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Instructions for Scheduling an Event in FSDirect 
 

Sign into SchoolDude (as you normally do): 

 

The next screen should appear: 

 

 

For the scheduling of events, click the 3rd tab “Schedule Request” 
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The following screen will appear: 

 

 

There are 3 different schedules listed. Most likely you will click “Normal 

Schedule.”  
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The following screen will appear: 

 

 

Start filling in the sections with a √ red checkmark. 

√ Event Title 

√ Location 

√ Rooms (click the binoculars)  

√ Event Dates (click date on calendar)      

√ Start time  End Time 
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√ Organization (you will probably use Internal staff – your school) 

√ Contact Name (probably yourself) 

√ Email   √ Day-Time Phone 

Billing Address (should fill in itself and there is no charge for internal events) 

Insurance information is not needed unless an external organization is 

requesting the room 

Setup Requirements (most likely you will only use Energy Management) 

Check mark  & provide service description, 

 ie. Need A/C from 5pm-8pm in café 
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√ Number Attending (Take a guess) 

√ Submittal Password cgesd 

Click SAVE  

 

 

Call Kris Ernstmeyer or Michelle Raley, in the Facilities department, if you have 

any questions. 520-836-4782 or ext. 4616 or ext. 4675 


