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Before you can create a lease, you need to create rooms (spaces) that are “Reservable” 
 
1. In the Quick Add section of your portal, click on the School Rental Manager link 

  

2. When the School Rental Manager window opens, it defaults to the “My School Leases” tab, which is a 
listing of all of the leases you have created for your school. For this exercise, we are going to click on the “All 
School Spaces” tab so that we can set up our reservable rooms. 

 

The All School Spaces window displays information that is imported from the FISH (Florida Inventory of School 
Houses) database and looks like this: 
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3. You can see that the total number of spaces found by the system for this school is 359. (Compare this to 
how many spaces your school has in the system.) Remember that the system typically only shows 10 or 20 
records at a time, so if you wanted to see ALL records, you would select the next highest number – 500. 

        

Looking at all of the records can be time consuming, so let’s use the funnel tool to find the rooms we want to 
make reservable. 

4. Looking at all of the records can be time consuming, so let’s use the funnel tool to find the rooms we want 
to make reservable. Hover over the funnel with your mouse and you will see the filter appear: 

 

Typically, we only use the “Space Class” (description of the room), the “ID” (FISH #) or the “Building” number to 
search for the rooms we want to configure as reservable. 

5. I am looking for a “Music” room to make reservable. The number is 4-101 and I will enter it into the filter 
box in the “ID” field. Then press the “Enter” key on your key board.  
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The search returns 4 spaces – each one has 4-101 in the ID, but we can see that the first record is the one we 
are looking for: 

 

6. To make this space reservable, we will hover over the word “Space” under the “Type” column, then double-
click on that record. 

 
A new window opens up which is the “space record” for Space > 101 
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7. Read the description of the space to ensure that you have chosen the correct record. If so, scroll down to 
the “Reservation Flag” section and put a check mark in the box to the right of “Reservable?”: 

 

 

8. In the next section, “Space Rental Rate” you will double-click on “Find” to associate a cost with the space 
that you have chosen to be reservable. A menu opens up that gives you all of the approved costs for FY 
2010-2011.  These costs are entered by Real Estate Services and cannot be edited. 

        
 
A new window will open with all 25 approved space rates for leasing. Find the name of the charge type that you 
wish to select – in this case we are attaching “Band/Choral Rm” to the “Music – Elementary” room. Click the 
radio button (it will show a green dot when selected) and then click “OK”. 
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9. You should now see that this room is configured with the correct “Rental Type” and charges. Scroll back 

up to the top of the window and click on “Activate.” 
 If you don’t click on Activate, you will not be able to see this room as reservable. 
 

        

 

10. The last step is to check to make sure that you can see the room you just added. Go back to your School 
Rental Manager and click on the “Reservable Spaces” tab. 

  

 

11. Always check the Reservable Spaces tab to ensure that the room you added shows up in the window: 

 

 

The rooms that you see in the “Reservable Spaces” tab can now be used to create a lease. Remember to check 
to make sure that all of the rooms you need for a lease have been properly configured as “Reservable” in the 
system. You cannot make a room reservable while you are in the middle of creating a lease. 

 


