My Learning Plan - Reserving a Room at Wilson

1. From the ACTIVITY PROPOSAL form (on MY LEARNING PLAN), when it asks for ROOM
SET UP PREFERENCE, click CLICK HERE to go to the additional form (This will only work on
a TPS COMPUTER).

2. In the new tab, click REQUEST TO USE MY SCHOOL BUILDING.

3. On this screen, enter your email and click SUBMIT.

4. Next it asks for your first and last name. Also confirm that your email address is right. NOTE:
The red boxes with checks indicate required questions.
If you want, you can also enter a phone
number. When you have filled out the required information, click SUBMIT.

5. This page gives you several options. You will pick the one that best describes your reservation
needs. For instance, I want to hold my green screen session just once, so I would pick
NORMAL SCHEDULE. Even if I planned on holding the green screen class several different
times, I would still pick NORMAL SCHEDULE. On the other hand, if you were scheduling
Early Release Days or Department Head meetings, you would pick RECURRING SCHEDULE
since you would be meeting on a regular basis.

6. Select the schedule that describes your reservation needs. This will take you to a form that asks
for specific information about your reservation request. 
Remember that the red box with the
checks indicate that are required questions.

7. Once you have selected LOCATION, you will have the opportunity to request a specific room.
Click on the BINOCULARS icon beside the ROOMS question. This will pull up a list of rooms.
Pick one (even if you don’t care which room you get, it’s still a required question). 
It’s
important to note that selecting a specific room doesn’t guarantee you will get
that room as room assignments are subject to change.

8. In ORGANIZATION INFORMATION section, you will pick your department or school by
clicking the binoculars icon. This will bring up an alphabetized list which you can select from.
Selecting a department or school from this list will auto-populate the other fields in this
section. If you cannot find your organization in the list, you can type in in the NEW field if you
need to (but this will not auto-populate the other fields, so don’t forget to fill those out!)

9. If you are a TPS employee, you don’t need to worry about the insurance section. Finally, at the
bottom of the form, it asks for a password. That password is 
password
. Once you have filled
out the form, click on SAVE. And that’s that!

