How to Request Multiple Spaces for an Event Request

1. Once you get to the Location page of the Event Wizard, you may already have one
space selected depending on what option you used to request the event.
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2. You can search for more spaces through the Event Locations option. You can use the
“Search by Location Name” option and type in all or part of a building code or building
name. A green check mark means the space is available during your day and time and

the red triangle means it is NOT available.

¥ Home [ EventWizard || L] Events | Locations | | (5 Organizations

FPS Conference | New Eventu.

FPS Conference ' Find and select EVENT LOCATIONS. @ & H @ O
Facilities Planning and Scheduling
Conference [}
¥ Your Starred Locations... You mar sl e Banane locatonusag e search
Conferance

FACILITIES PLANNING AND SCHEDULING

15 Attendees Expected /' Search by Location Name... Selected Locations

Mon Jan 12 2015 1:00 pm -

Mon Jan 12 2015 2:00 pm —® woodh ESB-E 201 8
- v

ESB-E 201 Engineering Sciences Building 201
w
* peo i e ot

Features: AV - DVD; AV - Intemet: Ethemat
(Instructor); AV - Projector; Chalk Board; Classroom -

WDB-D 116 General Purpose; Classroom Technalogy -
veadburn Hal Departrent Tech Level One; Computer Instructor
Progress ax Capacty Station PC; Cec Not Available; Department Tech

Level Gne; Department Tech Level Two; Evansdale
WDB-D G10 Campus; General Purpose Classraom; Hidden

veodbur Hal Course; Input Panel; Movable Seating; Off Grid; One
Day Course; Streen; Seating Table and Chairs; Table
- Instructor; Windows

WOR-DGI1 Selected Occurrences: All Occurrences
Conflicts: Hone
‘Show only my UMOrized (ocations that have @i
na time c

View and Modity Occurrences

&

Enforoe head count

Saved Searches...

Advanced Search...



3. You can use “Your Starred Searches” option if you have searches set up.

4. You can click “Saved Searches” option and pick one of your saved searches. You can
also use public searches that have already been set up by the administrator.
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5. You can use “Advanced Searches” to search by Features, Categories, Layouts or
Capacity.
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6. Once you have found the additional space(s) you want to select, double click on them.
If they are available, they will move to the selected locations on the right hand side
under your original location selection.
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7. Complete your event wizard to finish your event request.

8. If you event request has no errors, you will receive this page confirming that your
event has been submitted (but is still tentative). You will note that you are now
requesting multiple locations and are waiting on multiple assignment tasks to be

completed by the scheduler responsible for that space.
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