
Use the following guide to help you book programs using your Arts Every Day’s Arts Directory.  

Teachers–as a general guideline we ask that you request programs at least two weeks in advance. 
This allows adequate time for AED to receive and process documentation for payment to the artist 
partner. Additionally, PLEASE review our “Tips for a Successful Experience” document before 
confirming bookings–communication between you, the partner, AED, and school based staff is 
essential to having the best experience possible! 
 

1.​ Log into your school’s account by clicking “School Login” in the top right corner of our 
Directory. If you need help remembering your username or password, please email Schools Program 
Manager at sam@artseveryday.org 

2.​ Once logged in, you should see your school’s basic info as well as your total funding amount. 
You can also scroll down to view all past programs booked by your school. 

 

3.​ Search the directory for the programs you would like to book. Remember that you can search by 
program or by artist/organization.  

4.​ When you have found a program that you would like to book, click the teal “Request this Program” 
button. (if you are making a transportation booking request–check out some special transportation notes!) 
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5.​ Fill out the booking request form with all of the details of your request, including desired date, 
time, number of students, etc. Use the “notes/comments” field to provide any additional 
information to the provider. Please click the submit button only once; it may take a moment for 
you to be redirected back to your account page after submitting your booking request.  

6.​ The booking request should now show as “Pending” on your account page and the estimated 
cost for your requested program as “Funds Pending.” (This may not show up right away. Give it 
time). The Primary Contact for your school will receive a confirmation email that your booking request 
has been received. 

 

 

7.​ You should hear back from the provider via email or phone within 72 hours. If you do not hear 
back from the provider, we encourage you to reach out to them directly using the contact 
information listed on their directory page. 



a.​ If you need support in contacting a provider, we are happy to help. Email me at 
sam@artseveryday.org  

b.​ Please be sure to ask partners about their program cancellation policies to make sure you 
understand them before signing an invoice. Each partner in the Directory may have different 
cancellation protocols based on types of programming. 

8.​ Once you and the provider have discussed and agreed upon logistics for the booking, the 
provider will upload an invoice for the pending program. The Primary Contact for your school will 
receive an email notification when an invoice has been uploaded. 

 

 

9.​ Log into your school account to view and approve the invoice uploaded by the provider. Click 
“View Details” for the program with an invoice received. Click “Download Invoice” to view the invoice 
uploaded by the provider. Please double check details like date, time, number of students, cost, 
cancellation policy, etc. Only when you feel everything looks accurate should you enter the amount from 
the invoice into the “approved amount” field and select “Approve Booking.” If you have any questions 
about the invoice uploaded, follow up with the provider directly. 
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10.​Arts Every Day and the provider will be notified once you have approved the invoice. Arts Every 
Day will work to process payment of the invoice directly to the provider. The Primary Contact for 
your school will receive an email when the invoice is being processed for payment. 

 



11.​Your program will now show as approved and your remaining grant balance will be updated. 

 

 

AED-Funded Transportation Bookings 

Grant funding can be used to fund transportation to and from any experience in the Directory. To book 
transportation using your grant funding: 

1.​ Log into your school’s account as outlined above.  

2.​ Select the AED-Funded Transportation for AED Partner Schools Program and click “Request to Book.” 

3.​ In your booking request, please note what program/event you are requesting transportation for in the 
“Notes/Comments” field. 

4.​ After submitting a booking request through the Directory, reach out to Woodlawn Motor Coach to 
request a bus.  

●​ Contact Diana Adcock, the Charter Coordinator for Arts Every Day, at 410-744-3300 x119 or 
diana.adcock@woodlawnmc.com. Be sure to note that you are an Arts Every Day partner 
school and that the invoice will be paid by Arts Every Day! 

●​ Diana will send a trip quote to Arts Every Day to sign to confirm your bus. Arts Every Day will 
ask you to approve this trip quote before signing. 

5.​ Arts Every Day will upload the trip quote to the booking in the Directory. 

Arts Every Day will pay the invoice after the trip has occurred. 

https://directory.artseveryday.org/program-event/aed-funded-transportation-for-aed-partner-schools/
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