
 

 

 

PLAINFIELD PUBLIC SCHOOLS 
DEPARTMENT OF FACILITIES & GROUNDS 

 

 

 

 

STANDARD OPERATING 

PROCEDURES 
 

 

 

 

FOR EXTERNAL USERS  

 

 

 
 
 
 

 

Sean Sutton, Director 

Sherlyn R Ragin, System Administrator of Facilitron-PPS 

https://plainfieldk12njus-my.sharepoint.com/personal/Documents%20and%20Settings/dsliker/Local%20Settings/Temporary%20Internet%20Files/Local%20Settings/ksridley/Local%20Settings/Temporary%20Internet%20Files/oldpc/WINDOWS/Desktop/Presentation1.ppt


2 | P a g e  

 

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 

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

 
 
 

WHAT DO I 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). 

 

 

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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33020311995/original/iebjb-IC3l4Fj6B13e5WuInCOzOkLl9-7A.png?1546444794
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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. 

 

 

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

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33015876865/original/bkGeljGKN7uRJOoX0gV7SwAPBpu7scD63w.gif?1537050465
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Once you have entered your information, please select your organization 
under Select Account. 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33015938802/original/3XCkBNvIT95uHWfXmLjOeKgzxGqbwjR4DA.png?1537206915
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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. 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33015938514/original/4g4Y6sZAZZaIbF3Rl9LmiW71USNDFcuZAQ.png?1537206637
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Click "Dashboard" to navigate to your dashboard. 

 

 

 

 

 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33015876930/original/4PQl1aLYOATQSMAL4v7j28AbjGnIKq3Nfg.png?1537051217
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33015876930/original/4PQl1aLYOATQSMAL4v7j28AbjGnIKq3Nfg.png?1537051217
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33015876918/original/UCFy3b3JrlR4aWJXFz2V-DSq7P10QHNdzA.png?1537051064
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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. 

 

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). 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33015687846/original/Fwz1W1T2Jc5DL48lqeQwF6tF-puXLpIsIA.png?1536705647
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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. 

 

 

 

 

 

 
 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33055177118/original/k4iVVelIPRTU1dM0s23XFoA764tgkgy-7Q.png?1615126557
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REQUESTING A FACILITY 

QUICK START GUIDE 

Requesting a facility is easy. Simply search by facility or activity type and 
browse the search results. Create a reservation request with dates and 
times, then checkout. Fill out the application, payment info, and submit. 

Fees presented during checkout are calculated per the Facility Owner 
Organization's policy for the particular rate schedule, time, and date of a 
request. These estimates may include services not specifically requested 
(but required)—such as custodial or utilities. All fees are reviewed by the 
Facility Owner Organizations at the time of approval and can be changed by 
the facility administrator. Adjustments will be reflected at the time of approval. 

1. Create Account. Create an account at Facilitron (if you don't have 
one already) and verify it through an email sent to your email 
address. 
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2. Search Facilities. Enter facility or activity type and click "Search" to 
browse for available facilities. Click on a specific facility to view 
details. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Select and Add Times. Browse options, then select a facility and 
choose time slots according to availability. Click "Add" to add event to 
your shopping cart. 
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4. Build Reservation. Continue to add other facilities or dates and 
times to build your reservation, then proceed to checkout. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Complete Application. Answer questions about your event including 
insurance and additional services or equipment. Then agree to the 
terms and conditions. 
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6. Review and Submit. Review estimated charges, enter payment info 
(if due) and click "Submit." Your request is then submitted and 
awaiting approval. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Requests are subject to approval by the Facility Owner Organization 
and other terms and conditions before a use permit is issued. 
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REQUIREMENTS FOR MAKING A RENTAL REQUEST 

To make a rental request, the requester must have an account with 
Facilitron. Facility use requests must come from either an Individual or an 
Organization. (See the related article: "Am I Requesting On Behalf Of An 
Individual Or An Organization?") 

You may create an account by clicking “Sign Up” at Facilitron.com and 
selecting Individual, Non-Profit, or Commercial as your Account Type. (See 
the related article: "Signing Up/Creating An Account") 

During the request/application process, you will be required to answer 
questions about your event and upon approval, provide necessary 
documents such as insurance certificates or other requested documents. 
You must also agree to the terms and conditions of the facility owner. 

 
REQUESTING A PARTICULAR SCHOOL 

You may search for a specific school or district name in the search bar at 
facilitron.com to go to that organization's facility rental site. There you can 
search for facilities limited to that organization. 

 

 

 

 

 

 

 

 

 

 

https://facilitron.freshdesk.com/solution/articles/33000231306-am-i-requesting-on-behalf-of-an-individual-or-an-organization-
https://facilitron.freshdesk.com/solution/articles/33000231306-am-i-requesting-on-behalf-of-an-individual-or-an-organization-
https://facilitron.freshdesk.com/solution/articles/33000231068-signing-up-creating-an-account
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Another way to find a particular school rental site is to go to that school or district's website and 

find the link to their Facilitron rental site under facility rental information. 

 

 

 

 

 

 

 

 

 

 

RATE CATEGORIES 

Rate categories are assigned by facility owners 

Fees are determined based on what rate category you or your organization 
are assigned. If your account is new, then you or your group may not have 
been assigned its rate category. If you or your group haven't been approved 
or assigned to receive a certain rate group by the facility owner organization 
(or school district), then you will receive commercial or non-profit rates by 
default. 

YOU MAY SUBMIT REQUESTS EVEN IF YOU ARE SUPPOSED TO 

RECEIVE A SPECIAL RATE 

You can still submit your request without concern because all fees at 
checkout are estimates. Fees are reviewed by the District or Facility 
Owner, and they make any necessary updates to fees according to their fee 
policy or other arrangements with your group. You will be able to leave a 
comment after checkout requesting special fee consideration for your 
group. 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33020245936/original/qu3v6ONeMyIKrZPTAyfeWVAzQ3vz_yBy_w?1546181696
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You may also leave comments on the Reservation Details page requesting 
updates on the status of your fee/rate group review for the District or Facility 
Owner. 

Accounts cannot receive special rates (rates other than commercial or 
non-profit) UNTIL the District or Facility Owner verifies and/or assigns 
your organization to a special rate group. 

 
Non-Profit Rates 

Most Facility Owner Organizations (school districts) require non-profit 
organizations to supply their FEIN (Federal Employer Identification Number) 
and have it verified in the system to qualify for non-profit status. (Please note, 
not all Facility Owner Organizations (school districts) have non-profit rates.) 

RATES MUST BE APPROVED BY FACILITY OWNERS 

Groups that are to receive special rates must have their organization 
approved to receive those rates by the Facility Owner Organization. 
Facilitron cannot serve special rates before they are approved by the Facility 
Owner Organization. 

If your group is new in the system and has not been assigned to its rate 
category by the Facility Owner Organization, you may still place a reservation 
request in the system and leave a comment on your reservation at checkout 
or after requesting that your organization be reviewed for special rates if 
applicable. 
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WHY AM I BEING CHARGED THESE RATES/FEES? 

Required rate/fee estimates are automatically calculated 

Fees presented during checkout are calculated per the Facility Owner 
Organization's policy for the particular rate schedule, time and date of a 
request. These estimates may include services not specifically requested 
(but required) - such as custodial, supplies or utilities - by Facility Owners. 

SPECIAL RATES 

If your organization is supposed to receive special rates, those rates must 
be approved by the Facility Owner Organization before they will 
automatically be served to you during the checkout process. 

You may still place a request even if you don't think you're receiving the 
correct rates because the rates are reviewed by the Facility Owner 
Organization and can be adjusted after the request has been submitted. You 
should comment on the reservation (on the confirmation page or on the 
reservation detail page) to request a review of the rate you received after you 
have submitted your request. 

Again, all fees are reviewed by the Facility Owner Organizations (school 
districts) at the time of approval and can be adjusted by the district 
administrator. Any adjustments will be reflected at the time of approval. 

PLEASE NOTE: Facilitron cannot make changes to fees without 
authorization by the Facility Owner Organization. 
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MAKING A PAYMENT 

There are several ways to pay for your reservation including from an emailed 
invoice, from the dashboard, and in the reservation details page. We will 
go through each option below. 

PAYING FROM AN INVOICE 

When payment is due for your reservation, you will be emailed your invoice 
with instructions on how to pay. Click the link in the email to open your invoice 
or to make a payment click "More Details" next to your Reservation ID to 
make a payment. From the Invoice page, you can click on the Reservation 
ID number or the payment link at the bottom of the page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33022214132/original/xtw20SjzagE4AVp84S5Ec79R1Z9P47jDcw.png?1550639035
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Once you arrive at the reservation details page, scroll down to the 
payments section and select your method of payment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33022214182/original/qBW54Oe_dLVws3ljf7WaHZas_Z1O4zO9fQ.png?1550639098
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33022214458/original/SxVvclSSTXvIWr6QvkVUkNkCXsMnaFEbHQ.png?1550639437
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Choose to either pay the Full Amount or Other Amount. If you wish to pay 
Other Amount, entire the desired payment amount in the box. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Submit. 

 

 

 

 

 

 

 

 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33022214605/original/Oq0Xga8yRAUnKK8WB4r4lpKfsndnnBUyUg.png?1550639628
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PAYING FROM THE PAYMENT DASHBOARD 

Another option for payment is going to the payment page on your dashboard: 

First, log in to your Facilitron account and navigate to the Dashboard. Then 
click "Payments" on the left-hand side menu bar or simply click on "Payment 
Details" in the payments section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33022196028/original/3vPRLjPVOVb2rdn6SyomKCbawcQIG8AGTw.png?1550600154
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Under "Current Invoice", you will see a breakdown of all payments owed, as 
well as the total amount due. You can choose to make a payment on the 
current page or click into a specific reservation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33022196101/original/i1XxR1X3XG2MecHgO5z-3otq9AwLRMEQGw.png?1550600254
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If you choose to make a payment on the current page (under "Current 
Invoice"), you will pay the total amount due in full. You can enter your Card 
information or pay with an e-Check.  

If you choose to make a payment for a specific reservation, click the 
Reservation ID to navigate to that reservation's page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33022196173/original/8AaZ6yug6tYmrEm6sEXGpHjy3qX7uNVRKg.png?1550600453
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PAYING FROM THE RESERVATION DETAIL PAGE 

Scroll down to the "Payment" section. If it is not already open, click "Payment 
Due" to make a payment. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 



25 | P a g e  

 

Choose to either pay the Full Amount or Other Amount. If you wish to pay 
Other Amount, entire the desired payment amount in the box. 

Choose to pay with Card, eCheck, Paypal, or By Mail.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Submit. 

 

 

 

 

 

 

 

 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33022196291/original/RElwMtzd5qHcveFzmGcxyljfrtbuCLixvg.png?1550600637
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HOW TO PAY BY CHECK 

To mail your payment by check or money order: Please make your check for 
the total amount payable to Facilitron Inc. (Facilitron, Inc. is the authorized 
processor of all payments). Include a printout of the confirmation email or 
write the reservation # on your check.  

Mail to: Facilitron - Requests, PO Box 1935, Los Gatos, CA 95031-1935.  

If you have any questions you may leave a comment on the reservation 
details page or contact us directly at support@facilitron.com 

CAN I GET A REFUND? 

Refunds are issued solely at the discretion of the Facility Owner Organization 
and may be subject to their cancellation policy. Please check the 
organization's cancellation policy for specific details. 

To request a refund, leave a comment on the reservation detail page (See 
the support article Commenting on a Reservation"). The Facility Owner 
Organization will review the request and direct Facilitron to issue any refund 
that may be due. 

METHOD OF REFUND 

Refunds are issued back to the same form of payment that was received OR 
you may request to apply it to your Account Balance for use on future 
reservations. 

For refunds to PayPal, credit card or E-check, please allow 5-10 business 
days for this to reflect on your statement. 

For refunds by written check, please provide: 

1. Name or Organization to which the check should be made payable 
2. Mailing address – city, state, zip 
3. Page 4">Phone number 
4. Email address. 

Please allow 7-14 days for check reimbursement by mail. 

https://facilitron.freshdesk.com/solution/articles/33000231212-commenting-on-a-reservation
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PLEASE NOTE: Facilitron cannot issue refund without authorization 
from Facility Owner. 
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UPLOADING AN INSURANCE CERTIFICATE 

There are three ways to upload your insurance certificate: from 
the Insurance page, Documents page and from the Reservation Details page. We 
will go through each option below. 

UPLOADING FROM THE INSURANCE PAGE 

Uploading from the insurance page is one option for submitting your insurance 
certificate. If you have multiple reservations within the same district, this will allow you to 
save time by uploading one certificate for all reservations in the same district.  

Begin by navigating to your Dashboard. On the left-hand menu, select Insurance. 

 

 

 

 

 

 

 

 

 

In the Insurance page, you will see a "Certificate Upload" box. Here, you may 

upload one insurance certificate for all the reservations in a district. 
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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 

Select the Organization (or District) to apply the document 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33064539836/original/p0pruXDgi37AWBSKkfAmHIQM48PRZbDc1Q.png?1631037457
https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/33064539836/original/p0pruXDgi37AWBSKkfAmHIQM48PRZbDc1Q.png?1631037457
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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: 

1. the Dashboard 

2. the Calendar 

3. from a link in a Facilitron confirmation email 

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

 

 

 

 

 

 

 

 

 

Once you've found your reservation, click on the Reservation ID to open the 

Reservation Details Page 
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Click into Insurance and choose "Upload Certificate" to upload your 
insurance certificate. 
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SAMPLE CERTIFICATE OF LIABILITY INSURANCE 
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1. Company Name and Address: legal name and address of the 
insured entity. 

2. Producer/Agent name and address: the insurance Agent/Broker 
who issues certificates. 

3. Carrier names: name of the company that holds your insurance 
policy. They are responsible for paying when you file a covered claim. 

4. Policy type: the types of insurance required by the contract. 
5. Policy Effective date: the date the policy coverage begins. 
6. Policy expiration date: the date the policy coverage ends. 
7. Policy limits: the maximum amount of money an insurance company 

will pay you for a covered loss. 
8. Denotation of additional insured and waiver of subrogation: If 

another entity is added to your policy as an additional insured, this 
box can be checked with the entity listed as the Certificate Holder or 
in the Description box. Similarly, if your insurance company has 
agreed to waive subrogation against a particular party, the “SUBR 
WVD” box can be checked with the entity listed as the Certificate 
Holder or in the Description box. 

9. Description box: for extra details such as location, event times, and 
projects. Any additional insured or waiver of subrogation language 
can also be included here. 

10. Certificate holder: entity for which the evidence of coverage is 
being provided. 

11. Producer’s signature: signature of the Insurance 
Agent/Broker who issues certificates 

12. Additional remarks page: if the description box or amount of 
policies spills over the 1st page. 

Key: 

#7-Minimum amount of General Liability is $1,000,000.00 

#9-Description of event must be listed 

#10-Certificate Holder address should read as follows: 

Plainfield Board of Education 
1200 Myrtle Ave 
Plainfield, NJ 07063 
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Please follow the guidelines below to ensure that your Certificate of 
Insurance (COI) is acceptable: 

1. Do not upload policy declaration pages (images 1-6) 

2. Do not upload screenshots or photos of physical documents (images 
7-8) 

3. Do not upload the same Certificate of Insurance (COI) more than 
once in each District in which you are renting. Revised Certificates 
should be re-uploaded each time a revision is made to the document. 

4. Please combine all Certificate of Insurance (COI) subpages into one 
PDF document prior to uploading (for example, if separate Additional 
Insured (AI) endorsement is required, insert the separate AI 
endorsement page into the main Certificate of Insurance (COI) PDF 
file). 

What happens if my Certificate of Insurance (COI) does not meet 
requirements? 

If your Certificate of Insurance (COI) is found to be invalid or missing 
requirements, you will receive an email from our Support team upon review 
& invalidation regarding the exact changes required in order for your 
insurance to be accepted by the District.  

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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