
School Dude User Instructions 
(Entering Building Use Requests - Second Step)

Begin by logging in to www.ledyard.net 
Click News & Information 
Scroll down and click on Building Use 

After reading through the Policy, Regulations, & Fee links and 
then watching the Video for Requesting Access to Community Use 
first. Watch the second Video for Submitting Requests.

This video explains how to enter building use requests 

After watching this video, click on View Public Building Use Calendar 

Once you see the calendar appear, in the upper right hand corner, click on Log In to Request Facility Use 

Once you select Log In to Request Facility Use, another window appears, on the left and log in to your account using the 
user name and password you set up when you began. 

http://www.ledyard.net/
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Once you’re logged in, click on Request Facility Use 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Here you can begin to enter your building use event.  
 
Normal Schedule is for events that are for either single date events or multiple date events 
 
Recurring Schedule is for events that repeat over a period of time (every Monday, every other Tuesday, etc.) 
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Please follow the prompts to enter your building use request; all fields with the red bar | are mandatory fields.    

The system will not save your request if the information is not filled out.  
Enter the Event Title – enter your organization’s name hyphen (-) event title 

e.g.  Ledyard Parks & Rec – Wrestling 
Event Description – leave blank 
Select the drop down beside Location and Room to select the space(s) that are needed (you can hold down the Control 

key to select more than one room 
Select Start Time and End Time – please be sure that you select AM or PM  
 
For Normal Events - choose your Event Dates by clicking on the date in the calendar box to the right 
Click on the   button to verify you are not double booking a room 
Select Setup Begin Time and Breakdown End Time – again be sure that you select AM or PM 
Duration automatically fills in 
 
For Recurring Events – Select Start Time and End Time 
Select Calendar icon next to Start Recurrence to select date 
Complete Recurrence Pattern 
Select Calendar icon next to End Recurrence to select date 
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Click Search when complete to view any calendar conflicts – calendar appears showing your time in yellow.  Click Next at 
the bottom of the page. 
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Event Details page appears, here you’ll enter your organization name, contact name, view your insurance expiration 
date and enter any setup requirements if applicable. 
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Click Save once complete – your event has been entered in School Dude 
Ledyard Public Schools will process for approvals 
 

 

 

 

 

 

 

 

 

 

 

 

 
To logout of School Dude, once you return to the CommunityUse screen, in the upper right hand corner, 
 click Click here to Log Out  




