FSDirect Guide FACILITY

Instructions for Service Providers to support events at GISD facilities.
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Instructions for Service Providers to support events at GISD facilities. FACILITY

Notifications & Setup Requirements

Email Notifications

When a task has been assigned to you, you will receive an email 1010 - PSOkrect sk Notlication SRS on
notification 7 days before the event. The email provides summary IR

information about the event and shows the task assigned to you. You

{Thes massage = 1o notify you of 2 task.  Click the below URL 10 process thes work
fask )

The foloasng task requares your Jbention

can access FSDirect for more information about the event. Fe———y——
Orgarazaton Contact

Setup Requirements

By - Kathy CiConnor
Evert btie Toat
Schedule 10 1010
Event locater High Schead
umber

Event date i on L1V2017 10 00 AM - L1507 1000 P
om0 00AM

Task cument status Mew

Target completion 4132017 $0.00 AM

Event support may be requested for the following areas:

Custodial: This option is selected when custodial support is requested for an event (cleaning, unlocking doors,
event setup, etc.). The service description box may include details such as the quantity of tables/chairs needed,
table configurations, bleacher requirements, etc. Additional information may be provided as a file attachment
within the schedule. This task routes to the custodial supervisor or coordinator based on the location selected.

Heating/Ventilation/Air Conditioning: This option is selected when HVAC is requested for an indoor event. This
task routes to the maintenance department to schedule HVAC that is on the controls system.

Lighting (Outdoor): This option is selected when athletic field lighting is requested for an event. This task routes
to the maintenance department to schedule field lighting that is on the controls system.

Personnel: This option is selected when technical director support is needed for a theater event, or when the
athletics department is scheduling a facilitator to work an event. This task routes to the technical director for the
theater selected, or the athletic facilitator assigned.

Electronic Door/Lock Access: This option is selected when electronic doors need to be programmed to be open

for an after-hour event. This task routes to the technology department for locations that have access controlled
entries.

Tech Services: This option is selected when special technology support is needed. It routes to the technology
servicedesk.

Setup Requirements

Note: Tasks already generated for events will not reflect changes in service description.
Required Maintenance Services Service description
O custodial

[ Heating/Ventilation /Air Conditioning
O Lighting (Outdoor)
O personnel

Required IT Services Service description
O Electronic Door/Lock Access

O Tech Services
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USAGE

Navigate FSDirect

Access FSDirect

You can access FSDirect to view the calendar, view details about specific events, or mark your tasks as complete.

e Go to: https://login.schooldude.com/sso/default.aspx?acctnum=184920274&productid=FSD

If prompted to log in:

0 Enter your GISD Email Address. 0 EFtir your GISD Password.
0 Click Next. 0 Click Sign in.
Google Google

. . Sign in with your Google Account
Sign in with your Google Account

“
. B3
»

dictesti@georgetownisd org

B Password
Email or phone

I

Forgot password?

Find my account

Home Tab
The image below shows the view from the Home tab when you first sign on to FSDirect.
i This is where - > gl ch'i“."“."i:"i;i"-i _ i B i
B You Can view
= the Calendar.

‘Calendar My Settings
Search for @ Advanced Saarch Sarvices | Help
fctions: | List | | This is where you can
Recent Event Change :
view your tasks and
My SchoolBuilding yo Saved Actions
User Forum mark them complete.
Hella Karen Techl!
W you e net Karen Techl Next 7 Days
please dhck her LA
2472013
Please set up 10 tables
with 200 chairs.
o ]
77242013 | 7/25/27013 | F/I6/2003 | TATI01I | AT | -
Schedule g Ack! i Tk

| . . Location
Jate [ Drgandzation [ Functio S
.E.r:'.ll:“ ' Urganization / Fenciion Building | Room [ Jone

Hd]du]l,uﬂmlm!sm
’ Hemsﬁmlﬂt#esmmm
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Navigate FSDirect

View the Calendar

You can view the Calendar to see the events scheduled across the District, at a particular location, or evenin a
particular room.

e Go to the Calendar tab.
e Filter to see events:
O Adjust Month/Year, if needed.
0 Select a Location.
0 Select specific Room(s), if needed, by clicking on the binocular image.
0 Click “Refresh Calendar”.

Services | Melg
Actions:  Asd | Lst | Gragh | Repert
cotensar (ETTEINE Legend ~
Month Wiew
Select Month/ Year
Hay ] (2007 V]
_') Print Thia!
INSTRUCTIONS: To display schidubés on the belsw calendsr, pleste
dnlest your dibich criberih dhawn on the dght and then dick “Relresh
Calenda™
e ihe CTRL Froes
M'I'J-r| LA ?HB: MWMMJ
Event Stabos | 400 svants -
Deganizatian - Inglode AL Drganigatiprg = L
Event Calendar for May 2017
Suralay Tesday Wednesday Thursday Saturday

- reer Crulisin
Summer Camp @
Forbes

e Click on the event title to see more details about the event.
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USAGE

Navigate FSDirect

If you’d like to see the schedule details, click on the View Event Schedule link.

Event Details for 6/13/2018

| alternate Event Location/Data/Tims |

(view Event Schedule)
Schedule ID 1647
Event Title Jourmey Practices @ Forbes
Event Date/Time 6/13/2018, 5:30PM - 8:00PM
Setup/ Breakdown 5:30PM - 5:00PM
State Activated

Location Forbes Middle Scheol
LG TEY N Building|RoomiZone
Athletic Spaces | Gym Main /

e Click on a date to see events for that particular date.
Velleyhall P

Event Time: 7:00AM - 11:00PM , NO FIELD RENTAL-FMS
Setup Time: 7:00AM - 11:00PM
Forbes Middle School: Athletic Spaces | Football Field

Event Time: 7:304M - 12:30PM , ESY - Special Education @ Forbes
Setup Time: 7:30AM - 12:30PM
Forbes Middle School: Classroom 105

Classroom 107

14

Event Time: 8:004M - 9:30AM , Forbes/Benold Girls Strength & Cond. Camp @ Forbes
Setup Time: 7:304M - 10:004M
Forbes Middle School: Athletic Spaces | Gym Main

Athletic Spaces | Gym Auxiliary

Athletic Spaces | Weight Room

Athletic Spaces | Track All-Weather

Fnrbes.-"
B Cond. L‘amp Etrm

Hldd|l Zchocl 551 Iiddli

Summar School Summar Sg

Frogram (@ Forbaes Frogram lﬂ
Carger C

Event Time: 8:004M - 12:00PM , Middle School S5I Summer School Program @ Forbes
Setup Time: 7:30AM - 12:30PM
Forbes Middle School: Classroom 113 (Computer Lab)

Classroom 120

Classroom 121

Classroom 122

Middle Schaal SS51 Middle Schoal S51 Middle Sehaal SSI Middle Seh
Summer Schoal Summer Sehool mmer Schoal Surnmer Secha
Program @ Forbes “gram @ Forbes Program (& Fq

Journey Practice:

MNext Month - >

<- Previous Month

Look up a Schedule ID

You can use the search box to look up a specific Schedule ID number.

e Type the 4-digit Schedule ID number into the search box.

e C(Click GO.
) search for /@ Advanced search

Actions: | List |
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Navigate FSDirect

View & Complete Tasks

When a task has been assigned to you, you can view and complete the task from the Upcoming Events section of
your FSDirect Home page.

i T by Acoiganrss) GIGAIIIEL - Aopkesson Links - e
(@_. ﬂ
-am My Sattings
rS Servcas | eip
ctions; .
Nt 7 Dayn
I3z
Plaate ot up 20 tablas
WRR 200 chairs.
L]
A4 them Task
Welad Tudy 34, 173 Susten Asssciaten | Schost Mestng Manchesd Favk mgh Echasi
-oeew - *Flease et U0 0 tables with 200 chaws.  Mew Gym /
(0] Sttt
Aasugrd To: Tauhl, Eares (9
Srag s Crger
St ] Comolese tor antire schaduie

In the Upcoming Events section:

e Select a Location.

e Select a Start Date and End Date (max of 7 days).
e Click Refresh. This will show you all of the events that are scheduled to occur at the selected location during

the selected date range.

Location | -- Include All Locationg -- ¥
Building | -- Include ALL Buildings - ¥ |
[¥] Start Date 2/23/2017 End Date 3/1/2017 |
{Mote: Date range can be a maximum of 7 Days)
Refresh

Location
Building | Room |
Zone

Schedule Date / Time Organization | Function

Man 3 18  *GISD Dept: Athletics / Forbes/Benold Girls
e Stren ECwﬁamp [] nges

B:004M - 9:30AM Forbas Middle Sc -
Athlatic Spaces | Gym Main / Click the event title to go into
Gym Auxiliary /

Athletic Spaces
:g:lnﬁ gpmu :_iroi h:;o‘ﬁm { 5 the schedule ID and see more
3 4 ki ‘ details about the event.
= ppen gym and restrooms
Status: New
Assigned To: Arce, Iszias

oo @) Complete for entire schedule

Click here to mark the tazk complete.

Check the "Complete for entire
schedule” box first if you'd like to
mark the task as complete for all
dates on the schedule.

The tasks assigned to you will show your name and an option to mark them as complete.

e To mark a task as complete, click the Complete button. If you mark the task as complete for the entire
schedule, you won’t receive additional email notifications for future dates unless there is a schedule change.

e To gointo the Schedule ID for more details about the event (such as additional dates), click on the event title.
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Help

Help

e If you need help, click on the Help link at the top right of the screen.

e For additional assistance, contact our GISD District Scheduler, Kathy O’Connor.
Email: oconnorkl @georgetownisd.org
Extension: 7623
Email preferred, when possible.
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