
Space Request 
Instructions



1. Sign In

• Accounts are created 
automatically for College 
employees and students

• Sign in using your Okta portal
oSelect Mazevo under My Apps



2. Create a Request
• Under the Main Menu:

oClick "Add New Request"



3. Input Event Details
• Input descriptive event title
• Select Organization

o This is the department or office you are 
booking under.*

o Organizations are informational for data 
collection purposes.
▪ *If you do not see your organization, 

please contact 
SpaceRequests@ursinus.edu to request 
the addition.

• Input number of attendees
o This will impact which spaces are 

"available" for you to book. 

• Click "Next >"
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4. Input Event Details Cont. 

• Input start and end time
oPlease note this should reflect your actual 

event time. 
oSetup and breakdown time can be 

accounted for by checking the "Specify 
Setup Time" button (red arrow)*
▪ *If this option does not appear, please contact 

protocol at SpaceRequests@ursinus.edu to 
update your account.

• Select dates
• Click "Next >"
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4b. Input Event Details Cont. 
o If you are booking a recurring meeting: 

▪ Select the Repeat drop-down menu
▪ You can select specific days of the week for the "Every Week" and "Every 

Other Week" options
▪ All other options are based on date



5. Input Event Details Cont. 
• Select Building from the drop-

down list
• Click "Find Rooms"
• A list of available rooms will 

populate below
oCheck all rooms you would like 

to book for this timeframe
oUnavailable rooms are listed in 

the next tab and includes why 
the room is not available to 
book

• Click "Next"



Quick Tip



6a. Select Service Providers 
(Optional)
• OPTIONAL

oSelect applicable service 
providers

oClick "Next"



6b. Select Services 
(Optional)
• OPTIONAL – this screen will only 

appear if a service provider is 
oSelect requested services

▪ Add Notes as needed
oClick "Next"



7. Event Questions
• Based on your event details, event questions may appear. 
• Answer questions as applicable

oDepending on your answers, additional questions may appear.

• Click "Submit"



Congrats! 
Your request has 
been submitted.



Checking Your Requests
• On the main menu, click "My Events"



Checking Your Requests Cont.
• Submitted requests will appear as either Pending or Booked

oPending – we are working on processing your request! The space is held, but 
please do not yet proceed with advertising your location.

oBooked – your reservation is confirmed! You should have received a confirmation 
email from SpaceRequests@ursinus.edu.

• You can also check past events using the "Past Events" tab
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