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How to Login and Submit a Request for Facility Usage in Fairfax County Public Schools

Go to http://www.communityuse.com/default.asp?acctnum=738652987

At the top right-hand side of the screen, you will see a link to Login to Request Facility Use. Click here to login. Please
note the next step will require an email address and password. If you do not have an account, you will be able to
create one. If you forgot your password, you will be able to request your password via email.
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If you have already registered for an account, enter your email address and password into the form

and click Log In. If you do not have an account, select “Create One”. Please allow appropriate time for the Community
Use Section to activate your new user account if you are registering for the first time. If you forgot your password,
click Forgot Password.
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't have an account? Create One.

Email Address |mike@usa.com |

Password eseseese |

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

When you login, you will start on the Home tab. Here you can view the calendar. If no events are showing in the
calendar view, be sure you have a Location selected. Anytime you make a filter choice on the Calendar, be sure to click
the Filter button in order for the correct data to display.
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To begin making a request for facility usage, select the “Request Facility Use” tab. You will also see other tabs at the

top of the page. Please keep in mind, requests must be submitted at least fifteen (15) business days prior to use, per
School Board Regulation 8420.

E6InEN Request Facility Use [ ons My Settings Documents Help
|Search for | @
Academy of Carolina North at Welcome Mike Montgomery! Click here to Log Cut
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Request Facility Use

View your Facility Use Requests

Normal Schedule Recurring Schedule
1 *Single date * Daily
*Multiple dates * Weekly
*Same * Monthly

Locationfareas * Same

Location/areas

t Facility Use | My Organizations | My Settings | Documents | Help

Welcome to the community website for the Academy of North Carolina in
Edgestow - Please take 3 moment to go to the Documents tab and review
the How To documentation we have provided there. If you are making a

request please allow up to a week for any requests to be processed.

Note: If this is your first time making a request through CommunityUse, you will be asked to read the Terms and

Conditions. You will also be asked to verify that you agree to these terms each time you submit a request for space in
Fairfax County Public Schools.
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You have two forms to choose from when submitting a facility request.

Request Facility Use

View your Facility Use Requests

* Dajly

*Single date

o Multiple dates * Weekly

*Same » Monthly
Location/areas * Same

Location/areas

1. The Normal Schedule Form will allow you to request up to 20 event dates at one time for a specific activity. All
of your events should be in the same room(s), at the same time over different days (up to 20 event dates).

2. The Recurring Schedule Form will allow you to choose up to 100 event dates for a specific activity, and the
events should be in the same room(s) at the same time over different days (up to 100 event dates) — and these
days will happen on a recurring basis (l.e. every Monday and Wednesday for a month, or every Sunday for a

year, etc.)
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Let’s start with a Normal Schedule.

You will be asked to fill in some required fields. These are indicated with an orange vertical line
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1. Enter your Event Title. This will display in all calendar views.
Select a Facility Location & Room. You can select up to 50 rooms at one location.

3. Enter Event Date by typing in the date (i.e. 05/11/2016), or clicking on it from the calendar. No blank spaces
allowed in Event Date field.

4. Select your event time (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.

5. Select the Search button.
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This feature will look for conflicts with events that have already been approved on the calendar. Your requested rooms
will show at the top, and the time frame you’ve requested will show in a yellowish color. If you see a black or red X in
the box —there is already an event scheduled at that time. If the room being requested is not available at the time
needed (black or red X), the scheduling system will allow you to proceed with entering your request even when a
conflict is present. Please do not submit a request if a conflict is present. This will likely slow the processing time of

your request, and may result in the request being declined based on FCPS Policy.
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If a conflict does not appear, and you wish to continue with your reservation request, please select the Next button.

If a conflict is present, please select the Previous button in order to request a different room.
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For a Recurring Schedule follow the same steps as above with the exception of entering dates.
The date range field will look like this:
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End Recurrence | 1-]
Tate: The maiimum evart datis for this schedcls b 100,
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Recurrence Patterns:
e Daily —this is every day in the date range including weekdays and weekends.

e 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. Enter Recur every “2” weeks for events
recurring every two weeks. Enter Recur every “3” weeks for events recurring every three weeks.

e 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.
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Next you will enter Additional Information regarding your event.

Is there a charge for this event and/or is it a fundraiser where money will be collected or donations accepted?

e Will there be food or drink at this event? (Please enter: food, drink, both or none).
Per School Board Regulation 8420, food is only permitted in the cafeteria. Water is allowed in the gym.

e Please provide any additional event information.
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Organization | |__seiect Orgarization-- ool
Contact| |- Seect Contanis. v
Insurance expires on:
[ et Rouicminents | 8
Required Mabntenance Services Service Description
| Audio/Visual
Custodisl
] Ewert Break Down

[JEvent Setup

1Fo0d Services.

After the Additional Information Section, 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 group.

Organization Information Sl

Organization ||American Red Cross ¢

Contact || --Select Contact-- |+

Insurance expires on: |Bill Shakespeare
Coach K
Greg Puckett
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Setup Requirements Section:
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To request special services, check the box and then enter detailed setup information in the Service Description box.
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Some services may be limited to availability. There may be fees associated with some services.

Look under the Help tab, and contact the FCPS Community Use Section 571-423-2340 or fcpscommunityuse@fcps.edu
for more information on services, availability and cost. School Board Notice 8420 outlines the fee schedule for facility

use, and is available under the Documents Tab and on our Community Use Section web site:

http://www.fcps.edu/fts/comuse/ .
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Next you will enter your Event Information.
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Event Information

1. Total Attending - Enter the approx. number attending event - Other information under section #1 is optional

Yes, please display events on the community calendar — leave this box checked

3. Other Needs - Additional information about your request can be entered here for the school requested to

review.

4. File Attachments — If you have a document you believe may be helpful for the school to have, please add the file

here.

5. 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 Fairfax County Public School policy information.

6. Save - After you have completed all required fields, entered your email signature and agreed to the Terms and

Conditions, click “Save” to enter your request.
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If your request was successfully entered, the web page will reload and you will see a message like this:
The following request has been submitted. Please contact the Community Use Section if you have any questions

about your request. Please select Print, for your records.

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.
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Please allow 3 business days for your facility request to be processed by Fairfax County Public Schools’ staff.

If you have any questions regarding your submitted request, please contact the designated Community/Building Use
School Contact. Please refer to the Community Use web site (http://www.fcps.edu/fts/comuse/index.shtml) for list of

school contacts.
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My Requests Tab:

You may review the status of your submitted requests via the My Requests tab at the top of the screen.
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This page will show a list of requests that you have submitted. You will be able to see the current status of your
submitted requests, details about the events, and even total amount invoiced and paid. You can print by selecting the
Print to Pdf icon at the bottom of the list. You can also use the calendar filter section at the top of the page to help find
an event you are looking for. If you need to submit a new request, simply click on the “Request New Facility Use” link.

If a schedule is still in the Submitted state, you will be able to click on the Event Title to edit the request. Once a request
has been marked Approved, you will no longer be able to change the request, and you will be required to contact the

school building use staff. Please refer to the Community Use web site (http://www.fcps.edu/fts/comuse/index.shtml)
for list of school contacts.
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Viewing the Calendar:
The CommunityUse Calendar can be viewed by both registered and unregistered users.

The calendar appears on the Home tab. If no events appear on the calendar, be sure to select a location from
the filer drop-down menu. Any time you make a selection in a filter drop-down menu, click the Filter button
to sort the events. The View All button will clear your filter and show all events.

To view more information about an event, simply click on the Event Title. This will open up a new window
containing event details. From that window, you can send an email with the Tell a Friend button or click Print
Event to send event information to your printer.

-FI( B Vew Freostes  Tool  Help
W W) Mamom Rewards (1] designesmi-inbetmen (5] Communiey Use (5] Adminisivatve Sersees -~ FCPinet [ Google 1 Bing (11 Fairlen Coumty Pubbe Sen_ ] Filweet | - Web Contert Mansgeme. f v @ =2 m e Pager Lbwyw Toche @

Fairtay; County Public Schoels Visloma Laa Devaemi
Ehck Heve 1 dooes this FEPS O

m Request Facility Use | My Requests | My Organizations My Sottings  Dotuments . Melp
Search for .

= as
View event lthes starting with: 0123 GTESABCDEFGHIIKLMNOPQRSTUVWXY ZALL
Viw Al Cirganisstics @ty 13 | --\view Al Locations.. V] FnerSaceg (373373018 32

\icw A8 Drganisstion g B Description | ter N

[12]



My Organizations Tab:

You can come here to review the Organization(s) that you have been approved to submit facility request for.
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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 the Community Use Section @ 571-423-
2340 if any of the information is inaccurate or out of date and needs updated.

Home Request Facility Use QUVESIGERIFEGTGLEN My Settings Documents Help

|Search for | @

Organization Information

Click here to ask administrator to update your organization information

Organization Name |American Red Cross

Address (103 E Main St

Roxboro, NC x5469

FEIN |

Sales Tax Exemption |

Na.

Insurance Information

Tax Exempt? fes Mo

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.

B etpr v
Fle E81 Vaw Froost Tooh Help
e 4 Mummom Rewurds (1] Sesigneentaobetasions (5] Communiy Use (1 Adminisirative Sensees - -, FCPinet [ Google [ Bing (1] Fairin County Dusbe Sen_ ] FiDueet | - Web Comtent Manageme_

Fairtay; County Public Schoels

T T e
s

Home Request Faclity Use My Requests My Organizations
Saarth for @

as

First e | Lea | Lt Nurme | [Bavarmin

masd address | fnadayarmin@hotml.com
Phose Nusber | [703.555-1212

Calilie Nusber

TWWHIW
My Commamity Settings. as

Current Passwerd

Pa a

vent.related emad natificaticos

! Required Fieids

[14]



Documents Tab:

You can come here to review documents pertaining to building use in Fairfax County Public School facilities.
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Thank you for using the Fairfax County Public School’s CommunityUse calendar and request system to submit your
online facility requests. Should you need assistance, please contact the Community Use Section at 571-423-2340
or via email at fcpscommunityuse@fcps.edu.
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