Requesting your space

Click on the My Requests tab at the top of the screen.
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You will be prompted to enter a username and password.



The username and password are the same for your
organization’s iClarion email address.
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User Logon

Your username and password are the same as your iClarion email account,

all times are local for Eastern Time, U.5.4, (Eastern), Canada (Eastern), Bahamas, Haiti, Turks & Caicos,
Questions? Comments? Please contact the Office of Conference and Event Services, Supported browsers are Internet Explorer and Netscape,

Done
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Once you enter your information, you will be taken to the space
request form.



ALL fields in red must be completed.
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Please fill in as many details as possible. Required fields are labeled in red.
Event Name: |HOWt0 Submit & Space Reguest | b
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This is went to show students and faculty to properly
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Done
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Event Start and End Time:




Please be sure to put the time that the event actually begins!!
You will have a chance to say what time you’d like the room
later in the request. (setup time, tear down time in custom

attributes)
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Description of Event:
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Repeat Feature:



If your event repeats, but does not have a rhyme or reason to the
dates, choose “Ad Hoc” and select your dates.
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be processed. Please include all technical requirement needs. You may also send an email to W
Done

If your event repeats daily, select “daily”.



Note that the number of repetitions is the actual number of times
the event occurs.
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If your event repeats weekly (such as weekly meetings), select
“weekly”.

Example: If your weekly meeting occurs once every week for

the entire semester, it would read:
e Repeat Every: 1 week
e On: Whatever day

e Until: Last day of the semester
or

e For 16 repetitions (If there are 16 weeks in the semester)
Note: You must submit weekly meetings for the Spring and Fall

semesters on separate requests.
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Be sure to select Specific Space or Any Space In:

If you have a specific space in mind, and it was available when
you checked for availability, please be sure to select that space
and make sure the green dot is in place.

If you are willing to take any space in a building, select the
building and be sure that the green dot is in place in front of
“Any Space In”.

) R25 WebViewer: Request an Event - Mozilla Firefox |Z||E|[5__<|
File  Edit Wiew History Bookmarks Tools Help
@v c fat | EB | http:})schedule. clarion. eduie3 w3 _servletfurd/runfmy_request. Request D ' ehsco )_

Note where the green dot
is placed!
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Be sure to select a space!

If you are requesting spacge in Marwick-Boyd Auditorium, Gemmell Multi-Purpose Room or Hart Chapel
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spacerequest@clarmn edu if you have additional information to include. Please include your space request
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Flipchart 1] {Murnber)
Microphone 1] {Mumber)
Mo Tech Support/Resources Needed |0 {Number)
Podium 1] {Murnber)
Podium W/Microphone 1] {Murnber)
Screen 0 {Mumber}
Tw/Dvd 0 {Mumber}
Twcr 1] {Murnber)
Whiteboard 1] {Murnber)
Custom aAttributes:
Contact Mame? (Text)
Resou rceISact phone number 7 (Text)
Set up time needed (Text)
Tear down time needed (Text)

Food & Beverage? . O
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technical requirements must be approved by the auditoria
manager before your request can be approved.

¢ This means you need to place ALL of your technical
requirements when you submit your request.

¢ You should also place your technical needs in the second
text box at the end of the form.

e The sooner you have all of your technical requirements, the
sooner your event can be approved and confirmed.
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ipchar umber’ g o
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EES:EE wWMicrophone ? E:E;EEI; to note Itl
Screen 1 (Number) If your tech is more complicated,
Tv/Dvd 0 (Number) such as for a show, there is a text
Tuw/Y 0 Mumb -
e - e box for it later on the form.
If you know that your event does 3
not require any tech, indicate it
Gutemanrbutes here and it will speed up the
Contact phone number 7 approval process, especially in
Set up time needed |arge venues.
Tear down time needed
Food & Beverage? O
Catering provided by | | (Text) v
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e Please be sure to insert your Contact Phone Number in case
we need to contact you about anything.



e If you are having your event catered, please be sure to
check “Food & Beverage”

¢ Indicate how you want your room setup by selecting
“classroom style, theater, conference, u-shape, or other”
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N o
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Custom Attributes: teardown
Contact Mame? Tracy Pendred (Text)
Contact phone number ? 814-393-2449 (Text)
Set up time needed 1 hour (Text)
Tear down time nesded 1 hour (Text)
Food & Beverage? O
Catering provided by | |(Te><t)
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MNotes for Conference
& Tech Services Staff:
(This information is for ==
internal use and will not
appear publicly on the
web.)
b
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Notes for Conference & Tech Services Staff:



If your event requires special tech or setup needs, you can make
notes in this section. Only the staff will see this information. It
will not be publicized on the Master Calendar.
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Set up time needed 1 hour (Text) A
Tear down time needed 1 hour (Text)
Food & Beverage? O
Catering provided by | | (Text)
Classroom style (table and chairs)
Theatre {chairs only) O
Conference (tables in square w/ chairsy [
U-Shape (u-shape tahles w/ chairs) O
Other set up style (explain set up) (Teuxt)
Mumber of visitor parking permits? (Whole Mumber)
Notes for Conference
8 Tech Services Staff:
(This information is for
internal use and will not
appear publicly on the
web.)
I will need a hookup for a PowerPoint., I will bring my own
laptop. I will also need a hookup for sound for my
PowerPoint. Thank you!
[
N
e Detailed notes for Auditoria
Manager about Tech.
e Detailed notes for Events
Scheduler about room setups.
e These notes are especially helpful
MNext .. -Reset
=N for large venues on campus.
h
Done
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Once you have submitted your request, you will see the
following screen:
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Event Name:

Event Title:

Event Type:

Sponsoring Organization:
Expected Head CGount:
Start:

End:

Date Summary:

Space Preference:

Resources:

Custom Attributes:

Requirements:
Comments:

Description:

How to Submit a Space Request

Training

Conference & Event Services

100

February 20 2009 07:00 PM

February 20 2009 08:00 PM

Mo Repeating Dates Were Selected.
GEMML 250/252

Flipchart {1}

Microphone (1)

Podium W/ Microphaone (1)

Screen (1)

Contact Mame?: Tracy Pendred

Contact phone number 71 814-393-2449
Set up time needed: 1 hour

Tear down time needed: 1 hour

Food % Beverage?: Mo

Classroom style (table and chairs): Yes
Theatre {chairs only): Mo

Conference (tables in square w/ chairs): Mo
U-Shape (u-shape tahles w/ chairs): No

I will need a hookup for a PowerPoint. 1 will bring my own laptop. 1 will also need a hookup for sound for my PowerPaoint.
Thank you!

This is an event to show students and faculty how to properly submit a space reguest.

WOTE: Y¥our request has not yet been processed. Currently no space is being held for your group. You will be notified via e-mail with approval or denial of

your reguest once processed, You can check the status of your request at any time by logging into "My Requests" and checking the "Pending" or "Approved"

links. ¥ou will be contacted by a member of the Office of Conference and Event Services should there be any questions concerning your request.

PLEASE CAREFULLY REWIEW THE INFORMATION ABOYWE, IF THERE ARE NO CHAMGES, SUBMIT REQUEST.

[ {Submit Flequest: I l Make Changes

Done

If the information is correct, submit the request.

Failure to submit the request will result in no space request.

Submitted Request

Please take note of this screen:




The request is not submitted unless:

e You get the tentative event request

e You get a reference number
You will be notified by e-mail if your request is approved.
If the Reference Number is blank, contact the scheduler at
spacerequest@clarion.edu to determine if there has been a
computer error.
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Tentative Event Request

Event Name:
Event Title:

How to Submit a Space Request

WRITE THIS REFERENCE
NUMBER DOWN! It will be
easier to reference the event if

Reference Number: 2009-AACPBG

Sponsoring Organization: Conference & Event Services

Expected Head Count: 100

Start: February 20 2009 07:00 PM
End: February 20 2009 08:00 PM number
Date Summary: Mo Repeating Dates Were Selected.
Date List: Feb 20 2009

Space Preference:

Resources:

Custom Attributes:

Requirements:
Comments:

Description:

GEMML 250/252

Flipchart {1}
Microphone (1)

Podium w/Microphone (1)
Screen (1)

Contact Mame? Tracy Pendred

Contact phone number ? 814-393-2448
Set up time needed 1 hour

Tear down time needed 1 hour

Food % Beverage? Mo

Classroom style (table and chairs) Yes
Theatre {chairs only} No

Conference (tables in square w/ chairs) Mo
U-Shape (u-shape tables w/ chairs) Mo

you can provide us with the

I will need a hookup for 3 PowerPoint. I will bring my own laptop. [ will also need a hookup for sound for my

PowerPoint, Thank you!

This is an event to show students and faculty how to properly submit a space reguest.

MOTE: Thank you for your request, Your request has not yet been processed. Currently no space is being held for your group. You will be notified
via e-mail with approval or denial of your request once processed. You can check the status of your request at any time by logging into "My v

Done
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