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3. Request Facility Use




1. Create an Account
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T Day i, Event List

June 2019

Tuesday Wednesday Thursday Saturday

NY Masters Swim
Pracicn
Hapa Caunty Specil
Elecion
TENTATIVE- Campy
Ursa Major Temm
Rocquetball Club
Practicn
NYST Practica
£ B M Presents
Ballet Folklonc
Zemposxochit]
Silverados Baseball
Hapa Viiley Bailet-
Rehearsal Only
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STEP 1: Go to https://www.communityuse.com/default.asp?acctnum=2138890752

Choose “Log in to Request Facility Use”
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Welcome Guest! Log in 1o Request Faciity Use

HNapa Valley College
o v Colleg Facilities Roservations
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Home Documents Help
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Don't have an accou

Email AGaress
Password

tog 1n] [Ferget Password?
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STEP 2: If you already have an account, log in OR choose “Don’t have an account? Create One.”


https://www.communityuse.com/default.asp?acctnum=2138890752
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Terms And Conditions

I arder o regeter, you must agree with the following terms and conditions:

1 understand that the use of College Facilities must be In accordance with the rules and regulations of the Board of Trustees of Napa valley
Community College District mcluding the possibity of cancellation should the faciities be needed for the educational program. 1 further
understand that in connection with the use of faciises, the organizatson named above is 1o pay the Napa Valley Community College District as

stipulated,
1 atso understand and agree that the above named crganization and its members shall be responsibie and pay for any damage sustained by the

District premises, furnature, or equipment becsuse of the use or occupancy of said premises by said crganization.
Submitting this form certifies that the applicant agrees to comply with statutes, regulations, and policies pramasing the access for persans with

ﬂ Q) Trpe here 1o search

STEP 3: Check the box to agree to the terms & conditions. * 7his agreement may be printed*

Then choose “Agree and Register”.
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Step 1 of 3: Personal Profile

Registration Wizard a

Personal Profile

es

Last Name | | TEST

First Namee | | gy
Email Address| icamesnveressemail@gman. com
Phone Numberl | 707.256-7584
Cellular Phone

Yeur Address| 2277 Napa valicja Hwy
Napa, CA 94558

Note: This is your Contact Addvess. You will enter the organization sddress on the ¥
Aext page.

LT B — Verification| ssssssasns

| Check here to remove seif from all event-related emad notifications,

Save & Next Cancel
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STEP 4: Enter your contact information and password to begin setting up your account. Then choose
“Save & Next”.



“ R R ——
| W Homepage | FaciltesHomepage § Osswoom Chas " Modied Prcting Ree B PACBrdge 7 FSDwect 0 ScheoDude o BssecampNVC [ Outisok Web dop I GuideStar Seanch B checketm e Dy Ergedres ] Google Calendar - Ju.
Frrme—— Welcame Guest! Log In to Request Faciity Use
Facilites Reservations

Nega Vb Collage

Home Daocuments Help
Search for &9

Step 2 of 3t Request Organizations

G

§ i Request Organizations
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Qrganization Name | | NvC Facility Test Group

—Select Drganization Type—
[Agency

Far-Profit
Organization Address||Napa Valiey Callege
Mo Profit

owner

[ wse Your Contact Address as Organiation Address
[Add Brganization
os
Items Per Page: 25 | 50| 75 | 100
S 10 Ne:

No recard found
Previous 10 Ne:

Ttems Per Page: 25 50|

Previous, Save & Next| Cancel
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STEP 5: Enter in your organization’s information and choose the type of organization.
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Step 2 of 3: Request Organizations

o

Request Organizations

es

Organizaticn Name|

Search for

Organization Type rganization Type- ~

Organizaticn Address |

| use your Contact Address a3 Drganiation Address

Indd organization]

Requested Organization List [=1_]

1-1of total 1 Rsted Ttems Pér Page: 25 | 50 | 75 | 100
Exssia maaty

2277 Napa Vallejo Hwy Napa, CA 94558

E Pending NVC Facility Test Groap

.hmce.*
[ 1epend | as

| Required Fields
& sart On This Field
BN G werssoven

STEP 6: Your organization status will show up at the bottom of the screen. Choose “Save & Next".

Ttems Per Page: 25 | 50 | 75 | 100
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Step 3 of 3: Request Confirmation

Reglstration Wirard

Please review your information below.
Click the "Submil Requests” button to submit your requests lor approval,

Confirmation

Mame NVC TEST
Email Address fsclmiesnvetesternail@gmail.com

7564

Phone Number 70
Cell Phoane
Your Address 2277 Napa Vallejo Hwy
Napa, CA 94558
1-1oftotal 1 ksted Ttems Per Page: 25 | 50 | 75 | 100

Pending NVC Facility Test Group

Items Per Page: 25| S0 | 75 | 100

Previcus, |Submit Requests \Cancel
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STEP 7: You can now confirm your organization’s information. If all information is correct, choose
“Submit Requests”. If changes need to be made, choose “Previous”.
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Step 3 of 3: Request Confirmation

Confirmation

Your Organization Requests have been submitted,

They will be processed shortly, 80d yau will recsive a-mail updates of their status.

1f you have any questions, contact Samantha Maddox at 707-255-7584 or saman

Bl O vecreeosenen

STEP 8: Once submitted, your confirmation will display on this screen.



2. Account Approval
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= St

This organstation roquest isted below wiss rouled to Samaniha Maddox and s waiting for hishes approval
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Organization Name: NVL Faciity Test Group
) Organizaban Type

Agdress: 2217 Napa Valeyo Hwy
& + Mapa, CA 4556

~ Reply w» Forward

Mo recont chats
Start a new one

29
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STEP 1: Check your e-mail. You should have received an e-mail from School/Dude Message Center
stating that your organization’s account is waiting for approval.
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2.9 %

E 1) Tepe here 10 search

STEP 2: Once your account has been approved, you will receive another e-mail stating so. Click on the
available link to open the website in order to make a reservation request.

* Please e-mail samantha.maddox@napavalley.edu if you do not receive a response in 2-3 business days.
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3. Request Facility Use
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Haga Vabey Ciiege

My C My Setti Do Help

View event Utles starting with: 01 23456 7B9ABCDEFGHIJKLMNOPQRSTUVW XY Z ALL

-Wiew ANl Organizations.-- | [---View All Locations-- | Ferswartng gz42019 =

[Filter, [iew Al

< Prev June 2000

Sunday Monday Tuesday Wednesday Thursday Friday

nO Trpe here to search u"m' 3 ; i
STEP 1: Click on the tab stating “Request Facility Use".
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NEW Facility Use Request
[ 1 JU 3 Aval ty BB Event Detalls 5
First Name: ipyc Last Name TEsT

Event Tiie | (1o
Eventt Description Enter a description of |
four mveen ere....

Location| [Hapa campus

Roomd (Bdding] | --Setect Room- =
(PAC) 133 iack Bax Theater ()
[PAS) 137- Actars Lab {300 Y
(PAC) 143- Drchestes (100 Per
(PAC) T47- Voek Lib/Recanl |
(PAC) Main Thester{100 Perfor
{PAC) Paul Ash Lobby(100 Per
1231 Lecture Hal{ 1200 Large

—
Ty —_—
{lise the CTRL ke to select multiphe rooms.]
Evert Date(s]] 02312009 a June 2018 July 3015 o

Su M3 Tu We Th fr S& Su Ma Tu We Th Ir &s

i 1.2 3 4 56
2.3 4 56 78 7 89 W3
810 81 12 13 3415 1%

16 17 1819 20
24 35 26 27

Mede: The muriium event dates for each narmal schedule & 20. Recurring
‘schedules do not have this Amitation.

n O Type here 1o search

STEP 2: Choose the appropriate information related to your request. Click “Search” at the bottom of the
page.
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Location: Naps Campus
Rooms Selected:

[ 1731 Community Room (1700 LRC)
Dake range: 7/24/2019 to 7/26/2019
Sebected time: 9:00 AM to 1:00 PM

Mourly Increment

Wed 07/24
115300 PH X
06:00 FH X
07:00 FM x
X

n O Type here 1o search

STEP 3: The room’s availability will display on this screen. Your requested times will be highlighted in
yellow. Dates are displayed at the top row. An "X" represents a time slot that is already booked. If the
rooms is available, you may choose “Next".
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NEW Facility Use Request
B scarch BB Aveabity  [EB Event Details 4
Organaation| [ Faciny Tew Grovp
Contact| |seC TEST w

Insurance expires on: 77172030

Setup Requarementy a

Required Maintenance Services Service Description
[ castosial
[ gver satup lieeser # tables chosrs
It necessary
[ Fooa Services
Clsrounds

[T Heating/ventiation /air

Conationeg
[key ana Lock
Required 1T Serdoes Servioe Description
[ mscic  visasal Verner in requested

A equipenent

[« R . OO R T Y

STEP 4: Under “set up requirements” choose the appropriate services required for your event.
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Charge Type Quantity Rental description

Belaw, please enter a rumber for:

Total Attending | [ag.

Adults Attending

Children Attending
Extra Chairs Required
Parking Spaces Required
Yes, please display events on the community calendar [

Other needs |

Ao New File

No attachments

(Mo limit an number of files attached, Total size of all uploaded files must be less than SMB)

Signature | ctastamail@gmail. com (216858 ENter your emeil sddress)

2] It confirm that | have previously read and sgree

with the terms and co

s of facilities wse

EXCren

STEP 5: Complete the event information section. Files may be attached directly to your request or
e-mailed directly to samantha.maddox@napavalley.edu
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Welcome NVC TEST] Click hers ta Log Gt

Napa Val liege
apa Valley Callege Facilitsan Ravarvations

Naga Valey College

Home My C My Setti Do Help

Search for &9

<.'> The following request has been submitted.
" Ptense contact Sambethe Maddox i you have any quEstions SOUL yoUF FEQUEST.
Schedule 1D 1591
Event Title Test
Location Napa Campus
Rooms (Bulldings) 1731 Community Room { 1700 LAC §

Event Dates 7,24/2019
Hasizo1s
7/26/2019

Start Time 500 AM End Timve 1:00 FM
Name NVC TEST

Phone Number 707256 7584

Emall facbtiesnverestemail @gmail.com

! Print Thist

[ [oy -,

STEP 6: This is your event request confirmation.
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No recent chals
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n O Type hore to search

Q. searchmail -
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Your requested schedule has been routed. (Event:Test) erx

SchoolDude Message Center <message centern@smip schockaude coms»

(This massage s 10 nofify you of & new schedule request )

The tacility schodule requast Bsted balow was routed 1o Samantna Maddex and i waiting tor heshar approval ]

FS Schodiin 1D 1891
Event Titie: Test

Statys: Submitied

Schadulo State. Inactve
Organizaton. NVC Faciity Tost Geoup
Events

Date  TR242018

Start Tema | 500 AM

End Timo - 100 PM

Location - Napa Campus
Buidding - 1700 LRC

Area

Hoomis) 1731 Commandy Reom

Date - 712572018
Start Tame * 9.00 AM

End Timo * 100 PM

Location ' Napa Campus
Buildng ' 1700 LRC

Area

Roomis) - 1731 Commundy Room

=8 & ¢ vpeuno]

STEP 7: You will receive an e-mail stating that your request was routed for approval. You will receive

another e-mail when it has been approved.
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