
You can login from this screen or you can 
click on the links to view the Calendar or 
Request an Event/Meeting Room

This is the Home screen



Request an Event or Meeting
( Contact Information and Event Details )

You will fill in all the required 
information in the Contact and 
Event areas. Be sure to add an 
approximate # for attendance; it 
will need to be at least 1.



Request an Event or Meeting
( Meeting Recurrence)

Choose your times and date(s). 

Then click the ‘Create’ button.



Request an Event or Meeting
( Meetings )

Be sure to ‘check’ the box next to your event/meeting.

Now you are ready to choose a room and resources.



Request an Event or Meeting
( Choosing a Room )

You can choose from different filters to 
select your room.

Campus
Building
Features
Set-up

The columns are expandable



Request an Event or Meeting
( Choosing Resources )You can choose from 

different filters to select 
your resources.

There is usually several 
pages to look through so 
be patient and keep 
scrolling. 

You can change the filter 
numerous times and it 
will save what you have 
chosen.

You will need to tell it 
how many you want of 
each thing. For AV it is 
usually (1), but for tables 
and chairs; you will need 
to divide your 
attendance by how 
many chairs you want at 
the table. 



Request an Event or Meeting
( Catering and Submitting )



Calendar

There are filters to search the calendars with


