
Schedule Requests in FMX – Facility Use 
 
From the Quick Links menu on the district website (www.hask12.org) choose Staff Resources. 
 

               
 
 

  
 

 
 

Choose Staff Login  
 
You will be prompted to walk 
through logging in using your 
email and email password.  You 
will be prompted for Oakland 
Schools login and Duo. (You may 
not see this if you have already 
gone through these options to 
access your email today.) 
 

http://www.hask12.org/


 
Click the New Request button at the top of the screen and choose Schedule Request. 
 

 
 
 
 
Or you can choose Schedule Request in the left column and then choose New Request and it will 
automatically open the window for a new schedule request. 
 

  
 
 
 

 



 
 
 

 
Blank Entry Form example with all of the fields 



Field specific notes are listed below. 
 
 

 
 

 
 

 
 

    
 
 

 

 

HAS Employees will usually choose Internal Event   
(Exceptions may exist if fees are involved)   

For the Request Type, if you choose 
something here, then it will narrow down 
the ‘Resources’ available to choose. 
 
If you leave it blank, then you get the full 
list of resources (spaces available in the 
building. 



  

 

 
Click Submit at the bottom of the screen 
when finished. 



When you submit your request, it will bring you back to the list of all approved events.  There are a few 
options available after you submit your request.  The option item examples are listed below. 
 

 

            
 
You will also receive an email once you submit your request.  Below is an example. 

 



When logged into FMX, you will have an option My Logs.  This area will show you all of your requests for the 
Maintenance and Schedule areas. 
 

 
 


