. Users are responsible for natifving their memberships.

Terms of Use agraement: a5 an Organization Event Contact, [ agree that 1 am famiar with, and will abide by, the
urrent version of Regulation 8420 (and 8424 for PTA activities that fall under that Regulation). | also agree that |

lam authorized to apply for space on behal of any organization 1 am approved for s a conkact. My organization will

b= iable for anvy and all cdlaims, damagss, or expanses resulting from use of the schoal facility, induding but not

imited to, damages to School Board property and costs, attomey’s fees, expenses or damages resulting from my

forganizations falure to comply with ths agreement or any federal, state or local law, regulation or other

wquire ¢ suth obEItions in the event that there is no organization listed, any such —)

organization it otherwise unable to pay. [ will ensure the prampt

lacdne financial resnnashility for any inaices that are relatad 2

en 15 not 3 valid legal entity,
ind nroner adustmant of all such raims. 1 alsa

=

__Ponk Agreement |
=T
Mjraea-.-.mw |8 |

[T @emnee B

[ o 10c0am

Check the Box, and Click Agree and Register. *Once registered, you can access an easier to read agreement under the

documents tab. Clicking Print Agreement on this screen is not recommended.

[vl1 read and agree to abide by the terms and conditions stated above.
[ iZﬁée

and Reqgister .] [ Print Agreement ] [ Decline Registration ]

You will then be asked to complete the following Personal Profile Form.

Click Save & Next once you’ve filled in all required fields below marked with an orange vertical line.

Step 1 of 3: Personal Profile

Registration Wizard

Personal Profile Confirmation

My Contact Settings

Request Organizations

First Name ||Adam | Last Mame ||Smith

Email Address ||adam@trading.emai|.com |

Phone Number ||111-212-1122

Your Address ||5001 Revenue Blvd ¥
Cash, NC 55554

Naote: This is your Contact Address. You will enter the organization address o
next page.

=
Password Settings

Password I|uuu |

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

[ Save & Next H Cancel ]

Please Note: If “Check here to\
remove self from all event-
related email notifications” is
selected, you will not receive
any emails related to your
requested use (including

approvals). We recommend

. I/A\ not selecting this option. /
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On the Request Organizations page, you can request to be an Organization Event Coordinator (OEC) for one or more
Organizations. Simply fill in the required fields and click “Add Organization”.

Step 2 of 3: Request Organizations

Registration Wizard
/Please Note: The Community =

Use Section will determine this
option for you. Please leave

blank.
Request Your Organization [+]-]

Organization Name ||Smith Learning Co.

Personal Profile Reguest Organizations Confirmation

Organization Type | ---Select Organization Type--- %

Organization Address ||5001 Revenue Blvd
Cash, NC 55554

Use Your Contact Address as Organization Address

[ Add Crganization

Requested Organization List

B Organization Status Bl Organization Name B Organization Type

No record found

[ Previous H Save & Next H Cancel ]

You will then see the Pending Status next to the requested Organization, as shown below.

Once you have added all of the Organizations you would like to submit facility requests for,

click “Save & Next”

Requested Organization List [2]=]

1 -1 of total 1 listed

0 Organization Status B} Organization Name I3 Organization Type

E Pending carning Co.

<
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On the final page, confirm the information and click Submit Requests.

Step 3 of 3: Request Confirmation

Registration Wizard =

Personal Profile Request Organizations Confirmation

as

Please review your information below.

Click the "Submit Requests’ button to submit your requests for approval.
Name Adam Smith
Email Address adam@trading.email.com
Phone Number 111-212-1122
Cell Phone

Your Address 5001 Revenue Blvd
Cash, NC 55554

1 - 1 of total 1 listed

I3 Organization Status EJ Organization Name I Organization Type

Pending Smith Learning Co. 5001 Revenus Blvd Cash, NC 55554

Submit Requests l [ Cancel l

An email will go to the Community Use Section for Fairfax County Public Schools, who will review your request for an
account, and make sure you are associated with the correct Organization(s) in their master list.

You should receive email confirmation of your request for an account. You will receive an additional email notification
letting you know if your request for an account was accepted or declined.

If your registration for an account is accepted, you can return to the CommunityUse login page
https://www.communityuse.com/default.asp?acctnum=738652987 and login to begin requesting facility usage in Fairfax
County Public Schools.

Need assistance or have questions, please contact the Community Use Section at 571-423-2340 or via email at
fcpscommunityuse@fcps.edu .
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