Space Request
Instructions

® Mazévo



My Apps

*) Work

® mazévo

Mazevo

Sign In

* Accounts are created
automatically for College
employees and students

* Sign in using your Okta portal

oSelect Mazevo under My Apps



® mazévo

MAIN MENU

REQUESTS
Add New Request <€

Book Room
Event Book
My Events

All Events

2. Create a Request

e Under the Main Menu:
oClick "Add New Request"



3. Input Event Detalils
* Input descriptive event title

* Select Organization

Event Name (Required) o This is the department or office you are
| booking under>

o Organizations are informational for data

ADD MNEW REQUEST
EVENT INFORMATION

| Protocol Team Meeting

Organization (Required) collection purposes.
= *|f you do not see your organization,
| President's Office - A | please contact
SpaceReguests@ursinus.edu to request
Number Of People the addition.

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

available" for you to book.

* Click "Next >"

| 4 . | people
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4. Input Event Details Cont.

WHEN
Start Time (Required) End Time (Required)

| 12:30 AM @| to |1230PM @©| O Specify Setup Time

* Input start and end time

[] Specify Customer Access Time

Repeat o Please note this should reflect your actual
| Specific Dates d event time.
January 2025 A N OeiectedDates o Setup and breakdown time can be
@ Fril/24/25 . " .
Su Mo Tu We Th Fr 53 (lear All Dates accounted for by checking the "Specify

29030 31 1 2 3 4 Setup Time" button (red arrow)*

s 4 7 8 9 10 1 = *If this option does not appear, please contact
protocol at SpaceRequests@ursinus.edu to
update your account.
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e 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
WHEN
Start Time (Required) End Time (Required)

| hhemmAMYL..  © to | hhmmAML. @ |

Repeat

[ ] Specify Customer Access Time | Every week v |

Repeat Start Date (Required) End Date (Required)

Specific Dates v
| 1/27/2025 ﬁ| to |3f3f2[ﬁ25 ﬁ|
Err—

Every weekday

a () Monday (] Tuesday (] Wednesday Thursday [J Friday () Saturday (J Sunday
Everyother week <« u—

Every month

v Mondzy Mondzy

}

Everyday 1




5. Input Event Details Cont.

WHERE

— x rererosony * Select Building from the drop-
Available Rooms | Unavailable Rooms down list
Select Room e Click "Find Rooms"
© Olin 004Classroom * A list of available rooms will
0 © Olin008 Classroom populate below
O © Olin 1 Atrium oCheck all rooms you would like
0 © Olin 101 Classroom to book for this timeframe
O ¢ Olin 107 Classroom oUnavailable rooms are listed in
Next the next tab and includes why
the room is not available to
book

* Click "Next"




Q U iC k T| p If yvou want to see room availability before you start = &y
creating a new request, try using the Event Book. The \
Event Book allows you to see room availability for any day.
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R * MAIN MENU
S + I
REQUESTS
Corderoer T + Add New Request
: i l Book Room
Lomrgy +
RS Eotiis e —
bl S mraE B L
My Events
I T 1T 1T T T T 1T T T T 71T
HerRmm s All Events

You can quickly create a new reguest by pressing on the
'+ for the room you want to reserve.




ADD NEW REQUEST

EVENT INFORMATION: Protocol Team Meeting, WHEN: 11:30 Ab 63. SeleCt Service PrOViderS

SERVICE PROVIDERS (Optlonal)
Select Service Provider . OPTIONAL
vent Tecnolosy oSelect applicable service
O Facilities providers
W Campus Safety Notification (Large Scale Event) oClick "Next”

=



Baclk
RESOURCES

Select Resource

6b. Select Services
(Optional)

If not listed, please specify in speci.lsulinstructjnns'ﬂ'bat E'|E.-E ils 'uee--::h:.t::l ° OPTIONAL _ thiS Screen Will Only
Qty. [Z| Fnurﬁ;'flrflﬁsslr‘-flmrcﬁhnn: Kit {1 Max) Add Notes . . . .

v | Uprofourvieess micaphones appear if a service provider is
Large Rolling Display (2 Max)

4 large rolling display for projection OseleCt requeSted SerViCeS
Large RﬂlhngSpjeaker (2 Max) n Add Notes as needed

o ) ick "Next"

For music, % Btc. O Cll C k N eXt

Step and Repeat - Black Repeating (2 Max)

r  Event Technology

Step and Repeat - Black Single Logo {1 Max)

—Arn_ -3 el s o _af_ _ fA k4

Cancel

I]DDDDDED




7. Event Questions
* Based on your event details, event questions may appear.

* Answer questions as applicable
o Depending on your answers, additional questions may appeat.

* Click "Submit”

QUESTIONS

Are you inviting alurmni to participate in your event or program? (Reguired)
Alumni Engagement Reporting

|‘r‘e5 4 1'|

Are you inviting external guests to your event, meeting, or program? Examples of external guests include: alumni, prospective students, community members, and government officials. (Required)

|‘r‘E5 4 ‘r|

Please provide additional information about your external guests. (Required)

Inviting government offices (Rep. Webster) and three alumni




Congrats!
Your request has
been submitted.



Checking Your Requests

* On the main menu, click "My Events"

® mazévo

MAIN MENU

REQUESTS
Add New Request

Book Room
Event Book

All Events




Checking Your Requests Cont.

* Submitted requests will appear as either Pending or Booked

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

o Booked - 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

MY EVENTS

Current  Past Events

P
LQ Search my events

Event (5)

Show Canceled Events [

Date Start Time End Time Location Status Organization
@@ e6619 TEST PARK Sat 1/11/25 5:00 AM &:00 AM Bomberger - Bomberger 133 Audito... Pending Conferences and Special Events
@ 126z TEST Wed 1/15/25 3:00AM 4:00 AM Olin - Olin 004 Classroom _P;n::li;g— Student Organization
im Pas16 TEST 2 Thu 1/16/25 3:00 AM 700 AM Residential Common Areas - Morth ... Booked Conferences and Special Events
& w7213 TEst Fril/17/25 2:00 AM 3:00 AM Olin - Olin Auditorium _ P_E n_d |_r1g_ Conferences and Special Events
@ "72e0 Protocol Team Meeting Fri 1724525 11:30 AM 12:30 PM Olin - Olin 004 Classroom Pending President's Office
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