
     Basic User Quick Start Guide 
First-time overview . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2 
Register new account . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3 
Log in . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6 

• Add Group Insurance Information . . . . . . . . . . . . . . 7 
Submit Facility Requests . . . . . . . . . . . . . . . . . . . . . . . . . . . 9 

• Three ways to request a facility.  . . . . . . . . . . . . . . . . 9 
• Accessing the Make A Request screen. . . . . . . . . . . . . 10 
• Make a New Request  . . . . . . . . . . . . . . . . . . . . . . . . .  11 
• Provide Additional Information . . . . . . . . . . . . . . . . . . 17 
• Submit Request . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 18 

Edit a User Profile and Add Groups . . . . . . . . . . . . . . . . . . 19 
Edit Group Information . . . . . . . . . . . . . . . . . . . . . . . . . . . . 20 
Online Documentation . . . . . . . . . . . . . . . . . . . . . . . . . . . . 21 

 

 



ML Schedules™ Community User Quick Start Guide 

First-Time Overview 
The first time you use ML Schedules™, you will need to register 
for a new user account with a Group Name (e.g., for a district 
club or Girl Scout troop). 

You can also create multiple Group Names under one user 
account. Adding new Groups is described in the Log In 
procedure. 

This Account setup step is only necessary the first time you use 
the platform. After that, you will be able to log into your 
district’s ML Schedules’ account using your email address and 
password to submit requests for a desired space(s). 

Many districts require external (community) Group Managers 
to upload the Group’s insurance certificate (in PDF or JPG 
format) and enter the insurance expiration date the first time 
you log into the system as described later in this Guide. 
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ML Schedules™ Community User Quick Start Guide 

1. Register a new account 
Abbdrr LK Rbgdctkdr eqnl xntq chrsqhbsȵr vdarhsd~
 

1. Access the ML Schedules login screen using your 
district-specific URL. 

Mnsd: The format of the district-specific URL is a two-character 
State Abbreviation followed by a number-dot-mlschedules.com. 
E.g.: gsso://vvv.mx9.lkrbgdctkdr.bnl.~

The ML Schedules login screen similar to the one shown at 
left will be displayed. 

2. Select the Cqd`sd Mdv Abbntmsɻ command. 

A Register screen will be displayed (see next page) to enter 
information about yourself and your Group(s). 

Mnsd: ɻOnce your account is set up, you may want to 
bookmark the URL for your district’s log-in page. 
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ML Schedules™ Community User Quick Start Guide 

1. Register a new account (cont.) 
Emsdq Trdq `mc Gqnto hmenql`shnm~
From the Register screen: 
3. Enter all of the requested data including: 

Trdq πmenql`shnm~
ǒ First and Last Name 
ǒ Email address including confirmation 
ǒ Password with confirmation 

Gqnto πmenql`shnm~
ǒ Your Group’s Name 
ǒ A phone number with Area Code in specified format 
ǒ Street mailing address including ZIP Code 
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1. Register a new account (cont.) 
~
Acchshnm`k Gqnto πmenql`shnm~
Select a Group Classification from the drop-down menu.  
If you will be submitting requests on behalf of a mnm-~
chrsqhbs fqntoɻ (e.g., scout troop, community athletic 
league), it is highly recommended that you: 
— Use the Cgnnrd Fhkdɻ button to upload a copy of the 

group’s current insurance certificate (PDF or JPG), and; 
— Enter the insurance Ewohq`shnm D`sd. 
Mnsd: If the Classification you have chosen requires insurance, you will 

need to upload insurance before selecting Cqd`sd Trdq Abbntms.~

When all the data is entered: 
4. Select the Cqd`sd Trdq Abbntmsɻ button at the bottom 

of the screen. 

An email message confirming your registration will be sent 
to you. Please keep this message for your records. 
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2. Log in 
Knf hmsn LK RbgdctkdrɎ~~
You can now start making space reservations. If you are not 
already in your account: 

1. Access the ML Schedules login screen using your 
district-specific URL.  

2. Enter your Trdqm`ld ɻ(i.e., email address) and 
O`rrvnqc.~

3. Select the Knf πmɻ button. 
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ML Schedules™ Community User Quick Start Guide 

Add Group Insurance Information 
If your district requires non-district group insurance 
information, your User Profile screen will be displayed the 
first time you log into the software. 

The Group Information section of the screen lists all the 
groups for which you have administrator privileges. 

To add the required group insurance information: 

1. Select the Echsɻ button next to the Group name to 
display a new window with the selected Group’s current 
information. 

In the πmrtq`mbd πmenql`shnmɻ section of the Group 
Information screen: 
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Add Group Insurance Information (cont.) 
2. Select the Cgnnrd Fhkdɻ button and navigate to the 

desired file from your local drive. Select NJ.~

3. Enter the ξmrtq`mbd Ewohq`shnm D`sdɻ field. 

4. Select the R`ud Gqntoɻ button. 

Your User Profile screen will be displayed. 

Mnsdr:~
ǒ You will only need to perform this procedure once per 

Group that you manage. 

ǒ The red flag icon ( ) will be displayed after login next to 
your email address in the top white bar if your Group’s 
insurance information is about to or has already expired. 
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3. Submit Facility Requests 
Sgqdd v`xr sn Qdptdrs ` F`bhkhsx~
There are three ways to submit a Facility Use Request with 
the ML Schedules: 

A. By selecting a specific time and date. 

B. By selecting a specific space (calendar view). 

C. Viewing multiple spaces at the same time (e.g., gym, 
locker rooms, and concession area). 

Regardless of the way you make your request, the same 
procedure is used from the L`jd A Qdptdrsɻ screen (as 
shown at left). This screen can be accessed in a number of 
ways as described on the next page. 

 

~ ~
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