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HOW TO BOOK GSCS RENTALS 

• Log on to https://www.saskschoolrentals.ca/wbwsc/webtracgscs.wsc/splash.html  

• To reserve a facility you will need to obtain an account  

• Click the blue Click Here button beside Need an Account and follow the instructions 

 

• If you already have an account, enter your Member Login information and click Sign In 

 

https://www.saskschoolrentals.ca/wbwsc/webtracgscs.wsc/splash.html
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Creating a New Account 

• Under New Account Information enter: 

• Login (Email address), Password, First Name, Last Name, Category (select applicable household),  

Address, City, Province, Postal Code, and Email  

• Note – For Category the proper Household needs to be chosen, example: 

➢ General Public – means all user groups 18 years of age or older and for profit 

organizations (any age) i.e Adult Basketball and soccer 

➢ Community Association – means all approved City of Saskatoon community associations 

➢ Under 18 Not for Profit – means all groups under 18 years of age that are not for profit 

organization i.e. Girl Guides, Brownies, Scouts, zone soccer, zone hockey 

➢ Diocese – means related to the Roman Catholic Diocese of Saskatoon and the Ukrainian 

Catholic Eparchy of Saskatoon 

 

• Click Save 
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RESERVING A FACILITY 
 
To make a reservation, log in to your account, click Search. 
 
Note: You will need to individually reserve the applicable time for each event you are booking. 
The reservations will be a FIRM booking which GSCS reserves the right to edit if necessary. 
 
MULTIPLE DATE BOOKINGS 

 
Click on the following video link for a shortcut to make booking faster:  
 
https://youtu.be/NV3D_NPIEuI 

 
OR follow these instructions: 
 

• Under Facilities, click Facility Search (Do not use Facility Calendar option at this time) 

 

• Choose your Date 

• Choose your Begin Time (Weekday rentals are from 6-10pm, weekends 9am-9pm) 

• Choose your Location (e.g. Bishop Filevich Elementary School) 

• Choose the type of facility for your event (e.g. Gymnasium) 

• Click Search 

https://urldefense.proofpoint.com/v2/url?u=https-3A__youtu.be_NV3D-5FNPIEuI&d=DwMFAg&c=JJ1E0yPmV19S1WDM6NOGjA&r=NFcLq_Glr3anB94vNMD3NpPWoEZ7TeqD8sRkTaEh9EM&m=3K57nfwR6Qn7f3Dykx4hYPTcfJEu0iDvc-Z6xGXjP8Y&s=6dtwC8OEei4duDdeTf7urvORW_S0MNzblyhAVG7d8RQ&e=
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• Click on the time slots that you would like to book the facility for (once selected, they will turn 
blue) 

 

 
 

• At this time, do not click Add to Cart 

• Go back to the Facility Search Criteria Section 

• Choose your Date 

• Choose your Begin Time (Weekday rentals are from 6-10pm, weekends 9am-9pm) 

• Choose your Location (e.g. Bishop Filevich Elementary School) 

• Choose the type of facility for your event (e.g. Gymnasium) 

• Click Search 
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• Once the multiple date and time selection is complete, click Add to Cart 

• If the selection is not correct, click Clear Selection button and make your changes 

 

 

• Add the Facility Headcount  

• Click Continue 

 

• In the Questions Section, answer all questions  

• If you are making multiple reservations, and the answers and fees will be the same, check the 
Copy Questions and Copy Fees box located at the top left side of the Questions and Fees section 
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SINGLE EVENT BOOKINGS 
 

• Under Facilities, click Facility Search (Do not use Facility Calendar option at this time) 

 

• Choose your Date 

• Choose your Begin Time (Weekday rentals are from 6-10pm, weekends 9am-9pm) 

• Choose your Location (e.g. Bishop Filevich Elementary School) 

• Choose the type of facility for your event (e.g. Gymnasium) 

• Click Search 
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• Click on the time slots that you would like to book the facility for (once selected, they will turn 
blue) 

 

 

  

 

• There will be a green bar that comes up on the bottom of the screen. If the selection is correct, 
click Add to Cart 

• If the selection is not correct, click Clear Selection button and make your changes 

• Add the Facility Headcount  

• Click Continue 
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• In the Questions Section, answer all questions  

 

 

• If chairs and tables are being rented, check off the applicable box: 

• Click the box that says, I agree with the above 
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• Click Proceed to Checkout  

• If you have more bookings to make, click Continue Shopping 
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• If you are paying today, enter the amount you are paying in the “Amount To Be Paid Today” 

field. 

• If you are paying at a later date, leave the amount as $0.00. 

• Enter your payment information. 

 

 

• Once you press “Continue,” your card will be charged. 
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• Once you press “Submit,” you will receive an email confirmation with an attached receipt.  This 

screen will remain visible. You don’t need to press “Submit” more than once. From here you can 

continue shopping or logout. 

 
 

 

VIEWING RESERVATIONS 

CALENDAR VIEW 

• From the Homepage, select My Account - Household Calendar 

 

• Select Facility Reservations 

• Select Month, Year, click Submit  
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• The report will be sent to the email address on file  

 

MY HISTORY 

• From the Homepage, select My Account- My History 

 
 

• Search a specific date range or all reservation history can be viewed under Your History 
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HOW TO MAKE A PAYMENT  

• From the Homepage, select My Account- Pay Old Balances 

 

 

 

 

 

 

 

 

 

 

• Find the reservation, click the box, click Add to Cart.  
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• If the information in the Shopping Cart is correct, click Proceed to Checkout. 

 

 

• Under Billing Information- Enter a phone number (no dashes or spaces) 

• Click Continue. 



16 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



17 
 

CANCELLING A RESERVATION 

• From the Homepage, select My Account – Cancellations 

 

 

 

• A list of reservations will appear. Find the reservation to cancel and click on the checkmark. 
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• Click Proceed to Checkout. 

 

 

• Under Billing Information- Enter a phone number (no dashes or spaces). 

• Click Continue.  
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• View your receipt by clicking on View Confirmation Receipt  

• Enter an email address and click Submit 

• If you want to make more bookings, click Continue Shopping 

• The cancellation is complete 

 

 


