STEP 1

Location Search

Type location into the Search Locations bar and click the search button.

Masquerading as Requestor Test

Your Starred Location Searches

Your Starred Locations

You do not have any Starred Localions!

"Starred" by clicking its * icon

STEP 2

You do not have any Starred Location Searches!

Throughout this site you can mark any Location as

Quick Search A~
| &) Search Events Q

I Mabee Hal I [Q ]
| 4 Search Resources Q
[ . Search Organizations Q

Create an Event

Find Available Locations

1 know WHEN my event should take place - help me find
a location!
OR

1 know WHERE my event should take place - help me
choose a time!

Search Results Screen - List View

Nothing recently viewed

Q Go to Search

Your Starred Event Searches ~
You do not have any Starred Event Searches!
Your Starred Events ~
You do not have any Starred Events!
Throughout this site you can mark any Event as
"Starred" by clicking its © icon.
Your Upcoming Events ~
You are not associated with any upcoming events

{8} Customize Dashboard

Mabee Banquet Hall Small

Group Arangeable, Stage Empty, Theater

Nothing recently viewed : @uew
Select Object: gl Locations v Saved Searches (optional) v
Quick Search  JD Advanced
Mabee Hall x @
(© Hint Type 1o use SenesoL Search has not been saved
Reset | Save as -
Categories + Features + Layouts + Capacity
between and
Calendar Availability = Availability Weekly C @ Hep
3 Matching Locations
| Name ~ | Formal Name — | Calegories Features Layouts. Max Capacity = | Default Capacity
gy Mavce Hal Wright Campus Center Multi-Purpose, Ofl-Campus AV - Blu-Ray, AV - AsIs, Banquet, Classroom, 350 350
Mabee Banquet Hall Group Microphone, Podium Custom, Empty, Hollow
(Wired), AV - Microphone, Square, Theater, U-Shape
‘Wired, AV - Microphene,
Wireless (Single). AV -
Projector, AV - Sound
System, Podium, Seating -
Arrangeable, Stage
?} Mabee Large Side ‘Wrright Campus Center Multi-Purpose, Ofl-Campus AV - Blu-Ray, AV - As Is, Banquet, Custom, 160 160
Mabee Banquet Hall Large  Group Microphone, Pedium Empty, Hollow Square,
Side (Wired), AV - Microphone, Theater, U-Shape
Wired, AV - Microphene
Wireless (Single). AV -
Projector, AV - Sound
System, Podium, Seating -
Arrangeable, Stage
& Mabee Small Side Wright Campus Center Multi-Purpose, Of--Campus  Podium, Seating - As Is, Banquet, Custom, 80 80
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STEP 3

Calendar View

There is also a calendar view for the space you have searched for. The number of weeks
visible can be adjusted with the drop down.

Quick Search  JlD Advanced
Mabee Hall x| @

(@) Hintl Type : fo use SeriesOL Search has not been sar

Reset | Save as

Categories + Features + Layouts + Capacity
between and
List Availability  Availability Weekly Show Blackouts Display Additional Time Related Locations.
€ Sun Aug 20 2023 - Sat Sep 23 2023 = C @ Heb
Sunday Monday Tuesday Wednesday Thursday Friday Saturday

T ) ) Y S ) S ]

& @ @ rg &
[ n s A | openwert | ]

4:30 pm - 6:30 pm 8:00 am - 10:00 am
sabbatical Reception & Football Pre-Game Meal
Lecture w Mabee Hall
w Mabee Hall

& Eg o %4 & Eg o

7:00 pm - 9:00 pm
Murder Mystery Dinner

W Mabee Hall
. ege .
Availability View
Select Object ‘ Locations. ~ Saved Searches (optional) ~
Quick Search T Advanced
Mabee Hall
(© Hint! Type :: to use SeriesQL Search has
Reset | Save as
Categories + Features + Layouts + Capacity

between and

Availability Weekly Select Columns & @ He

(B Calendar

3 Matching Locations

Name v | Formal Name — | Categories Features Layouts Max Capacity — | Default Capacity
{}' Mabee Hall Wright Campus Center Multi-Purpose, Off-Campus AV - Blu-Ray, AV - As Is, Banquet, Classroom, 350 350
Mabee Banguet Hall Group Microphone, Podium Custom, Empty, Hollow

(Wired), AV - Microphone, Square, Theater, U-Shape
Wired, AV - Microphone,

Wireless (Single), AV -

Projector, AV - Sound

System, Podium, Seating -

Arrangeable, Stage
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STEP 5

Availability Screen View

This screen shows the availability of the room(s) requested by date.

Nething recently viewed 2 (@Hep

Select Object: | ‘ Locations ~ Saved Searche:

Quick Search P Advanced

Mabee Hall x| @
() Hint! Type : 1o use SeriesQL Ot been saved
13 14 15 16 17 18 19

20 21E23 4 25 26 as

Categories + Features + Layouts + Capacity 27 28 29 30 31
between and

| Select Today
List | Calendar [AETELITVE Availability Weekly Include Requested € Tue Aug 22 2023 = Overlapping = | G (@) Help

TAM TPM

—_— e o oo oo | s s 18 s w0
1 @ Mabee Hall Closed
1. W Mabee Large Side Closed
1 @ Mabea Small Sige Closed

No More Results

STEP 6
Date Adjustment

You can adjust the date with the blue arrows or by clicking on the date and choosing from
the calendar view.

o
Masquerading as Requestor Test X
Mothing recently viewed :  (DHep
Select Object | g Locations v Saved Searches (optional) v
Quick Search 1l Advanced
| Mabee Hall
(@) Hintl Type : fo use SeriesQL Search has not been save
Resel | Save as
Calegories + Fealures + Layouts + Capacity
petween and
List Calendar [ENEVERITLTM Availability Weekly Include Requested € Tue Aug 22 202 Overlapping ¥ @ @ Help
TAM 11PM
o———— 1 & 5 o [N s s T 88w
7 W Mabee Hal Closed
.7 @ Mabee Large Side Closed
7 W Mabee Small Side Closed

Na Mare Resulte
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STEP 7
Availability Weekly

A weekly view is also available.

Quick Search Advanced
Mabee Hall

() Hintl Type  to use SeriesQL

Categories + Features +

List Calendar
TAM 11PM
[ —— 7 8 9
W Mabee Hall Closed
W Mabee Large Side Closed
W Mabee Small Side Closed

STEP 8

x| @

Reset | Save as

Layouts + Capacity

between and
lﬂuw"!l Include Requested € Wed Aug 23202:@ Overlapping & | C' (@ Help
10 1 12 1 2 E G 6 || 7 8 ) 10

A Quick Way to Reserve from Availability Screen...

A quick way to reserve a space from the availability screen is to search for the date you are
looking to reserve a space and click on the time in the availability view. Drag over to the
end time and an event form will open with the location, date, and time that was selected

in the availability view.

List Calendar Availability Weekly
7AM 11PM
(s —— 7 & 9
W Mabee Hal Closed Football Pre-Game Meal
W Mabee Large Side Closed Football Pre-Game Meal
W Mabee Small Side Closed Football Pre-Game Meal
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Include Requested € Sat Sep 022023 = Overlapping =  C @ Help

Legend

10 1 12 1 2 3 4 5 6 7 8 g 10

No More Results
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STEP 9

Event Form Population

The date, time, and location are already populated into the event form. The remainder of

the form can be filled out without having to start from a blank form.

w Mabee Hall wright Campus Center Mabee Banquet Hall Capacity: 350
Date Time Conflicts Layout Instructions
Sat Sep 022023 1:00 pm - 1:30 pm Asls (350) ¥
Remove View Occurrences
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