
How to Check Availability 

 

Step 1:  Check for availability 

  www.clarion.edu/events 

  click on the ñspace requestò link 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.clarion.edu/events


The next screen you see will be the Master Calendar. 

 

Click on Locations. 

 

This will sort the events by space. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



If you know what building you would like to use, you can also 

use the building filter to sort. 

Click on the building filter on the right side of the screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Use the calendar on the right side of the screen to find the date 

youôd like to schedule your event. 

 

Select your date. 

 

 

 
 

             

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Iôve selected February 19th 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Find the space youôd like to use and see if there is anything 

already scheduled. 

 

If there is something already scheduled, choose a different date 

or time. 

If there is nothing already scheduled, youôre ready to request 

your space! 
 


