E‘ MLSchedules

K12 Facility Request Software

ML Schedules™ Software Commonly Used Icons

n Add/Create new item (e.g., add Group)
u Edit an existing item (e.g., a User or Group profile)
Help to open the online Help website

u Cancel procedure or delete selected item

ML Schedules™ Software Commonly Used Buttons

View Availability to verify a_‘ha? a space(s) is available
to request based on the criteria entered.

Confirm & Submit Request to submit a completed
Sbekebiek il  RcquUest form for approval by the district.

Continue to select available spaces during a Recurring or
' Muiltiple Spaces at the Same Time requests

Add New Group in the User Profile page
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First-Time Overview

O

log in and
request
space(s)

register for a

new account

(only needed
for first-time use)
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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.



1. Register a new account

MasterLibrary CSD

Log In

Username
Password

Create New Account (video)
Forgot Password
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Abbdrr LK Rbgdctkdr egn B xntq chrsghbs)r 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-mlischedules.com.
E.g.. gsso://\vvv.mx9. Bkrbgdctkdr.bn B -

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

2. Select the Cgd ~sd Mdwv Abbntmsjcommand.

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

Mnsd: Pnce your account is set up, you may want to
bookmark the URL for your district’s log-in page.
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1. Register a new account (cont.)

Emsdg Trdg “mc Ggnto hmeng B ~shnm-~
MasterLibrary CSD - .
@ From the Register screen:

Please complete all fields and upload the requested documents (in PDF or JPG format) to create a new ML Schedules™ Software user account and related Group(s). 3 . E nte r a | | Of t h e re q U e Ste d d a ta | n C | U d | n g:

USER INFORMATION.

Trdg mmeng B ~shnm-
O First and Last Name

| Comonthne 0 Email address including confirmation

®* ®
Password Confirm Passwor d

O Password with confirmation

GROUP INFORMATION. If you are an internal district staff member who will be submitting requests on your own behalf (i.e. not for a group, team, club, etc), use
your first and last name as the Group Name.

Ggnto mmeng B ~shnm-
O Your Group's Name

- Please Select -

e 0 A phone number with Area Code in specified format
0 Street mailing address including ZIP Code



1. Register a new account (cont.)

ADDITIONAL GROUP INFORMATION.

Classification

- Please Select -

Class Description

District District Staff Members

Groups

For-Profit  Private parties, commercial, business and profit-making organizations. A rental fee and payment of personnel fees will be required when any group

Groups or individual organization requests use of any facility for private gain.

Government i

Y : All Governmen t Agencies

Agencies

Norprafit The group or organization has been approved by the Superintendent as an "approved school-related group” or as a non-profit group (i.e. does not

G collect a fee for private gain). A minimal rental fee may be required. Class 2 groups will be charged a custodial fee if a custodian is required outside
roups

of norma | working hours.

Non-District Groups: Upload the Group's Certificate of Insurance and its Expiration Date.

[

Expiration Date

| Choose File | No file chosen

Additional Group Files Enter name and then upload file.

Choose File | No file chosen

File 1

Choose File | No file chosen
File 2

Choose File | No file chosen
File 3

I'm not a robot

Create User Account
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~

Acchshnm "k Ggnto tmeng B ~shnm-~
Select a Group Classification from the drop-down menu.

If you will be submitting requests on behalf of a mnm-~
chrsghbs fgntoye.g., scout troop, community athletic
league), it is highly recommended that you:

— Use the Cgnnrd Fhkdjoutton 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 Trdg Abbntms.-

When all the data is entered:

4. Select the Cgd sd Trdg Abbntmsjoutton at the bottom
of the screen.

An email message confirming your registration will be sent
to you. Please keep this message for your records.



MasterLibrary CSD

Log In

Usermname
Password

Create New Account (video)
Forgot Password
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Knf hmsn LLK Rbgdctkdry-
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. Enteryour Trdgm™ B d {j.e., email address) and
O~ rrvngc.-

3. Select the Knf tmjbutton.



Add Group Insurance

User Information
ML
First Name

admin@masterlibrary.com
E-mail Address

0

Admin

Last Name

Phone

Number

Email Reminder: This will send a daily email for events scheduled for the following # of days

Calendar
Default Homepage:

Save User Information

Group Information

Basketball Team 200
Jane Doe

JV Soccer

Nicole Barley

Nicole Test

Test notification

Test123

Group Classification

District Groups
District Groups
District Groups
Non-Profit Groups
District Groups
District Groups

District Groups

‘Group Status

Approved
Approve
Approve

Approve

o a =% o

Approve
Pending

Approved
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Information

Reset Password

Add New Group

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 Echsjputton next to the Group name to
display a new window with the selected Group's current
information.

In the tmrtq ™ mbd tmeng B ~shnmysection of the Group

Information screen:



Add Group Insurance Information (cont.)

Insurance Information

| Choose File | No file chosen

nsurance Expiration Date

Additional Files (enter name and then upload file)

Choose File |No file chosen
Choose File |No file chosen
Choose File |No file chosen

File 3

District Classification

MasterLibrary CSD - District Groups

Group Status Approved

Group Managers [

Name E-mail Phone

ML Admin admin@masterlibrary.com

Group Contacts (]

Name E-mail Phone

[ncme ]
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2. Select the Cgnnrd Fhkdjputton and navigate to the

desired file from your local drive. Select NJ.-

3. Enter the {mrtq mbd Ewohg ™~ shnm D~ sdyfield.
4. Select the R ud GgntoJjoutton.
Your User Profile screen will be displayed.

Mnsdr:-

0 You will only need to perform this procedure once per
Group that you manage.

0 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.



3. Submit Facility Requests

Make A Request:

| Select Group

- | or | Request on Behalf of

"|

Site(s)

- Select Site -

Space(s)

- Select Space -
Frequency

One Time Event

Date & Time Information
Start Date®

Start Time *

View Availability

(including Setup)

(including Breakdown)

End Date®

End Time *
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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 Qdptdrsjscreen (as
shown at left). This screen can be accessed in a number of
ways as described on the next page.






