SCHOOL DUDE

The Process for Requesters

Are you apart of a community group or organization that would like to use
Rocky View School facilities

You have two options to make requests:
A. You may contact the Booking Agent for your area. (see Booking Agent
Contact Information)
B. Follow the instructions to make a request via the online requesting
service.

How to Make Requests Using School Dude:

1. Click on this link to begin.
https: / /ca.myschoolbuilding.com/myschoolbuilding /MyScheduleNew wiz1.as
p2acctnum=615000830

2. It will ask you to enter an email address. Please enter the email address
you check regularly, as School Dude will email you confirming your
request has been approved.

*The first time you use the website, it will not recognize your email and
will prompt you to create a profile. Please enter the contact information
you would like Booking Agents or Schools to be able to contact you at.
*Your information is private. School Dude and Rocky View will not share
this information with any external agencies.
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Please contact the Client Service Center for technical assistance
1-877-868-DUDE(3833) support@schooldude.com



3. At this point, you can choose to view availability, or to go ahead and
make a request (skip to step #6 to continue with this option)

4. To view availability, click on the “My Requests” tab. Choose which type of
calendar you would like to view by (Month, Day, Week).

5. Click on “Location” to show the schedule for the school you are interested

in.
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Please contact the Client Service Center for technical assistance

1-877-868-DUDE(3833)

support@schooldude.com



6. To make a request:
a. Select the schedule type (Normal, Recurring, Irregular) that fits your
request.
Enter all of the required information.
Enter the organization. Be sure to provide contact information.
The password is “RVS”
Click save.
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Password:
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[v] Password ... Forgot Password?
Click “Save” to
submit your request

Save reset

7. If your request was successful, you will receive an email notification from
School Dude.

8. The booking agent will receive notification of your request and review it.
If the booking agent and the school approve your request, they will
“activate” it. You will receive an email notification from School Dude,
confirming your event has been activated. Once activated, the event will
appear on the calendar, which you may view using the same process in
which you view the availability.

9. If you would like further training on how to make requests and view
availability you may email training@schooldude.com, or call 1877-883-
8337 and ask for “Requester Training.”

Please contact the Client Service Center for technical assistance
1-877-868-DUDE(3833) support@schooldude.com



