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Step 1: Go to steilacoom.k12.wa.us. Click on the Menu option in the upper right corner, click on Who We Are, and 
then click on Community 

Step 2: Click on Community Facility Use 
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Step 3: Click on Facility Use Calendar 

Step 4: Log in to Request Facility Use at the top right side of the calendar. 
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Step 5: Fill in email address and password and log in. 

Step 6: Go to Request Facility Use. 
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Step 7: Pick the appropriate schedule for desired request. For this example, we will request a normal 
schedule. The process will be the same for recurring schedules with some additional requirements. Click 
on the icon that suits the requested schedule. 
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Step 8: Fill in the blocks to include start and time. Press search button. 
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Step 9: The availability page will indicate if the selected time is in conflict with other schedules. If so, pick 
another schedule. This can be avoided by first checking the calendar for the specific location.  On the 
calendar go to “view all locations” drop down and find the appropriate location. Next, click on the filter 
tab and the calendar will reflect all scheduled events. If there are no conflicts indicated, click on next 
tab. 



HOW TO REQUEST A SCHEDULE FOR FACILITY USE WITH A LOGIN 

7 

Step 10: Fill in all the appropriate event details. Enter email address in the signature block and click on 
save. 



HOW TO REQUEST A SCHEDULE FOR FACILITY USE WITH A LOGIN 

8 

Step 11: You will receive a schedule ID specific for your event. You have successfully put in your request. 




