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WHAT IS FACILITRON?

Facilitron is a facility management software partnership for public and private
facility operators such as schools, colleges, cities and churches designed to
help them manage and track facility use, community facility use requests,
maintenance tasks, building systems such as HVAC, register and document
participants or the attendees at events.

In one place, Facilitron allows you to:

¢ View all of the activities occurring at any of your organization's facilities
in a centralized calendar

¢ Internally schedule, reserve or request any of your organization's
facilities

e Manage facility use requests that come in from the community or
anyone outside the organization

WHAT DO | NEED TO KNOW?

Getting started with a new software platform can be intimidating, however
learning the basics of Facilitron is easy. First, let's discuss some of the basic
things you need to know to get you up and running.

UNDERSTAND THERE ARE TWO PARTS OF THE FACILITRON
PLATFORM

1. The Community-Facing Front End - the online rental site where the
community goes to find available facilities, view photos, see pricing
and configure requests

2. The Administrative Back End - where administrators go to manage
community requests and where members of your organization go to
make internal requests

Understanding who goes where, when is a simple, but fundamental basic of
Facilitron. The community goes to the rental site on the front end, even if
they have special rates or pay no fees. Facility administrators and internal
users (such as teachers) who are requesting facilities go to the administrative
back end. The back end will allow internal users to book or request facilities
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and times that may not be available to the community (such as during the
school day).

Platform has two parts
(Think: Front end and back end)

Community Request Portal District Control Center

UNDERSTAND YOUR DISTRICT'S APPROVAL WORKFLOW

Accommodating quick approvals is one of the many benefits of the Facilitron
platform. Your account has been set up to accommodate your organization's
approval workflows per facility. It's important to understand who is the final
approver and who are your organization's pre-approvers for certain facilities.
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HOW TO LOG IN

To access your account, please select “Log in” in the top right-hand corner

of this page.

facilitron

=

I
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FACILITY MANAGEME

LIST
Facilities

Sign up for 8 Faclron partnership to list faciities
and manage schedules

GET STARTED

—

RENT
Facilities

Create an account and easily make requests 10
rent public facilities for your events,

CREATE ACCOUNT

NT, EVOLVED

MANAGE
Facilities

Already a partner? Log In of request sccess
through your organization

e

You will be asked to enter your email address and password.
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& facilitron

Requesting public facilities has

never been easier.

Once you have entered your information, please select your organization

under Select Account.

LogIn /

Email address

Password

Forgot password?

Don't have an account? Create Account.

Need an account associated with an existing organization? Request
Access.

Return to Facilitron.com.
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facilitron

Trent Allen

trent.allen@mac.com

Select Account

select org.

If you are logging on to manage an organization,
you must choose the organization here.

You are now logged in. Depending on what type of account you have, you
will either go to the Dashboard, or return to the Facilitron home page. If you
return to the home page and want to go to the Dashboard, click on Accounts
& Dashboard to reveal the Account pop up.
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, Lrent
fac“itron’ Overview News Suppfrt Accounts & Dashboard v

s N . ,
* FACILITY MANAGEMENT, EVOLVED

«Facilitron changes the way.schools managA eir. facilitig at no cost.

Enter facility or activity

MANAGE RENT LIST

Facilities Facilities Facilities
Already a partner? Log in or request access Create a renter account to make requests to Sign up for a Facilitron facility ow
through your organization. rent public facilities for your events. partnership to list your facilitie:

Click "Dashboard" to navigate to your dashboard.
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FORGOT PASSWORD

Recovering a lost password

If you have created an account but are having trouble logging in, try resetting
your password by selecting "Forgot Password" from the Log In window. Enter
your email address and submit. If your email is registered with us, you will
get an email reset password. You must follow the link in the email to create
a new password.

Log In
Email address

Password

Forgot password?

Don't have an account? Create Account.

Need an account associated with an existing organization?
Request Access.

Return to Facilitron.com.

If you do not receive the email in your inbox, please check your spam or junk
mailbox folders. (Note: You must use the email address that you signed up
with in order to access your account).
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If your email is not registered with us:

1. You haven't created an account yet

2. You are using a different email from the one you used to create your
account

3. You are part of a Facility Owner organization (like a school district)
and your account has not been created in the Facility Owner
organization.

If you are part of a Facility Owner organization, your account must be
set up and associated with the organization by Facilitron with
approval from your organization.

fcxcilitron Facility Owners Renting Facilities Resources Support 2 Hi Trent )]

our Accounts & Dashboard

Your account

Trent Allen

trent@facilitron.com

& Edit profile @ Log out

Your current organization
Mansfield ISD
Switch Accounts

Mansfield ISD v

m Ly m ‘ g fiew Orgatasitn
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TO CREATE AN INTERNAL RESERVATION

Creating schedules for internal activities and events is different from the way
the community makes requests on the front end. You need to make sure you
understand how to add an internal activity or event from your administrative
back end (Hint: it's a lot like adding an event with Google calendar).

Internal events MAY go through an approval process depending on what you
are requesting and what the privileges are with your role (Example:
requesting a conference room in the library for a teachers meeting may
include the librarian in the approval workflow)

Start by logging in and navigating to the Calendar on the Facilitron
Dashboard and click on +Event in the right-hand corner

e NEWS Unified School District
Eﬂ facilitron E

www.facilitron.com/news68901

demo@facilitron.com {2 Events Calendar g View Details @ Sunday v -

Year

@3 Dashboard
Services = Status (A, P) ~ Type (I, E)~ 4 Weeks ¥ Galendar + + Notice o
f# calendar l

Sep9—0ct6, 2018 Today €| >

i= Setup
[2) Reports > Sun Fri Sat
15

= Reservations

n ue e
s & - - [ 410am - 2pm
Failities Evaluation Varsity Girls Soccer
. g & NEWS Unified School District || Pratice
= Other Accounts Northside High School (NEW:|| Narthside High School (MEWS
= - is Cou Field - Socoer
(% Sign Out - am - 10a - 2pm - pm Y| oam - 12pm
ities Evaluation Northside Girls CGS Soccer Pla| NI CLSR AT B
Northside High School (NEW:| [ TS EA]
(I e e =Nl | Northside High School (NEWS
Gym - Larg

Enter the information about your event and select the school site from the
drop down to pick your facility.
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Create Schedule

Faculty Meeting

Activity name (i.e.: class, lab, test, practice, game, etc.)

25 spectators

Enter instruction and commenis here...

Select facilities below or mark as Offsite Activity
Centennial High School (NEWS District)

s
L
Search facility J

Select.your
© [ Field School Site
© [ General and fﬂ!:i.".t#

. Library | Multi-Purpose Room
¥ Room 03 - Classroom ¥ Room 05 - Classroom
! Room 02 - Classroom ! Room 04 - Classroom

' Room 01 - Classroom

© [ Gym

© (| Outdoor

09/13/2018 User/Renter: NEWS Unified Sc ¥
B:00 AM ‘ 8:00 AM

Multiple Dates

Add to Schedule

Next select your date and time for your event.



https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33015749956/original/M5dGo82xCUkcmFpovEblMBknkJgm8bE_LA?1536794850

12| Page

Create Schedule

Faculty Meeting

Activity name (i.e.. class, lab, test, practice, game, etc.)

25 spectators

Enter instruction and comments here...

Select facilities below or mark as Offsite Activity
Centennial High School (NEWS District)

Ll

September 2018 »

Su Mo Tu We Th Fr Sa

# Multi-Purpose Room
12 m 14 15 | Room 05 - Classroom
16 17 18 19 20 2 ! Room 04 - Classroom

23 24 25 26 27 2 Select
your date
30 and time

09/13/2018 User/Renter: NEWS Unified St ¥

8:00 AM 9:00 AM

Multiple Dates

Add to Schedule

Finally, add your event to the schedule and click submit.
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Create Schedule

Faculty Meeting

Activity name (i.e.: class, lab, test, practice, game, etc.)

spectators

Enter instruction and comments here...

Select facilities below or mark as

Offsite Activity

Centennial High School (NEWS District)

Search facility

© [ Field
© () General
© [ Gym
© | OQutdoor
© ) Theater

09/13/2018

§:00 AM

| 9:00 AM

Multiple Dates

{ Add to Schedule

User/Renter: NEWS Unified Schc 5

Faculty Meeting

Library
09/132018 8:00 AM - 2:00 AM

add another activity
or
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INTERNAL SCHEDULES WITH MULTIPLE DATES

Creating an internal schedule with multiple dates allows you to build entire
schedules into one reservation, such as athletic or class schedules. Start by
going to your calendar on your dashboard and clicking + Event

facil NEWS Unified School District E
GCI Itron www.facilitron.com/news68801
demo@facilitron.com ) Events Calendar [ View Details @ Sunday  ~ -
Dashboard
P : Facility Type (24) ~ Services Status (A, P)~ Type (I, E)~ Year 4 Weeks ¥ Galendar ¥ + Notice
Sep 9 — Oct6,2018 Today < >

= Setup

@ Reports 4 Sun
i= Reservations

+— Other Accounts

(% sign Out 2pm - 8pm me ﬁp
Nor m- : G\ ccss

Enter the schedule name and if applicable, your activity name (i.e. practice,
game, conditioning, etc.) and select your school site and facility.

To add an activity to your schedule that does not recur on a constant
schedule, enter the name of your activity and select the Pick My Dates
section to select your own dates.
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Create Schedule

“arsity Basketball Schedule

Home Games Change your Activity Name

25 spectators

Please put down hoops

Select facilities below or mark as Offsite Activity

Ak

Centennial High School (MEWS Distfrict)

Search facility
& [ Field
© O General
© O Gym
Gym
© [ Outdoor
Here is the Practice schedule we added
© [ Theater s e Nt e e At e
09/29/2018 User/Renter: NEWS Unified Schcy
30 FM ‘ - Varsity Basketball Schedule
Gym
Multiple Dates Fraclice
D9M 72018 - 11/30/2018 3:00 PM - 5:00
PM
v 1"'"_"‘99“"—" N weekly , on: MW F X
Pick My Dates ¥ ‘ 09/Z5201E add another activity

ar
s|m[7]w|[T]FE) Submit Schedule
Add to Schedule

Repeat On:
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Selected Dates
08292018
Su Mo Tu We Th Fr Sa 10/13/2018

« October 2018 »

10M172018

123436 10/26/2018

7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 27
28 29 30 3

L A

carcel 2D

When you have selected all of your dates, click submit and add to schedule.
You can continue to build your schedule by adding new activities to your
event, adding additional times and dates, and even adding additional
facilities needed.
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Create Schedule

Varsity Basketball Schedule

Activity name (i.e.. class, lab, test, practice, game, efc.)

25 spectators
Please put down hoops
P
Select facilities below or mark as Offsite Activity

Centennial High School (NEWS District)

A+

Search facility

© [ Field
© O General
S O Gym
Gym
© [ Qutdoor
© [ Theater
0971772018
6:00 AM ‘ B:00 AM
Multiple Dates
Add to Schedule

Submit my complete
Varsity Basketball
Schedule

User/Renter: NEWS Unified Schcy

7

Varsity Basketball Schedule )

Gym

Fraclice

0872018 - 11/30/2018 3:00 PM - 5:00
PM

weakly , on: MWF X
Caonditioning

08 7/2018 - 09/17/2018 §:00 AM - 8:00
AN

weakly , on: M x
Homeg Games

02902018 - 10726/2018 3:00 PM - 5:00
PM

cusiom

.

add another activity
ar
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How do | Upload my Document? (Non-Profit Determination
Letter, Team Roster, Tax Exemption Letter, etc).

**This only applies to uploading the district’s AV & Security
Request Forms.***

There are two ways to upload documents to your account. from the
Documents page and from the Reservation Details page. We will go
through each option below.

UPLOADING FROM THE DOCUMENTS PAGE

Begin by navigating to your Dashboard. On the left-hand menu, select
Documents. Then select UPLOAD DOCUMENT.

A pop-up window will allow you to:

Choose your File

Enter your Document Name

Select your Document Type from the drop-down menu
Enter an Expiration Date

UPLOADING FROM THE RESERVATION DETAILS PAGE

You may also upload an insurance certificate to a specific reservation in the
reservation details page. You can find the reservation on:

the Dashboard
the Calendar
from a link in a Facilitron confirmation email

or you may search for the reservation by using the reservation ID
number:

&3 facilitron = Do nisy Croani st Demo Renter Organization - Hetp |6

((((((((((((((

...........
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Once you've found your reservation, click on the Reservation ID to open the
Reservation Details Page. Click into Documents and choose "Attach
Document" to upload your document.

Demo Renter Organization
d — = Demo Renter Organization ~  Help [
E3 facilitron = e '
Reservations Home
. 08/17/2021 - KAGZWSRPM3R7 = Calendar -
Dashboard
531.20 > Schedule
P calendar £50.00
escriptianfLink
P $520.00 y
$601.20
[+ $0.00
$601.20
[+ nce -
e of th
= sewp
B Resorvati
$450.00
? s
peert hes: 2 52000
= Other Acc
hrs: 2 $50.00
@ signout
Dally Total: $520.00
[ 0
quest Ghanges G v
Payment - e
> Total Fees: $601.20

Note: If the Attach Document button is not showing, click on the word
"Documents” to open the drop down.

e A pop-up window will allow you to:

e Browse for your File

e Enter your Document Name

e Enter an Expiration Date

e Select your Document Type from the drop down menu

e Select the Organization (or District) to apply the document
e Then Upload to complete

Attach Document

You can upload files with instructions, illustrations, diagrams or legal documents.
(PDF, JPG, PNG, etc. - maximum file size 10MB)

Browse... | No file selected.

Document Type Applies to
Select Doc. Type v
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HOW TO CREATE INTERNAL SCHEDULES OR MAKE
INTERNAL REQUESTS

Creating schedules for internal activities and events is different from the way
the community makes requests on the front end. You need to make sure you
understand how to add an internal activity or event from your administrative
back end (Hint: it's a lot like adding an event with Google calendar).

Internal events MAY go through an approval process depending on what you
are requesting and what the privileges are with your role (Example:
requesting a conference room in the library for a teachers meeting may
include the librarian in the approval workflow)

B events Calendar [§g View Details @ Sunday ¥ -

Organizations (16) ~ Facility Type (33) ~ Services ~ Status (A, P) ~ Type (I, E) ~
Year 4 Weeks Calendar = + Nolic

Dec 30, 2018 — Jan 26, 2019 Today | < ¥
ad H | | n
Click "+Event*" to create
.
sun Mon Tue Wed an,internal schedule sat
i 1 2 3 4 5
Gam - 11:56pm Gam - 11:56pm 6am - 11:55pm Gam - 11:55pm 6am - 11:55pm 6am - 11:55pm
School Closed/ Vacation || School Closed/ Vacation | School Closed/ Vacation || School Closed/ Vacation || School Closed/ Vacation || School Closed/ Vacation
Santa Teresa High Scho| Santa Teresa High Schoi| Santa Terssa High Schod| Santa Teresa High Scho| Santa Teresa High Schoc|| Santa Terssa High Schog
Pool - Main Pool - Main Pool - Main Pool - Main Pool - Main Pool - Main
Gam - 11:56pm
School Closed/ Vacation
‘Santa Teresa High Schoc
Pool - Main
Gam - 11:56pm Gam - 11:56pm 6am - 11:55pm Gam - 11:55pm 6am - 11:55pm 6am - 11:55pm
School Closed/ Vacation School Closed/ Vacation School Closed/ Vacation School Closed/ Vacation School Closed/ Vacation School Closed/ Vacation
Santa Teresa High Scho| Santa Teresa High Schoi| Santa Terssa High Schoi| Santa Teresa High Scho| Santa Terssa High Schoc|| Santa Terssa High Scho¢
Pool - Diving Pool - Diving Pool - Diving Pool - Diving Pool - Diving Pool - Diving

Gam - 11:56pm Gam - 11:56pm Gam - 11:56pm Bam - 11:55pm B6am - 11:55pm 6am - 11:55pm 6am - 11:55pm

School Closed/ Vacation School Closed/ Vacation || School Closed/ Vacation School Closed/ Vacation School Closed/ Vacation School Closed/ Vacation School Closed/ Vacation
‘Santa Teresa High Schoc|| Santa Teresa High Scho| Santa Terssa High Schoi|| Santa Terssa High Schoi|| Santa Teresa High Schoi| Santa Terssa High Schoc| Santa Terssa High Schot
Pool - Diving Field - Softball (JV - North | Field - Softball (JV - North | Field - Softball (JV - North | Field - Softball (JV - North | Field - Softball (JV - North)l Field - Softball {JV - North]
Gam - 11:56pm Gam - 11:56pm Bam - 11:56pm Bam - 11:55pm B6am - 11:55pm 6am - 11:55pm 6am - 11:55pm

School Closed/ Vacation School Closed/ Vacation || School Closed/ Vacation School Closed/ Vacation School Closed/ Vacation School Closed/ Vacation

‘Santa Teresa High Schoc|| Santa Teresa High Scho(| Santa Teresa High Schoi| Santa Terssa High Schos|| Santa Teresa High Scho(| Santa Terssa High Sc

Fiald - Softball (JV - North)l Fisld - Softball (Varsity - S)| Field - Softball (Varsity - S§ Fiald - Softball (Varsity - )| Fisld - Softball (Va -5 Fisld - Softball (Varsity - Si

+

School Closed/ Vacation

Santa Terssa High Sci
Field - Softball (Varsity - S

25 more +30 more +33 more +43 more +47 more +51 more +38 more
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The Create Schedule model popup:

Select facilities below or mark as Offsite Activity
NEWS Unified School District

User/Renter: NEWS Unified St %
8:00 AM 9:00 AM

Muitiple Dates

‘Add to Schedule

WHEN WILL MY REQUEST BE APPROVED?

Facilitron does not approve requests and cannot control the timeline for a
district to approve a request. However, we work with districts to address
outstanding or pending requests on a regular basis to encourage and assist
the process.




22| Page

CAN | CANCEL MY RESERVATION?

Facilitron allows renters to request to cancel or suspend a reservation. Any
cancel or suspend request is first subject to the policies of the specific public

space owner organization (such as a school district) where the reservation
was placed.

Canceling a reservation loses priority status and requires a new application to

reinstate. Suspending a reservation allows it to be reinstated when availability is
reopened.

CANCELLING A REQUEST BEFORE APPROVAL
Renters may cancel a request at any time before it is approved. To cancel,

navigate to the reservation detail page (See the support document, "Using
The Dashboard") and click "Cancel Reservation”

it Demo Renter Organization
Ei facilitron e y E

weorw Fasitron com/ce0B1 3803011246642

trent allen@mac com Reservations Home

11106/ ZWTGAESTTXYM = Calendar =
@ Dashboard

San S20.4 Schedule
111101201 $ Dally Totals: $480.00
Football

& Payments (Participants: 25 | Spectators: 35)
Nrihside High School (NEWS
District)

Total: 351940
Pald: 50.00
Due: $519.40
be
e

Reservation Timeslats -

Saturday
11110/2018
Field - Football
4:00 PM-6:00 PM 8400.00
Services:
Custodial hirs; 2 $90.00
Staff *

elliron Demo
demag@faciitron.com
8002722062

Renter-Provided lssl
nsn r-Provides | missing Daily Total: $490.00

Total Fees; $519.40
Payment Dug $519.40

Full $519.40 Payment 50,00
Amount Processing Fee:

@ Other A This  $0.00
" 5 amount
nt Payment:

CANCELLING AN APPROVED REQUEST

After a reservation request is approved, it can only be cancelled with the
Facility Owner Organization approval and subject to that organization's
cancellation policy. You may however, request cancellation.
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To request a cancellation of an approved reservation, go to the reservation

and click "Request Cancellation."” The Facility Owner Organization will be
notified.

n Demo Renter Organization E
facilitron www acifron com/ce0813i0a9301124b642
trent.allen@mac.com Resaervations Home
08/17/2018 - OZRCE7149L12 | PERMIT[® APPROVED = Calendar =
@& Dashboard
Crypto Currency Class Service Fee: $54.00 > Schedule
ﬂg Calendar 09/01/2018 - 09/29/2018 (5 days) $ Daily Totals: $450.00 il 'RCBTI40L12
Other (meeting, class, etc.) . -
$ Payments (Participants: 35 | Speetators: 0) Total $504.00 é“ Feed ® RCG7I8L12
Eastside Middle School (NEWS District) P $0.00
& Insuranca Due: $504.00 = Ivite
r— Gancellation Policy: Cancellations must be made five (5) business days or more
=il ’ in advance of the cancelled date in order to recei...
m N mom Reservatian Timeslats =
_  Renter/User: Demo Renter Organization + Saturday 09/01/2018
= Other Accounts ’ Commercial (business) Facilitron Demo Multi-Purpose Raom
485 Alberto Way demo@facilitron.com P
[ Sign Out Los Gatos CA 95032 8002722962 12:00 PN-3:00 PM $a0.00
800-272-2062
- Setup Instruetion:
> Application: 3 Questions Set up PA 30 min priar fa start ;
> Insurance: Renter-Provided © | missing Daily Total: §60.00
> Documents: 0
To request cancellation of an approved event, click here
L " Setup ~ Saturday 09/08/2018
Instructions: \ Multi-Purpose Room
12:00 PM-3:00 PM 360.00
Request Changes I Request Cancellation
Setup Instruction:
Set up PA 30 min prior fo start
Dally Total: $90.00
Payment -

You may make any comment in the dialog box before submitting.

Cancel Reservation

This will send a request to cancel your Approved reservation.
Are you sure you wish to cancel?

Mote: Depending on the facility rental policy and terms, cancellation fees may apply.

request cancel please. .
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FACILITRON ACCESS FOR STAFF/EMPLOYEES

Only School Administrators or Facilitron Customer Support can add school
staff to your school or district organization. Staff access must be setup
internally, associated with your school and assigned a role to gain access to
school calendars and the scheduling system.

To request access, contact your school or district administrator and request
to be added to the system.

Need additional support? Please visit www.facilitron.com, “Renter Support”
page for more videos & tutorials on Facilitron.

Should you require additional support, please email
facilityusage@plainfield.k12.nj.us.



http://www.facilitron.com/
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