
Instructions on how to use “My School Building” for 

Facility Reservations 

1. Open the Joshua ISD website 

2. Click on “Facility Request” on the side bar, this will take you to a page with 

a link to “School Use Facility Request” and to “Non-School Use Facility 

Request”. 

3. If this is the first time your computer has been to this website enter the 

Organization Account Number #615385294 and click “Submit 

Organization” 

4. On the next screen enter your email address if it is not already there. 

Tip: Find a blank area on the screen that asks for your email address, click 

your right mouse button and select CREATE SHORTCUT. This will add an 

icon on your desktop that you can click the next time you want to sign in to 

make a request. 

5. Click on the SCHEDULE REQUEST TAB and you will see three schedule types 

which are: 

 Normal Schedule - can be for a single date or multiple dates, but each 

event will be in the same location/room at the same time of day. You can 
add up to a maximum of 20 dates on a normal schedule. 

 Recurring Schedule - is used for an event that takes place on a regular 

basis (For example, every Monday and Wednesday from October through 
December). These events will also be in the same location/room at the 
same time of day. You can enter up to a maximum of 100 dates on a 
recurring schedule. 

 Irregular Schedule - can be used for single or multiple dates. Each event 

can take place in different rooms and at different times, if needed. You can 
add up to a maximum of 20 dates on an irregular schedule. 

6. Once you pick the type of schedule you would like click on it. 

7. The schedule form will open up and enter the EVENT TITLE first. 

8. Skip the AREA Dropdown box. 

9. In the LOCATION Dropdown Menu, choose where your event will take 

place. Skip the Building dropdown box. 

 

 

 



10.  In the ROOM Dropdown Menu, choose the room(s) you will need. 

Hold Down the CTRL Button on your keyboard to select multiple rooms. 

(If you do not see the room you need contact Cindy Elder at #1351 to add 

the room.) 

11.  Next, choose your event dates by clicking on the date in the calendar 

boxes. You can click on the black arrow in the calendar boxes to change 

months. Then choose you Start and End Times. Then choose the Setup and 

Breakdown times. Be sure to pick the appropriate AM or PM box. 

12.  Also, click on the  button to verify you are not double booking a 

room. This is located just below the Duration. The event time you are 

asking for is in Yellow. If there is a black X in that space for your requested 

time range, you will need to go back and choose a different time that is 

available. Close out the Availability window when you are finished verifying 

that your time is available and proceed to the “Organization Information” 

section. 

13.  Choose your Organization from the Dropdown Box. If it is not there, type it 

out in the “or new” box. If you do not have a “or new” box, you will need to 

email Cindy Elder at elderc@joshuaisd.org with your organization 

information. 

14.  If workorders are needed such as air, heat, access, custodial, technology                  

etc. check off the boxes next to what you need and type out a short 

description.  

15.  Next, skip down to the Number Attending box and enter that amount.  

16.  Finally, at the bottom, enter the submittal password of joshuaisd and then 

click the Save button. 

                       

If there are any charges for the event such as Custodial cleaning charges, cafeteria 

worker charges, etc. you will receive notification and also an invoice. If the request is 

declined there will be a note explaining why it was declined. Sometimes Facility Request 

will be declined if more information is needed. Once you have supplied that information 

the request maybe approved. If you have any question about this program you may 

contact Cindy Elder at ext. 1351. 
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