
Menomonie School
District Facilities 

Requester or Reserving Space



Click on Parents 
& Community 
Tab.

Instructions on becoming a Requester or Reserving Space 
www.smdaonline.com



Click here on Facility 
Reservation

Facilities Reservations after hovering over Parents & Community Tab



Click here to view facility 
calendar



Filter out to 
see 
availability of 
facilities



This is what it 
will look like



Click to request facilities



Login with 
your 
username & 
password

If new click 
here

When you click on Requester Login. You will then see the login page shown below. If you 
have trouble, click on forgot your password and reset it. If you have never requested a 

room click on become a requester.



Sign in instructions. 
If you are creating a new account

When you request 
as a SDMA staff 

member, you will 
only need to fill 

our the right 
hand form, pick a 

username and 
password. You 

will need to 
choose a pin 

number

Once submitted, your request is 
sent to Community Edu. at the 
Field House for approval. Once 
your request is approved, you 
will be able to login and request 
a facility, date and times. This 
may take up to 2 business days. 
If you are not approved after 2 
days, email 
mhsfieldhouse@msd.k12.wi.us



*When you request as an 
organization, put the 
organization name as the 
client and the name on 
the right as a contact. 
Pick a username and 
password. You will need 
to choose a pin number 
as well

*If you are requesting as 
an individual and not an 
organization, put your 
personal name as the 
client name and as the 
contact person as well

Once submitted, your request is sent to 
community edu at the fieldhouse for 
approval. Once your request is approved, 
you will be able to login and request a 
facility, date and times. This maybe take 
up to 2 business days 



Once you are logged in, you will see this screen. 

*All Local or 
Out-of-district 
organizations must have 
proof of Insurance before 
your event takes place at 
district facilities. 



Click here to make 
changes to your 
account or request 
for a different group



Be sure to enter 
correct times. (AM 
or PM)

*Building hours 
are between 
6am-10am

**Don’t forget to 
save and continue 
to get to the next 
step!

Enter dates and times of the activity



Facility Request - Choose your facility by 1 of the 3 choices and click continue



Click on 
SELECT for 
your choices

Next you will be able to choose your location.

Please note - 
location conflicts 

are in red



Other needs, 
include set-up 
notes for the 
custodians (if 

applicable) and 
give an 

approximate 
attendance. The 

more information 
you include, the 
easier it is to set 

the room up 
correctly and have 

your needs met.

Event Description



Be sure to submit and exit. After submission your request will go to the building administrator to 
approve, Once approved, you will receive an email. Approval can take up to 72 hours depending on 

staffing.

This is what the final screen should look like.



Request History Tab Screen


