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What are service orders anyways? Why do they matter?

Service orders include any
equipment/setup that your event may
need.

Facilities (tables, chairs, etc.)
AV (speakers, projectors, etc.)
Catering
Grounds (fencing, sprinklers, etc.)

By properly putting in service orders,
it ensures straightforward
communication to depts. and
encourages student accountability
with event planning. 



Step 1: Reserve the Space

Sign into “Events Management” under Sign into CC

Click on “Request a Space”



Step 1: Reserve the Space
Reserve your space at least 10 days in advance. 
Enter you event information to see what venues are
available that meet your needs.



Step 1: Reserve the Space
Choose the venue you want. 
Please mind the capacity listed under each space.



Step 1: Reserve the Space

Finish providing all general event information and
proceed to “Summary” when ready.



Step 2: Enter Your Service Orders
Click on “Order Items” to enter service orders.



Step 2: Enter Your Service Orders

Add any service
orders you need
under each
section.

Be sure to state
the quantity of
each item as well
as the general
setup you are
envisioning. 



Step 2: Enter Your Service Orders
Once you’ve finished entering your service orders,
click “Proceed to Summary”



Step 2: Enter Your Service Orders
Review your service orders and adjust as needed. 

Once you’re ready, click “Checkout”.



Step 3: Update Your Service Orders as Needed

If you need to update
service order, do the
following:

Sign into Events
Managment under
Sign into CC
Click on “Request
a Space”
Click on “My
Events”

Click on your event



Step 3: Update Your Service Orders as Needed

Click on “Add New
Order”

Save all of your
modifications. 



Things to Remember:

Even if your space request is approved, that does
not mean your event is approved. ‘

All student events must go through the Student
Event Summit.

ALL service orders must be entered at least 10
days prior to your event. 

If you do not enter what you need under service
orders, those things will not be provided.


