
FACILITY RESERVATION 
REQUESTS

For BISD Employees and Intra-district requesters



To make an internal 

district facility 

reservation request, 

go to the “Staff” tab 

on the BISD website



Click on Facilities 

Reservation request-

School Dude



• Click on Normal 
Schedule icon 
(for schedules 
up to 20 dates 
and many 
different 
rooms, if the 
location and 
time are the 
same)

• Click on 
Recurring 
Schedule if you 
have a 
schedule that 
recurs i.e. a 
meeting that is 
every Monday 
for the entire 
school year.

• Click on 
Irregular 
Schedule for 
schedules that 
have many 
different times, 
dates, rooms



• Complete only 

cells that are 

marked with a 

red checked 

box.  Your 

name and 

email will auto-

populate



• Select location

• Click on binoculars to find and 
select room(s).  Type the most 
common room name in “Quick 
Search and click “Go.” Check 
the box next to the room.  If 
you need more rooms, 
continue using the Quick 
Search until all rooms are 
selected, then click OK when 
done.

• Enter event title

DO NOT CHANGE AREA!

• Select Fine Arts 
Wing or Athletics 
Wing in Building 
(to refine to only 
Fine Arts or gym 
areas at HHS)



• Choose one or more dates 

from the calendar, by clicking 

on the day.

• Check room availability: IF 

THERE IS AN “X” IN THE 

YELLOW SECTION (YOUR 

REQUESTED TIME), IT IS NOT 

AVAILABLE

• Complete start 

and end times. 

Be sure to have 

the correct AM 

and PM

• DURATION AUTO-

POPULATES FOR YOU!! 

Do not change it.



• Choose the appropriate group 

from the Organization drop 

down list, or, if your group is 

not in the list, choose 

“Campus” from the drop down 

list, then complete First, Last, 

email, phone and address. You 

can also email 

cindy.hammonds@birdvilleschools.net

to add your “organization”  to 

the list and your information 

will auto-populate when 

selected.

• Click Custodial box if you need custodial, 

set up or break down help with your event

• Click Energy Management System if you 

want heat or A/C

• You must give instructions to 
custodian in this box

• Type “HVAC” or something 
requesting heat and/or AC 
needs

mailto:cindy.hammonds@birdvilleschools.net


• Click if IT services 

will be needed. 

• And describe what 

you need

• You can add a file 
with event details 
or instructions, if 
needed

• Click “Save” and you are done!  Your 

screen will say, “Your schedule has 

been saved”. You will receive an email 

when your request is approved

• Provide 

approximate 

number of 

attendees—guess if 

not sure



VIEWING THE 
RESERVATION CALENDAR

For BISD Employees and Intra-district requesters



• To view the calendar of 

events that have been 

scheduled, click on “My 

Requests”



• Hover your mouse over 

Related Links (next to the 

Shortcuts menu), then click on 

Month Calendar, Day 

Calendar, or Week Calendar
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