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Support 
We’re here to help! If you have additional questions after reviewing this manual or need assistance, you can 

reach us several ways. You can easily reach us by clicking the question mark icon in the lower right hand 

corner of the FMS. You can also leave us feedback or contact support by clicking “Feedback & Support” within 

the footer of the FMS.  

 

 

We also have a multitude of quick, two to three minute training videos available at: 

https://schoolpointe.uservoice.com/knowledgebase. 

You may also e-mail us at support@schoolpointe.com, or give us a call at 866-545-2549. 

 

https://schoolpointe.uservoice.com/knowledgebase
mailto:support@schoolpointe.com
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Logging In 
 

Go to https://fms.facilitypointe.com and login. It is the same login & password as your CMS (website) Login.  
 

 

Options Overview 
 

1. Calendar will be seen once you are logged into the home page. This 

will contain requests pertinent to you and your building(s). 

2. Requests is where you will find all Ticket Requests and Resource 

Requests that have been submitted to your building. 

3. Knowledge Base will allow you to view and update important articles. 

The articles in the knowledge base will appear to the user when adding 

a title to a maintenance ticket that is relevant. This will help with 

recurring tickets, or if you wanted to head off a known problem.  

4. Resource Dashboard will allow you to be able to see and create 

widgets for Resources you may want to reserve or watch for new 

options to come available. 

5. Types is where you can create the types you want to use within Ticket 

& Resources 

a. Ex: Resource Types would be Computer Lab, Desktops, DVD 

Players, etc. 

b. Ex: Ticket Types would be Building Maintenance, Cleaning, 

Fixing Technology Items, etc. 

6. Resources will show you the resource options that are available. This will only be seen if you can 

create new resources and make adjustments for availability.  

7. Reports will allow you to run reports for the Ticket & Resource Reports. You are then able to export 

those reports to Excel documents or view them. 

8. Buildings that are imported in from the CMS of the district website will appear in this area. You can 

also add additional buildings like Bus Garage, Maintenance Shed, etc. 

9. Organization is your main district area. You can edit this to add your time zone building information, 

and also get public links for the public to be able to reserve resources or report maintenance issues.  

https://fms.facilitypointe.com/
https://fms.facilitypointe.com/
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10. Users & Groups are where you will go in and assign users to the specific group you want them to have 

permission for. When staff is imported in from the CMS they will go into school groups that will allow 

them to have set permissions from the import to their building to create requests.  You will also be 

able to change permissions per user from this area if they need more or less permissions than what 

they are set at.  

11. Profile is where each user can go in and update their password, email, add a cell phone number to 

receive text messages about their request, and add a profile image if they would like.  

12. Under request you will have 2 options to start off with - Maintenance and Resources. 

Ticket Types 
Super Types/Types 

A type must be created for tickets and resources before they can be used. You must add a super type before 

adding a type. Super types are the high level selection for a new request. Ticket Type Ex. Technology (super 

type) > Technology Hardware (type). After creating a super type, you can assign a type to a super type.  
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Creating a Ticket Type 

When creating a ticket type, you have the option to make that particular ticket type public. This will show 

under the Organization area and Public Links. You will select the super type this ticket will go under (as 

discussed above). You will also select what users will receive alerts regarding these types of tickets. You can 

also add additional sub types if you want to get more specific. You can also add custom fields and make them 

required – these are questions that the user will answer when creating a new ticket request.  

 

 

Ticket Request 
 

Creating a Ticket Request 

To create a ticket request, click “New Request” in the top right corner. You will then 

select which type of request you are wanting to create. Depending on what has been 

setup in the FMS will depend on what type of request options appear. 

 

Filling out a Ticket Request 

There are four required fields that must be filled out when creating a request (issue, 

the type of request, date due, and building of request). You can also add additional 

information, such as a picture.  

Once a request has been submitted, it will send an email and/or text message to the 

administrators who are allowed to approve these requests. Depending on your 

permissions, you may have further access to approve or complete a request. 
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Status Updates 

On the Status Update Page, you are able to approve/decline, assign, and mark the request as complete (as 

long as you have the proper permissions). You can also edit the request information if the user did not select 

the correct type of request.  

By clicking on the approval button, you can approve or decline the maintenance request (an email to the 

creator is sent after selection). 

By clicking the assigned to button, you can assign the ticket to an approved assignee (an email is sent to the 

assignee). 

By clicking the complete button, you can complete/won’t complete a ticket request. Please note that a ticket 

must be approved to complete the maintenance request. (An email is sent to the Creator informing them that 

their ticket has been completed or not) 

Comments/Messages are an easy way to talk to the maintenance request creator. By leaving a 

Comment/Message the Creator/Assigned user is informed on the status or the maintenance ticket. By 

checking the Administrative Comment Only, only administration will see the comment.  

 

 

Resource Types 
 

Just like ticket types, you must create a super type for resources before you can add them. Resource Type for 

Technology Ex. Technology Resources (super type) > Computer Lab (type) 
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Just like ticket types, you can add property names which would determine more specific details for the 

resource (number, date, true/false, etc.). You can add custom fields as well and mark them as required; these 

are questions that are asked to the user when making a request. 
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Creating Resources 
 

 Resource Name: Name of your Resource 

 Resource Type: Selection of type you created from the Types 

> Resource Types menu 

 Resource Location: Location of your resource 

 Period Blocked: Must the user book the entire period 

 Time Interval Availability: Set interval time blocks 

 Allowed Number of Intervals Requested: Limit how many 

intervals they can select. Example: If you set your interval for 

1 hour and select 2 allowed intervals, users can choose to 

have a resource for up to 2 hours. 

 Available 24/7: You will not need to setup availability 

 Needs Prep/Clean Up Time: When this resource is required, 

the user must enter a prep/clean up time 

 Requires Approval: When checked a request must be 

approved 

 Public: When checked users from the public can make a 

request for this resource. 

 Assign Users to this resource: The users that will get 

notifications when a request has been submitted 

 Quantity: How many of a resource they can request. Ex: If 

you have 15 laptops that would be the most someone could 

request at one time.  

 Allowed Requested Quantity: Allows you to say you have 15 

laptops but only allow a user to select a total of 10 of the 15.  

 Click Create 

Availability of a Resource 

After creating a resource, you must add availability so the resource can be requested.  From the resources tab, 

select availability on the resource you want to add availability to. 

 

From here, you have the option to add availability, add blackout, or see what has already been added. 

Blackout is where you can block off a section of the calendar in case you don’t want that resource to be used 

during that date and/or time (ex. testing). A calendar will also appear so you can see what availability looks 

like.  
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If you want to add availability, select add availability from the top. 

From here, you have the option to add a name, select the start and end 

times of availability, and add a recurrence. Depending on what settings 

you selected when you created the resource (period blocked, time 

interval, allowed number of intervals) will determine what dates and 

time you can select. 
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Resource Example 

If you have six periods a day that last one hour each and want teachers to be able to book the computer lab, 

you would set your resource settings to the below: 

 

     

After setting your resource settings, you will add availability to the resource. If school starts at 8:00 in the 

morning, we will select the start time at 8:00. If our last period ends at 3:00, and will select the end time of 

3:00. 

 

After entering your start and end times, we will select recurrence. We will want this to reoccur every week 

(Mon.-Fri.). You can select the reoccurrence to stop once school ends or never ends. In this example, we are 

setting it to stop at the end of the school year. Then save your availability. 
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After saving our availability, you will see that we have six, one hour blocks of availability on the calendar for 

this computer lab. 

 

Resource Requests 
 

In the Resource Requests home page you will see request that have been submitted. 

 

Creating a Resource Request 

When making a resource requests, select your building then select your resource or just type in the resource 

you are looking for in “Find a Resource”. Availability times are Blue. Grey, Black, or Red times are unavailable. 
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Filling out a Resource Request 

When filling out a Resource Request you will enter in the purpose 

for this request. The start & end time will auto fill in based on the 

time slot you chose.  

a) Duration will allow you to select the amount of 

time the specific request is available in the 

increments of time you can choose.  Ex. If you want 

the Bus at 1:00 pm for 3 hours you would select 

needed for 3:00 hours. If it is only allowed to be out 

for one, one hour increments, you would only be 

able to select the bus for a total of one hour.  

b) Preparation Time: Time allowed to prepare for 

request.  

c) Clean-up Time: Time allowed to clean up after a 

request.  

d) Instructions: If there are any special needs that 

need to take place before you get the resource. 

e) Other Custom questions can be asked; these are 

defined by the resource type. 

 

Once a Resource has been requested it will get sent to the approver of the resource (if one is designated). 

Once you have made the request you are able to check the status. 
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A request can be approved or denied by clicking the red pending approval button. An email/text message will 

be sent to the Creator. 

A request can be assigned to an approved assignee. An email /text message will be sent to the Assignee. 

Comments can also be added to the request. 
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Reports 
 

Reports can be generated for your tickets and resource requests. There are different reports for both tickets 

and resources. You can also add filters to your report. Once you select your preferences, click generate report. 

Ticket Reports:      Resource Reports: 

   

  

After the report has generated, you have the option to export the report to Excel or view individual data. You 

can also save the report to run every so often. 
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Buildings 
 

If you’re a CMS client, your buildings will be imported for you. Otherwise, you can add your buildings and 

building information.  
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Organization 
 

Each FMS will have one organization which is your district information. This page will show the organization 

name, address, phone, and time zone. The public links contain links to give out to your public to make 

requests. Ex. If the Boy/Girl Scouts use the cafeteria for meetings they could use this link to reserve a meeting 

location. NOTE: Your resources/tickets must be marked as public for correct options to show under the 

public links. 

 

If you click “Edit” in the organization area, you will have the option to add additional information about your 

organization, along with selecting a color that will appear throughout the FMS. You can also add a logo (logos 

must be as least 200x200 px). 
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Message Bodies 
 

Message bodies, which are also found under the organization area, are where you can customize the footer of 

e-mails that are sent for tickets and resources. The different footers include: 

 New User Footer Email 

 New Resource Request Footer Email 

 Updated Resource Request Footer Email 

 Canceled Resource Request Footer Email 

 Approved Resource Request Footer Email 

 Declined Resource Request Footer Email 

 New Maintenance Request Footer Email 

 Updated Maintenance Request Footer Email 

 Approved Maintenance Request Footer Email 

 Declined Maintenance Request Footer Email 

 Completed Maintenance Request Footer Email 

 

Users and Groups 
 

Users 

When viewing users, you will see all the users within your system. From this page, you can edit that user’s 

information, the groups/buildings they are assigned to, and delete users. 

 

** When a user is imported from the CMS they will get assigned to the buildings they are assigned to in the 

CMS. Details about importing users into the FMS from the CMS are in the Users and Groups section of this 

manual. 
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Groups 

You also have the ability to create groups for different sets of users within the FMS. You can create roles for 

technicians, secretaries, etc. You will be able to set specific permissions for these groups and assign users to 

them.  

 

When clicking “Edit” beside a group, you have the option to rename the group and also have the option to 

assign the group to a certain set of all users. 

 Assign Group to All Users – This will assign this groups permissions to ALL USERS (use this with caution) 

 Assign Group to All Private Users – This will assign this groups permissions to all users that have been 

created in the system or have been imported 

 Assign Group to All Public Users – This will assign this groups permissions to users whom have signed 

up publicly 
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When clicking “Permissions” beside a group, you have the option to change all permission settings for 

everything within the FMS. You can also specify what super types and types of resources and tickets you want 

users to be able to view in addition to what buildings. 

 

 

When clicking “Users in Group” from the Groups screen, you can see what users are assigned to that group. 

You can also remove them by clicking “Groups” and unchecking that group from the group assignments page. 
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Importing Users into the FMS from the CMS 

To add users into the FMS from the CMS, login to the CMS and click on “Facilities Management System” on the 

right. NOTE: You must have the FMS permission in the security module in order to perform this import. 

 

You will first select which users you want to import into the FMS. You may select more than one user at a 

time, but if they are all at different buildings, you cannot assign each user to a different building. 

Once you have selected your users, click choose buildings, select the building(s) the user needs to be assigned 

to, click finish, and then click the green import for Facilities Manager button. Once the import has been 

completed for each user, their name with the word imported will appear. It may take up to 10 minutes for the 

import for complete; do not leave the page unless you receive the green imported message. 

 

Users that use the CMS will use the same password to login to the CMS. If you change your password in the 

CMS, it will also change it for the FMS. 
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Profile 
 

The profile is the user's information that they can change. If users enter a cell phone number, they will receive 

text messages when an update is made to any requests they submit. 

 

Knowledge Base 
 

The Knowledge Base area is a place where articles can be added about common issues/problems. Steps to 

solve this issue can be added here as well so users don’t have to create a ticket – they can solve the issue 

themselves. 
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Creating a Knowledge Base Article 

 

1) Click “Create New” up in the top left hand corner 

below “Important Articles”. 

2) Enter a title for this article (Ex. Computer Not Powering 

On) 

3) Enter a description for this article. 

4) Enter a solution for this issue. 

5) Select a location for this article, or if this article applies 

to all locations, select “all locations”. 

6) If this is an important article, check the box. This will 

place this article under the important articles section of the 

knowledge base. 

7) Add your tags for this article. The tags are important 

when adding an article (see below). For a computer not 

powering on, your tags would be: computer, power, not, on.  

8) Click the “Create” button. 
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Now that an article has been added, let’s create a ticket that has to do with a computer not powering on. 

As soon as the word computer starts being typed, knowledge base article suggestions comes up based on the 

tags we entered. Since this is the issue the user is having, they can click on the article and it will bring that 

specific knowledge base article up and give them the solution that was entered. 
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