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Use FMX for Maintenance Request: 

There are many reasons to use FMX maintenance request.  The common ones are as follows: 

• repair request, 

• custodial needs during the school day (if outside the school day, use the schedule request), 

• heating and cooling issues, 

• PPE supply needs.   

If there is an emergency, please call the proper staff member, an FMX is not needed. 

 

Use FMX for Transportation Request:  

Anything outside of a regular bus route.  Common requests are 

• field trips,  

• athletic trips,  

• district vehicle use. 
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Use FMX for Schedule Request – Outside of the school day 

If you need a field, classroom, large group room, café, etc. outside of the 07:00AM to 03:00 PM hours (school 

day), the request needs to be entered into FMX.   

Important: the schedule request asks for event set up, food service, technology, and/or security needs.  If you 

check any of these boxes, please make sure the following employees are added as followers.  

Event set up – Tim Drawbaugh and Cheri Frank 

Food service – Michelle Morgan 

Technology – Tech Department 

 

Be sure to outline your needs in the details.  The more detail, the better.    

 

Use Building Principal defined process for Schedule Request – During the school day 

For room and commons area reservations during the school day, please use your building Principal’s processes. 

High School – Outlook 

Middle School – Outlook 

Mount Rock – Google 

Newville – Outlook 

Oak Flat - Outlook   

If you have custodial needs, food service needs, or technology needs during the day, please use your current 

processes.  For custodial needs use FMX.  For food service needs email/call Michelle Morgan.  For technology 

needs call x4357 or email support@bigspring.k12.pa.us.       

Followers:  Located 

at the bottom of the 

request form. 

mailto:support@bigspring.k12.pa.us
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Login To FMX: 

Go to https://bigspring.gofmx.com/login 

If you have a Big Spring network account, click here to login 

with ADFS (network) account.  You will continue to use this 

login after your initial login and account creation.  When you 

click on ‘Log in with ADFS’ you will be sent to a separate page. 

 

Note:  External (Community) members will need to open an 

account here.  Thereafter, they will use the Log In button. 

 

 

 

After a few seconds, you land at the screen below.  In the left 

pane you can see 

Maintenance, Schedule 

and Transportation 

requests – click the one 

you want. 

 

 

 

 

 

 

  

https://bigspring.gofmx.com/login
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The calendar view is useful but can get very full.  The first tool you need to use is the filter button to reduce the 

events to just your building, sport, room, etc.  Note the filter you apply now is sticky.  The next time you login, 

it will be there and you may want to clear all filters to start a new look up.  (more filter info) 

 

 

 

 

 

 

 

 

 

 

 

 

To clear all filters hit the X next to Filter or X 

each individual filter to clear the calendar and 

the reapply filters as necessary.  If you can’t 

see something, this is the first thing to check!  

https://help.gofmx.com/hc/en-us/articles/360020559772-How-to-Save-Filters-in-your-Calendar-and-Grid-Views
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User Account Settings.  Unless you want an email every time your request has a modification, you need to 

click on your user icon (below the Bulldog) which brings you to the Account Settings screen below.  The big 

thing here is to adjust your notifications under Email Preferences.  X-out the notification you don’t want or go 

to the far right and hit the red X to delete all in that section.  If you do make a request (next page), and you 

want to be notified of status updated, you need to allow that particular notification as shown below. 

ADFS users should NOT attempt a password change as you won’t be able to login as a BSSD user with your 

network account. 

 

                                                                                                                                                Click Save! 
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Maintenance Request 

To start a new request, click on the New request and then 

what type of request you want to make. 

 

 

 

 

 

Note:  You must make an entry in all blocks with a * in order to submit!     

Do not worry about budget code. 

 

 

For more info, click here for a short intro video. 

  

https://fmx.wistia.com/medias/j2oik8nsb9?wvideo=j2oik8nsb9
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Facility Scheduling 

The scheduling of facilities is a split process.  For school days, M-F, from 07:00 AM to 3:00 PM the scheduling of 

facilities is done thru the principals.  For all other times, the request should go thru FMX to the athletic office 

for approval.  (more Schedule Request info) 

 

 

  Note:  * denotes a required field; all 

others are optional 

Ignore.  For use when importing from 

ScheduleStar only 

https://help.gofmx.com/hc/en-us/articles/203386439-Creating-Schedule-Requests
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Transportation Request 

 

 

 

 

  

Note:  * denotes a 

required field; all 

others are optional 

Use exact address! 

Link to  

More Schedule info 

https://help.gofmx.com/hc/en-us/articles/204100805-Creating-a-Transportation-Request
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Who do I contact with questions? 

 

Maintenance Requests – Tim Drawbaugh, x1604, tdrawbaugh@bigspring.k12.pa.us 

(Facilities) Schedule Request – Randy Jones, x2451, rjones@bigspring.k12.pa.us 

Transportation – Madison Barrick, x2419, mbarrick@bigspring.k12.pa.us 

 

FMX’s  User Guide Page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://help.gofmx.com/hc/en-us/categories/200394355-Using-FMX

