
Site Resource Reservation System – Logging In 
 
Find your school at mrbs.spps.org 
When you open your school’s page you will see a screen similar to this: 

 
 
If you look in the upper left corner you will see your login status: 

• Unknown user – means you are not logged in 
• You are eXXXXXX – means you are currently logged in. 

To log in either: 
• Click on a time slot you want 
• Click on the Log In button in the top right 

Your log in will be your Active Directory account 
• Name: eXXXXXX (do not enter ISD625\eXXXXXX) 
• Password: your regular password to go with the name 

NOTES: 
• If you change your Active Directory password on your computer it will change 

for this site as well 
• Do not save your password in your browser or else you will run into difficulty 

when you change your password 



Click link to return to 

site home page. 

Step 1: Select 

resource group.

Step 2 and 3: Select 

specific resource (room)  

and reservation date.

Enter text strings 

(example: “mca”) 

to locate all 

entries with the 

text “mca”.

Navigate by day 

of month.

Step 4: Click directly on 

time slot to reserve a 

resource. Then, complete 

the Add Entry form.

Switch between day, week and 

month  calendar views.Print tool.

General = Teaching activity (green fill color)  

Testing = Testing activity (red fill color)

Site Resources Reservation System Home Page - User Overview - Login at 



!

To create a General calendar entry:

•Brief Description: Name only.
•Full description: Purpose, number of students, 
audience (students/teachers) or non school 
related.
•Type: It is important to select General if usage 
is non testing related.
•Other Fields: (self explanatory).

!

To create a Testing calendar entry:

•Brief Description: Name of Test (MCA, MAP...) 
and SAC Name (Including a SAC [assessment 
coordinator] name assumes SAC is aware and 
available on testing day.)
•Full description: Number of students, 
description of test including format, online or 
paper and pencil.
•Type: It is important to select Testing.
•Other Fields: (self explanatory).

Site Resources Reservation System Home Page - Add Entry Page



Site Resources Reservation System Home Page - Creating Reports

To create Reports:

Enter search text (complete words or parts of) 
into fields and/or use drop-down menus or 
radio buttons to retrieve calendar entries that 
fall within selected parameters.



Site Resources Reservation System Home Page - Additional Instructions

•Why can't I delete/alter a meeting? In order to delete or alter a meeting, you must be logged in as the same 
person that made the meeting. Contact one of the meeting room administrators or the person who initially made 
the meeting to have it deleted or changed.

• How do I schedule rooms at different sites?  The system cannot book 2 different rooms simultaneously. You 
must schedule each one separately. Make sure that the time you want is available at both sites before making a 
booking.

•How do I make a recurring meeting?

•Clicking on the desired time brings you into the booking screen. Select the appropriate Repeat Type. The 
room will be scheduled at the same time, until the Repeat End Date, on the days determined by the Repeat 
Type.

•A Daily repeat schedules every day. A Weekly repeat schedules those days of the week that you check 
under Repeat Day. For example, use Weekly repeat to schedule the room every Monday, Tuesday, and 
Thursday; check those days under Repeat Day. If you check no days under Repeat Day, the schedule will 
repeat on the same day of each week as the first scheduled day. A Monthly repeat schedules the same day 
of each month, for example the 15th of the month. A Yearly repeat schedules the same month and day of 
the month, for example every March 15th. Finally, a Monthly, corresponding day repeat schedules one day 
each month, the same weekday and ordinal position within the month. Use this repeat type to schedule the 
first Monday, second Tuesday, or fourth Friday of each month, for example. Do not use this repeat type 
after the 28th day of the month. 


