Submit A Reservation Request (External Users)

1. Click The Link On The Main Menu To Submit A New Request.

If you don’t have a College Of The Canyons email address select the link “Submit An Event (External Users) on Screen R-1
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This opens the screen below (Screen R-2)
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2. Enter All Required Fields
Fields on Screen R-2 with a red asterisk are required. More information on selected fields below:

Organization Type: Select the best option that describes the organization responsible for the event. Examples: (Non-
Profit, Private, Public).

Supervision By: Enter the person or organization responsible for the event.

Event Name Title With Brief Description (Public Display): This is the description of the event that will appear on all
public notices of the event including the event calendar.

Display Option: This determines the public visibility (Description of event, contact information) of your event.

Display On Public Calendar: No restrictions on visibility.
Require Campus Login To View: Only users with a campus login can see information about your event.
Do Not Display Anywhere: No users may see information about your event.

Will There Be Food At Event: Will food or drink be allowed at the event.

Reserve This Facility: Select the campus location to reserve.

3. Selecting A Facility

4

Selecting a facility on Screen R-2 expands the screen depending on the facility chosen. Example: Selecting “East Gym’
displays the options on Screen R-3
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Information about the selected facility will appear below the pick list and options for what can be reserved for the
facility. A diagram for seating may be uploaded in the “Upload Documents And Seating Diagrams” section (See Bottom
of Screen R-2). Additional comments and instructions about your intended use of the facility can be entered in the
“Comments And Instructions” section on Screen R-3.

NOTE: More than one facility can be selected for the reservation. Click the link “Add An Additional Facility” to add
additional facilities.



4. Select Reservation Dates And Times

On Screen R-2 enter reservation date(s) and time(s) in the boxes under the “Reserve This Facility” selection box (See
Screen R-4)
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Enter the Event Date in MM/DD/YY format. Only enter Setup Date if it is different from the Event Date. Setup Start
Time is optional. Event Start Time and Event End Time format is h:mm AM/PM. Example: 2:00 PM.

Add additional dates by clicking the “Add An Additional Date” link. This will add additional lines for data entry. Multiple
dates may be entered through a wizard using the “Add A Recurring Date” link.

5. Remaining Entries

The remaining entries are shown in Screen R-5
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The first checkbox in Screen R-5 must be checked. Check the other checkboxes only if outside security is needed or if

outside vendors will be used. Checking either of these boxes expands the screen to display additional fields for entry
(Screen R-6).
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Additional vendors can be entered by clicking the link “Add An Additional Vendor”. Delivery Time And Pickup Time are
in h:mm AM/PM format (Example: 2:00 PM).



6. Uploading Documents And Diagrams

Upload the Save Harmless Form, Facility Use Permit, Seating Diagrams, or and other documents by clicking the link “Add
A Document Or Seating Document” on Screen R-2. This opens Screen R-7.

To include a document from your PC click the “Choose File” button to open the dialog window in Screen R-8
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window allows a user to browse their PC for a file to upload.
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Select a file to upload and complete the remaining fields on Screen R-7 to produce a result as in Screen R-9. Please
indicate if the upload is a seating layout and if is acceptable to have the upload available for download from the public

calendar.
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7. Submit Your Reservation Request

Press the “Submit This Reservation Request” button on Screen R-2 when all required fields are completed. If your
reservation request either conflicts with an existing reservation or conflicts with a pending reservation (Unapproved, but
submitted earlier) Screen R-10 will open.

- Faciity Request Form Fetum To Homa Fags

WARNING: This reservation request conflicts with an existing reservation.

To view the reservation calendar click here. You may still submit this request, but at this time our office will have difficulty satisfying this reguest. Options
below:

1. To edit your request click here.

3. Submit the request as it is (Click The Button Below).

Click Here To Submit Your Reservation Request

Screen R-10

A request may still be submitted if there are conflicts. Our office will try to resolve the conflict and find suitable
accommodation for all events. To submit a request with conflicts press the “Click Here To Submit Your Reservation
Request” button on Screen R-10. Screen R-11 will open.

If there are no conflicts the request will be submitted and Screen R-11 will open directly.

An email with a link to the request will be sent to the email address entered on the reservation request.



Mﬁ‘ﬁm Facllity Request Form Eislium T Home Pagn

Thank Yo, YOur resersalion request has been Sent o our office for reviews, PLEASE NOTE This FEQUEST dOBS N0E QUarantes
D alfze wall notity yowwath amy information reganding he stales of his regquest

Reservation Request # 56

=gamvation af the faciliies for the date(s) and time(s) requested

Cantct First Mame = Caontack Last Mame * Caontact Phone #° Emergency Phone #° Cantact Email Address * peeeded far further corespanders &)

Hahn | |smitn | [o55-5555555 | |555.555.5555 | [tamisSa@roadrunner.com |
Crganization Type ™ Organization Marme ™ Superdasion By "

[Internal | [acmE | [acmE |
Ewant Mams Title With Erisf Description (For Pubiic Display]

Test Event

Crispdany Ootion ™ # Of Paopls Expectad To Attend Event ™ Will Thase Be Food At The Event? ”

|Display On Public Calendar Lo | [Me

Resersa This Faciliy ™
Posl |

Pool Informatien: Deschption Indeor Pool with bleacher seating, high and low diving boeards
Bult-Ins Avalable For Use: Pesl, Bleachers, High diving Beard, Low diving Beard
Maximum Atendance Capacity: 450

Comments And Instructions

Ewent Dabs ™ Sedup Dats ‘Sedup Start Tirme Ewent Stat Tims ™ Ewzat End Timms ™ Dhales: MUDONY, Tine: bomim AMPM
[12rm018 | g [2mmon | EE  [ooFm |[7] Boorm [ 5] [s00Pm

14 W &gree to abide by &nd confonm o all rulgs and regulations canceming use of District praperty and will remburse the Cistrict for any costs due tovalation of said roles and regulatians. ™
17w Wil Pronittee Clutside Secisity

[ 14 e i B Using Chutside Vendoes

Upload Documents | Diagrams - wpload compietad save banmriess Tm, Beilly USe Deimil sealneg diagisng)

* Inchcales Fegquined entng

Screen R-11



