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MasterLibrary was recently acquired by Follett School Solutions. The Follett Facilities 
Suite (previously MasterLibrary) has undergone some changes to branding, as well as 
the user interface. To account for this change, the how-to videos and this Quick Start 
guide have been updated.

Village of Ridgewood Parks and Recreation Nov 26, 2025

Basic User Quick Start Guide

Additional Information available



1. Getting Started
Before you begin using Facilities Schedules  for the first 
time, you will need to register for a new user account with a 
Group Name (e.g., for a club, group, organization or 
individual).

This Account setup step is only necessary the first time you 
use the platform. After that, you will be able to log into your 
Village of Ridgewood Facilities Schedules’ account using 
your email address and password to submit facility 
requests.

To access the VOR Facilities Schedules  system from the 
Village of Ridgewood Web Site, click on the following link: 

https://www.ridgewoodnj.net/419/Field-and-Facility-Rental-
Requests

Then click on the register for a new account icon

The Village of Ridgewood Field and Facility 
Rental Requests Web Site:

2

https://www.ridgewoodnj.net/419/Field-and-Facility-Rental-Requests
https://www.ridgewoodnj.net/419/Field-and-Facility-Rental-Requests


2. Register For a New Account

After you click on the register for a new account icon, the 
Facilities Schedules login screen to the left will be displayed. 

https://nj28.mlschedules.com/Login.aspx

Note: You should bookmark the Village of Ridgewood (VOR) Facilities 
Schedule specific URL for future log-ins:

Select Create New Account

A New Account Setup page will then be displayed (see next 
page) to enter information about yourself and your Group(s). 
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https://nj28.mlschedules.com/Login.aspx


2. Register For a New Account (cont.)

Under Classification, select a Group Classification from the drop-down menu that matches 
your group’s description. 
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2. Register For a New Account (cont.)

Enter all of the requested data under User Information and Group Information.     

   NOTE: If you are an individual who will be submitting requests on your own behalf (i.e. not for a club, group or 
                  organization), use your first and last name as the Group Name.

* Denotes Required Field 5Scroll down to the next section.



2. Register For a New Account (cont.)

Check the I’m not a robot checkbox

Select the Create User Account button checkbox
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Select the Choose File button to upload a copy of your group’s current certificate of 
insurance (PDF or JPG) and enter the insurance Expiration Date

Your new user account request is sent to the 
VOR Parks & Recreation Department for review.



3. Logging In For The First Time 

1. Within 48-72 hours, your new account 
request will be reviewed. If approved, you will 
receive an email notification from Follett 
Facilities Schedules Software to “request a 
password reset if needed by clicking here.” 
After clicking here in the email, you will be 
taken to the Password Reset screen.

3. You will then see a screen 
informing you that an email 
notification was sent to you (from 
Follett Facilities Schedules 
Software) to set your password. In the 
email, click on Click here to set your 
password.

2. Enter your email address and 
select Send Reset Email.

4. You will then see a Password 
Reset screen. Enter a password in 
the top box and type it in again in the 
bottom box to confirm. Then hit Save 
Password.

Creating Your Password
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3. Logging In For The First Time (cont.)

You will then see confirmation that 
your password has been changed. 
Select Go To Login.

Enter your email address for your 
User Name and the password you 
just created. Then select Log In.

Verify Password and Login 
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4. Accepting the Terms and Conditions

The first time you login to Facilities Schedules you will be ask to read and Accept the Terms and Conditions. Select Accept to continue.
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5. Verifying Your Profile
The first time you login to Facilities Schedules you will also be ask to verify your Profile. Verify everything looks 
correct and update any information that is not. Once done, select the Saver User Information button.

A Thank You message will then be displayed. At this point, you are all setup to begin the process of requesting facility space.
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6. Home Screen

Select Home from the left-side menu to display the default Home Screen, which is the calendar view. From 
here, you can follow the instructions for Submitting Facility Requests, which begin on the next page.
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7. Submitting Facility Requests

Once you are logged in, there are several ways to access the Make A Request screen to request facility space:

1. By selecting Requests > Submit New Request from the left-panel toolbox on any screen.
2. By double clicking an open day/time slot on the calendar panel from the default screen. 
3. By selecting the New Request button at the top right of the screen.

1

2

3
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Login if you have not 
already done so



7. Submitting Facility Requests
The Make A Request screen  

1. If you only manage one group, 
the group name will be 
displayed in the Select Group 
menu.
• If managing more than one 

Group: Select the desired 
group from the Select Group 
drop-down menu. 

2. Select the location(s) of the 
space you want to reserve from 
the Site(s) drop-down menu. 
For example:
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3. Select the spaces(s) you want to reserve from 
the Space(s) drop-down menu. For example: 
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7. Submitting Facility Requests (cont.)
The Make A Request screen  4. Select a request Frequency from the drop-down menu. 

Choose a frequency that best fits your 
scheduling request needs.

5. Select a Start Date by clicking on the Start Date field. A 
Calendar will pop up so you can chose the date. Repeat 
for End Date.

6. Select a Start Time from 
the drop down by clicking 
on the Start Time field. 
Repeat for End Time.

7. Select the ​View 

Availability button 
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8. A list of each occurrence showing an Available status (YES or NO) for the selected space will be displayed. If the 
desired space is available for the selected start date, times and frequency, YES will be displayed in the Available 
column. 

 Note: If the desired space is not available, try changing one or more of the field settings to find available spaces 
that meet your group’s needs. 

9. If you searched for multiple sites/spaces: 
  Select the Delete icon (     ) for any spaces that you don’t want included on the request. 
10. Select the Continue button to confirm the request. You will now need to add the information for your request. 

7. Submitting Facility Requests (cont.)
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7. Submitting Facility Requests (cont.)

11. Enter the information in all the relevant fields. Required fields will have a red * and must be filled out.
12. Scroll down to the next sections when you are done with the Additional Information section.
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7. Submitting Facility Requests (cont.)

13. Enter the information in all the relevant fields. Required fields will have a red * and must be filled out.
14. Scroll down to the bottom of the form when you are done with the Personnel section 
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7. Submitting Facility Requests (cont.)

15. Upload relevant files if it pertains 
to your event.

16. Check the Terms & Conditions 
and Send me a Confirmation E-
Mail boxes.

17. Sign the signature box
18. Select Continue to Estimated 

Costs.
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7. Submitting Facility Requests (cont.)

19. Depending on your groups classification and the space requested, you may be subject to a facility fee. The amount 
for each facility you requested along with the estimated total will be displayed.

20. Check the I agree to the estimated costs above checkbox and select the Confirm & 
Submit button. (If applicable, you will receive an invoice via email.)

21.  You will then see a Thank You confirmation and receive an email that your request is 
going  through the approval process. You will be notified of its progress via email. Note 
that the requested space will now appear as Pending Approval to other users when 
searching spaces and they will not be able to request it for the same date\time. 



8. Cancelling Your Request

Pull up the request you want to cancel. Then click on the pull down menu for Status.

Then select Cancel



8. Cancelling Your Request (cont.)

A pop up box will appear for you to Add a Note.

After you have typed in the reason for the cancelation, hit Save & Send Email .



8. Cancelling Your Request (cont.)

You will receive confirmation that your request has been canceled.

Click on OK.

The Status will change to Canceled.



2. Update any of the fields under User 
Information as necessary,

9. Edit Your Profile Information
1. Left click on the Profile 

Icon and select ProfileTo edit your User Information

3. Select Save User Information when 
done.
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The Manage Profile Screen Will Appear



2. Select the pencil icon to bring up the 
Group Information Screen

10. Edit Group Information
1. Left click on Profile 

Icon and select ProfileTo edit Group Information and upload a new insurance certificate

21

The Manage Profile Screen Will Appear
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10. Edit Group Information (cont.)

Edit Group Information

Upload New Insurance Certificate 
Update Insurance Expiration Date 
after Uploading New Insurance 
Certificate 
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10. Edit Group Information (cont.)

Edit existing Group Manager 
Information by selecting the pencil icon

Add a new Group 
Manager to the Group

Add a new Contact 
to the GroupSelect Save Group when done with edits.

Note: Group Contacts are able 
to receive e-mail notifications 
about requests and do not need 
to login to Facilities Schedules.

Note: Group Managers are able 
to submit requests for this group. 
Additional permissions can 
optionally be granted.
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When you’re logged into Facilities Schedules, comprehensive online documentation can be accessed 
from any screen by selecting the Help icon       from the gray header menu displayed at the top of all pages. 
If you have a suggestion on how to improve the usability of Facilities Schedules or this Quick Start Guide, 
please let us know. 

11. Online Information

Parks and Recreation Department
259 N. Maple Avenue

201-670-5500


	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24
	Slide 25
	Slide 26
	Slide 27

