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Quick Step Guide for Requesters 
     
Open your Internet Browser (Internet Explorer, Firefox, etc).  Type the following into the web address 

bar: www.myschoolbuilding.com.  Enter the account number 690029383 then click on Submit 
Organization.  Or you can use the following link to access the login page: 

 
https://www.myschoolbuilding.com/myschoolbuilding/myschedulenew_wiz1.asp?acctnum=690029383 

 
 
 

 
              

 
1. Enter your email address 

 
 

2. On the next screen, you will be prompted to enter your email address click submit, enter your 
last name then click submit again. 

 

          
              

3. Enter your 1st name then click submit (phone number, pager, etc. are optional) 
 

 HELPFUL INFORMATION:  To create a shortcut to your desktop, find a blank area on 
this screen and right click on your mouse.  Click on Create Shortcut.  This will add an 
icon to your desktop.  You can double click on this the next time you want to sign in. 

 

                  

If you have been to this website before and have entered a schedule 

request into the system, you are already registered as a user.  You just 

need to enter your email address at this time then proceed to step # 4. 
 

http://www.myschoolbuisng.com/
https://www.myschoolbuilding.com/myschoolbuilding/myschedulenew_wiz1.asp?acctnum=690029383
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4. Click on Schedule Request Tab if you do not see the screen below.  Select your schedule type 

 

 
 
There are 3 Schedule Types. 
Tip: Use Normal Schedule unless you have a reoccurring pattern of every Monday, for example. 

Normal Schedule:  most commonly used.  Pick the dates from a calendar or type them in 

manually.  Up to 20 events can be selected.  All events occur in the same room(s) at the same 

time. 

Recurring Schedule:  Up to 100 events can be added.  Events occur in a pattern; “Every 

Monday and Wednesday for a semester”, or “the 3rd Friday of the Month for the entire school 

year.”  All events occur in the same room(s) at the same time. 

Irregular Schedule: Used for oddball events that move rooms or times.  Only 20 events can 

be entered.  Events scheduled in one room for one time, then move to a different room/time.  

An example would be a Boy Scout troop who uses the Gym one morning and the following 

night could be entered using Irregular Schedule.  

 
5. Fill out all boxes with a  mark beside it. These are required fields.  The system will not save 

your request if they are not filled out.  The Event Description is the title of your event.  Click on 
the drop down arrows to see your selection choices Location, rooms, etc.  Choose your event 
dates by clicking on the date in the calendar boxes. You can click on the black arrows in the 
calendar boxes to change months.  Also use the  button to verify you are not 
double booking a room. 

      
 
 
 
 
 
 
 
 
 
 

 
        
       
 

TIP: selecting your room/field 

1. Ignore Area 

2. Pick Location First 

3. Ignore Building 

4. Select Room 

Tip: DO NOT FILL IN DURATION.  

IT WILL AUTOMATICALLY 

javascript:void(0);
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When filling out the New Schedule Request form there are some required fields.  For 

simplicities sake this guide covers the Normal Schedule. 
 Schedule ID-  a permit number will generate once the schedule has been saved successfully 

 Status- default status is Submitted 

 Event Title- describes the event, (Soccer Practice, Play Rehearsals, PTA Meeting) 

Area – leave blank 

 Location- where will the event be held? 

 Rooms- the specific rooms, fields, or other spaces at the field where the event will be held.  

Hold down the CTRL key while you left click on the mouse to select multiple rooms.  Up to 50 

rooms can be added to any schedule. 

 Event Date(s)- Click the dates off the calendar or type them in.  Be sure to use the 

MM/DD/YYYY format. 

 Start Time- Must be entered in 15 minute increments. 

 Duration- DO NOT FILL IN.  IT WILL AUTO FILL! 

**Its very important that you click the  Button.  A pop up window will look 

at the Rooms, Dates and Times you entered and check to see if there are any approved 

schedules or school holidays that may conflict with your request. 

 

Organization Information 
 Organization-  Click on the blue down arrow to see the menu of Organizations.  If you do not 

see the organization that is making the request please add the organization name in the 

“Description” box of the request.   

Setup Requirements: 
 Check the Audio/Visual, Event Setup or Grounds boxes to alert that there are tasks to be 

done prior to this event.  You must describe what you would like to have done in the box.  

Someone assigned to the task will receive an email approximately 10 days ahead of the event. 

 

At the bottom of the page, you will be prompted to enter the submittal password of:  ccusd then 

click Save. 
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Reviewing your Requests and Facilities Calendars 
 

1. You can review any requests that you have entered into the system.  Click on the My Requests 
Tab then My Schedule Requests.  You will be able to see when your request has been approved, 
declined, etc.  You are also able to print out a listing of your requests by clicking on the print 
icon. 

 

             
 

2. You can view an event calendar while in the My Requests area.  Click on Month, Day, or Week 
Calendar.  When accessing the month calendar, for example, the default will be on the current 
month/year.  You are able to change either of these by clicking on the blue down arrow. 

 
              
 
 

 
 
 
 
 
 
 
 
 
 

3. After you click Refresh Calendar, you will see the event titles on the calendar.  If you would like 
more information about a particular event, simply click on the title to view those details. 

 

TIP: 
1. Ignore Area 

2. Pick Location First 

3. Ignore Building 

4. Select Room 

5. Click  

6.  


