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After completing the Registration Form (or being approved as a Requester), you will be able to 
make your Facility Request. As a Requester, you must fill in the information on each screen before 
submitting the Request. 

Screen 1: Time/Date – Add the desired dates and times for your event. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the dates, bear in mind 

that there are blocked dates, 

such as holydays 

Select the 

starting and 

ending time 

for the events 

Once you have selected both 

date and time, click Save & 

Continue to go to the next step 



Screen 2: Facilities – Add the desired location for your booking. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Screen 3: Event Details – Add the Event Name, Group Size and Setup Notes. You may also attach 
a file to this request.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the 

Facility type 

This will enable dropdowns 

to select the building 
Click to continue to the next tab 

This is required 

information 

Click to continue to the next tab 

You can also 

upload files 

regarding 

the event 



Screen 4: Confirm – Check and verify the added information from previous screens. You may 

add or delete dates and times here. This is the last screen before submitting the Request. 

 

You can individually edit the events 

Check off those 

you wish to 

delete, and click 

Delete Selected 

Click to submit the request 

The request will be sent to 

an admin for approval 



 

 

 

 

 

 

 

 

 

 

 

Note: A Facility Request that has already been processed (tagged in the following status: 

In- Process, Approved, or Denied) can no longer be edited. 

 

 

Once the request is sent it will 

appear in the request history tab 

You can edit, delete, 

and view the request 
You can also check the 

status of the request 


