RENTERS GUIDE

Over the summer of 2017, we started the High Schools on an online Facility Use Request program.
The Middle Schools have since been added and now we have added the Elementary Schools. We
anticipate to have everyone fully using the online system by the next school year 2018/2019, i.e.
August 2018. This new system will hopefully replace ALL paper requests. This online program
will not only help reduce our paper output, but also help with the scheduling of the Air and/or
Heat, coordinating tasks with the Custodians, help with any possible calendar overlaps/conflicts,
and hopefully just make the process easier and quicker.

Please go to the link below and bookmark the page. This is where you will be signing in and
submitting your campus requests. You will sign in by clicking on the “"Register" icon. You will need
to register as a new user.

https://episd.schoolspace.us

L8 AT @ Secure | htipsy/episdschoolspace.s/home "ﬂs‘m eno TO r‘egls.‘_er‘ you W'” Clle on The

& Apps [ Misc. MyEPISD ' ¥ MSN.com - Hotmail Welcome to EPISD - [} EI Paso 15D - Policy € Web Mail [ Schoolspace: [} Nowus  » | [l Other bookmarks Regis-‘-er Icon in -rhis ar'ea.
st name You will then fill in the fields in
fastname the popup box and click on
email address Reg ister.
password (min 8 characters)
I Once you have registered and
oty hean e i signed in, you will get the next
screen.

register

NOTE: You should receive an email requesting you to confirm your registration or change of
password. This is a fime sensitive email so you need to respond promptly by following the link in
the email. If you do not see it in your "Inbox" please check your “"Spam/Junk” folder. Since the
last update to Outlook, these emails from "Opsupport” have been going to this folder. If you do
find it there make sure you indicate that it is not "Spam”, please move it to your "Inbox" otherwise
you may not see the active link.

Once you are in, you will see the screen below. Click on your name and a dropdown box will appear.
Select "Dashboard.”
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https://episd.schoolspace.us/

specifically for your group.

pictures for your review.

And now you will see the next screen.

Welcore lo EPISD’s Fucilily Usuge Prograrmt

Allinformation entered is secure and approved online. Once submitted and approved, a nofification is sent fo
you and your space is officially reserved! If you have not visited the school before, locations on this website have

Thank you tor choosing El Paso Independent School District!

Training Room
PROFESSIONAL DEVELOPMENT CENTER Sign Out
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Dashboard

My Account
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find a Space

you already know what campus you will need.

Find a Space

Space Type (optional)

Bowie High _ Option 2

Keywaords (optional)
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this space for example.

Minu Apac

Find a Space [ 219 ] & Minu Apac

Dashboard

We are excited to offer an easy. online method to reserve a spot at one ot our schools. This program will allow
you 1o chouse Ihe sile and sel-up oplions 1o muke sure your evenl is perfecily coordinaled al one of Ihe disiricl’s Requests
facilifics. The fees arc calculated immediately 5o you will know your cost and can pay onlinc to hold the space

Tasks

Users.

Notifications @D

My Account

Support

SQUARE FT capaciTY

The Gold box will have the number of any
requests you have made. The Blue Box is
your profile or where you can update any
personal information and also list your
requests. The light green box is where
you will click fo submit a new request.
And the Green box is where you can get
more Q&A information on how to submit
requests, make payments, efc. (Please
note the colors I see may vary from what
the user sees depending on your monitor.)

To start a request, click on the light
green box: You will get a popup box. I
would recommend selection Option 2 if

Search Results

Click on photo to select

"3 El Paso Independent School District Facilifies Find a Space D Minu Apac

EROX WORKCENTF [} DCloud

Auditorium

Bowie High School
801 South San Marcial Street, El Paso
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Auxiliary Gym
Bowie High School
801 South San Marcial Street, El Paso
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On the screen to your right you will see a list of spaces available. You will have to scroll down the
page to see all the spaces. If you use the First Option, they should be listed in Alpha by Campus.

If you used Option 2, you will scroll through the spaces on the right hand side and once you see
the space you want, you just click on the picture or where the picture would be of the location
and a new window will open up (as shown above).

Once you have selected your
location, begin your request
by filling in the fields. You
must make sure you are

@ Dashboard ) Calendars  [2) Requests [ Tasks 48 Users @ Information~  [shl Reports~ ¥ Settings v

Texas Mission of Mercy

gy Application selecting the correct Rate
O i Group or your request may be
B e e @270 rejected or you may even be

S — | charged fees when in reality

you normally would not. If you
hover over the words "RATE
GROUP", you will be able to
Faciifies and Dates s [ see what each group is so that
you select the appropriate

3 Auxiliary Gym / Jefferson High Fri, 04/13/2018 07-00AM Fri, 04/13/2018 07:00PM 500 [

Ausiliary Gym / Jefferson High Sat, 0471472018 07-00AM Sat, 04/14/2018 07:00PM 500 s ° group. Or on -I-he Dashboard
Bar at the top, there should
Conflicts and Adjustments Privacy be “Infor‘maﬁon" ThGT you can

click on and read the Rules and Requlations and Group Rates. If a Class IT was selected, you will
be required to upload a 501c3 Non-Profit letter. If it is a Parks and Rec sponsored group ,we will
need something in writing approved by Parks & Rec. A student roster with each student's name
and the campus they attend may be required to be uploaded to the "Documents” tab. If the
student roster does not meet 60% or more EPISD student requirement, you may need to pay fees
to use the facilities. If a hon-profit wants an event on a weekend for example, and they require
a custodian, they may have to pay some fees as well. If these documents are not uploaded at
least 20 days before the event, the request will be denied.

Please make sure all the questions at the bottom are answered, especially questions 1-3. If the
event is School or District sponsored, please make sure you answer yes to at least one of these,
otherwise, you will be charged a fee. If it is a Fund Raiser, please make sure that an APPROVED
Fund Raising Application is uploaded to the documents tab. If this document is not uploaded by
at least 20 days before the event, then the request will not be approved.

When entering your requests, please be as detailed as possible in the "Description” field. You

may not necessarily always find a specific location, e.g. Concession Stand at the High Schools.
This is part of the Stadium/Football field so you would have to select that space and specify the
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Concession stand as part of the description. For meeting rooms in the Library, you would select
the Library and in the description field ask for the meeting room.

=ndent School District Facilities

fndars [3] Requests

Saturday School

Teachers will be holding saturday school from Bam-12:30pm for the following dates: February 24, 018 March

3, 2018 March 24, 2018 April 7, 2013

Facilities and Dates

oor  Classrooms / Alfa Vista Ele. .
002 Classrooms / Alfa Vista Ele...
003 Classrooms / Alfa Vista Ele. .

004 Classrooms / Alfta Vista Ele.

Conflicts and Adjustments

t any of th
may adfus

Rules and Reguie

OF Tasks 48 Users

@ information ~

Sat, 02/24/2018 08:00AM
Sat, 03/03/2018 08:00AM
Sat, 03/24/2018 08:00AM

Sat, 04/07/2018 08:00AM

cted facilfies are unavailable during the dates/times requested,
s ba made to your application?

Find a Space

|sldl Reporis~ ¥ Sefiings v

pproval  Tasks  Prng  Aciviy

Add more than
one date, or
add more than
one location.

(9151 236-8000

ot o
Sat, 02/24/2018 12:00PM 24 (]
Sat, 03/03/2018 12:00PM 24 L]
Sat, 03/24/2018 12:00PM 24 (]
Sat, 04/07/2018 12-00PM 24 (]
Privacy

i this application is approved and confirmed, may the *Event Name* and
*Responsible Party* be indluded in the public facilty calendar?

Outlogk
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Messo

Ms. Taylor, will you have key access? Or will you be requiring Custodial Support. If
you will require a cu ou
will need and for h

ian please nofify Ms. Rendon the number of custodians ye
ow long so that she may schedule the services

M Delete & Archive Junk|Y Sweep Moveto v  Categories vV  eee

Filter v

Request AOTMN - New Message |
A new message has been posted by Jose ...

@ Folders Inbox

v Favorites Next: Maintenance

A Minu Apac Operations Support S...
Inbox 2917
Drafts 4

donotreply@episd.org

endent School Distri

he Requisition entered by Minu Apac to

donotreply@episd.org
Board Requisition Approval Status Noti

Your requisition of 2.00 REGION 19 ASC 1.

ly@episd.org

Requisition Approval Status Notifi

Tomorrow at 2:00 PM [

Request AO7MN - New Message Posted

@ Operations Support Services <opsupport@episd.c
i ] ® 9 Reply |V
loday, 3:58 PM
Minu Apac ¥

Attachments o]

A new message has been posted by Jose Ambriz regarding
AO7MN.

Please DO NOT REPLY to this email; it is an automated email, and
your reply would not reach your intended recipient.

The request should look like the screen on
the left. As you can see, there are several
days there, each day must be entered
individually. The system will not accept a
group range for Ex.: Feb. 22 - Feb. 28, on a
single line. When adding more than one day,
you can click on the brownish button at "+ add
dates” and it will allow you to add as many
days as you want and allow you to select, for
ex.: every Monday for 4 weeks or every
Tuesday and Thursday for 6 weeks or any
combination you may need. You may also add
more than one location for your event. For
example, if you need to use both the Gym and
the Cafeteria, you can click on the brownish
"+ add another location” button or for any
combination of areas that may be available.

Another important tab is the "Message” tab.
Here you can ask questions of any of the
individuals listed under the section by clicking
on the box next to their name.

You can ask questions of the staff listed and
get responses via the same method.

When you post a message, it will generate a
message to the email on file for those you
checked off. They can respond to the
message in the same fashion by clicking on
the link in the email which will take them to
the request or vice versa. The link appears
just below the gold box.

This is what the email message will typically
look like.

4 of 5



Please make sure you notify the Secretary (Elementaries/Middle Schools) or the Student
Activities Manager (High Schools) that you will need Custodial or Police Services support. If the
event goes beyond the time the Custodian clocks out for the day you will likely need one. If the
event is on a weekend you will also need one unless an Administrator is there during your event.
Typically if the event is over 100 people you will likely need a Police Officer or more depending
on the size of the event.

If Custodial or Police Services are going to be required please keep in mind that we will need to
know if the fees will be paid by the PTA, Boosters, Club or from a Fundraiser.

~=== ~ Once all the approvals are done and any
questions have been answered, if any,
you will receive an email to confirm your
event. This will be the final step you will
need to complete.

Agreement

The following is o fadility u: g eement between EPISD Facilities & Construction ["Responsible Party™) and El Pasi School District ["District”)
Party a dDQ’ih eby agree fo the following ferms and c ns for the temporar \\r'md of District facilifie:

r the New Northeost Middle School 2016
Estimated Rental Fees (details) $0.00
Total 50.00

o e i If you see any discrepancies or do not
; agree with the terms, you can contact
our office at the numbers listed below.

Click on the link in the email and it

should take you to your request. IT IS

IMPORTANT that you accept this

agreement, otherwise you risk losing

the space. Please read the "Terms and

Conditions”, and make sure you

: understand them. Review your request

and lf ‘rher‘e are any fees, submit your Credit Card or Checking Account information and accept
the agreement.

IMPORTANT: The events must be accepted and paid for if necessary at least 10 days prior to
the event. It isimportant that you submit all requests with plenty of time because the requests
usually have to be approved by several departments. If the request is not confirmed by the date
of the event, the request will automatically cancel and it will send out messages to cancel to any
custodians, police or theater techs that were assigned and the AC or heat will be canceled.

Please do not hesitate to call if you run into any issues. My name is Minu Apac and my number is
230-2423 or you may email me at mxapac@episd.org. Or if I am not available you can also contact
Gloria Hinojos at 230-2415 or email her at gxhinojo@episd. Org. For questions regarding fees,
you may contact Accounts Payable at 230-2137. If you have any other concerns you may contact
Nicholas Corona at 230-2423 or npcorona@episd.org.
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Untitled Activity

# A046P

If you need to go back and check on
your request to make changes,
upload documents or just to see
what the status of your request is,
all you need to do is sign in. Click on
your Dashboard and you will see
what your pending requests are
below the colored boxes. Just click
on the request you want to look at.

Again, if you need additional help, please feel free to call at anytime.
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