
	
  	
  
Internal	
  Communica/ons	
  Office	
  

	
  



1.	
  Go	
  to	
  your	
  estimated	
  event	
  date	
  on	
  the	
  Campus	
  Calendar	
  to	
  make	
  sure	
  your	
  event	
  
doesn’t	
  conflict	
  with	
  others.	
  	
  
	
  (https://www.coloradocollege.edu/newsevents/calendar/?View=Month)	
  

One-­‐/me	
  Event	
  



2.	
  Sign	
  in	
  to	
  CC	
  using	
  your	
  CC	
  username	
  and	
  password	
  and	
  select	
  Events	
  
Management	
  tab	
  



3.	
  Select	
  one-­‐time	
  event	
  



4.	
  To	
  search	
  for	
  an	
  
available	
  loca/on,	
  date	
  
and	
  number	
  of	
  
a>endants	
  must	
  be	
  
entered.	
  The	
  event	
  
must	
  be	
  booked	
  at	
  
least	
  10	
  days	
  in	
  
advance	
  and	
  cannot	
  be	
  
more	
  than	
  a	
  year	
  in	
  
advance.	
  Time	
  is	
  also	
  
recommended	
  to	
  
provide	
  a	
  more	
  
accurate	
  search	
  of	
  
venue.	
  	
  



5.	
  Select	
  space,	
  event	
  type	
  and	
  preferred	
  location.	
  Double	
  check	
  date	
  and	
  time	
  
to	
  request	
  space.	
  

If	
  the	
  desired	
  
space	
  does	
  not	
  
show	
  in	
  this	
  list,	
  it	
  
is	
  not	
  available	
  at	
  
the	
  /me	
  you	
  
requested.	
  You	
  
must	
  click	
  on	
  the	
  
desired	
  space(s)	
  
before	
  moving	
  
forward.	
  

This	
  is	
  the	
  
/me	
  the	
  
event	
  will	
  
begin	
  and	
  
end;	
  it	
  is	
  the	
  
/me	
  that	
  will	
  
display	
  on	
  the	
  
campus	
  
calendar.	
  The	
  
venue	
  
manager	
  will	
  
factor	
  in	
  any	
  
setup	
  or	
  clean	
  
up	
  /me.	
  	
  



6.	
  Enter	
  event	
  /tle	
  



7.Event	
  Details(1/3):	
  	
  

A	
  2-­‐3	
  sentences	
  
short	
  summary	
  to	
  
a>ract	
  audience	
  

Select	
  related	
  
departments(can	
  
leave	
  blank)	
  

Input	
  
sponsors(space	
  
limited)	
  

Select	
  related	
  
offices/
organiza/ons(can	
  
leave	
  blank)	
  

1-­‐3	
  related	
  tags	
  
to	
  be>er	
  the	
  
search	
  on	
  
calendar	
  

Select	
  yes	
  if	
  the	
  
event	
  is	
  open	
  to	
  
people	
  outside	
  of	
  
the	
  campus	
  
community	
  

(Refers	
  to	
  Academic	
  
Departments)	
  

(Refers	
  to	
  Administra/ve	
  
Offices)	
  



7.Event	
  Details(2/3)	
  

Input	
  prices	
  
for	
  each	
  
category	
  if	
  the	
  
event	
  is	
  not	
  
free.	
  

Budget	
  Code	
  is	
  only	
  
available	
  through	
  a	
  
funding	
  organiza/on,	
  
office	
  or	
  department	
  on	
  
campus.	
  *	
  

*To	
  access	
  your	
  budget	
  code,	
  please	
  call	
  Campus	
  Reserva/ons	
  at	
  (719)389-­‐6608	
  or	
  your	
  specific	
  budget	
  manager.	
  	
  	
  

Please	
  list	
  any	
  specific	
  
needs/requests	
  related	
  to	
  
setup	
  or	
  clean	
  up	
  /me	
  



Add	
  a	
  photo	
  
appropriate	
  
to	
  the	
  event	
  

A	
  1-­‐2	
  paragraph	
  
event	
  descrip/on	
  
to	
  include	
  all	
  event	
  
details.	
  

7.Event	
  Details(3/3)	
  

8.Submission:	
  
A\er	
  submi]ng	
  the	
  event,	
  you’ll	
  receive	
  an	
  email	
  confirming	
  your	
  request.	
  
Within	
  48	
  hours,	
  you	
  will	
  receive	
  a	
  follow-­‐up	
  message	
  telling	
  you	
  whether	
  your	
  
request	
  is	
  approved	
  or	
  denied,	
  along	
  with	
  a	
  link	
  to	
  add	
  or	
  submit	
  service	
  order	
  
items	
  and	
  to	
  add	
  or	
  update	
  campus	
  calendar	
  informa/on.	
  	
  



Mul/-­‐day	
  Event*:	
  
1.	
  Select	
  mul/-­‐day	
  event	
  on	
  Events	
  Management.	
  	
  

*Booking	
  a	
  mul/-­‐day	
  event	
  on	
  the	
  Events	
  Management	
  system	
  is	
  essen/ally	
  the	
  same	
  as	
  
crea/ng	
  a	
  one-­‐day	
  event.	
  Only	
  the	
  different	
  procedures	
  will	
  be	
  illustrated	
  here.	
  Please	
  see	
  
one-­‐/me	
  event	
  for	
  the	
  rest	
  of	
  the	
  steps	
  such	
  as	
  event	
  details.	
  



2.	
  Select	
  date,	
  /me	
  
and	
  input	
  number	
  
of	
  a>endants.	
  
Time	
  is	
  crucial	
  
because	
  it’s	
  easy	
  
to	
  overlap	
  with	
  
other	
  events	
  when	
  
crea/ng	
  a	
  mul/-­‐
day	
  event.	
  

Select	
  the	
  actual	
  
/me	
  of	
  the	
  
event,	
  what	
  will	
  
display	
  on	
  the	
  
campus	
  
calendar.	
  

Select	
  preferred	
  
loca/on(s)	
  if	
  
desired	
  



3.	
  Select	
  event	
  type	
  and	
  preferred	
  loca/on.	
  Double	
  check	
  requested	
  date	
  and	
  /me.	
  

Remember	
  to	
  
select	
  a	
  space	
  
here	
  before	
  
moving	
  forward	
  



4.	
  Input	
  event	
  /tle.	
  (Op/onal:	
  To	
  request	
  mul/ple	
  spaces,	
  click	
  search	
  for	
  more	
  available	
  
spaces.)	
  



Mul/ple	
  Venues	
  Selec/on:	
  Repeat	
  step	
  2	
  and	
  3	
  to	
  select	
  another	
  preferred	
  venue.	
  
Confirm	
  and	
  edit	
  spaces	
  selected.	
  (Repeat	
  the	
  process	
  to	
  select	
  as	
  many	
  spaces	
  needed)	
  	
  	
  



*Same	
  as	
  a	
  mul/-­‐day	
  event,	
  booking	
  a	
  recurring	
  event	
  on	
  the	
  Events	
  Management	
  system	
  
is	
  essen/ally	
  the	
  same	
  as	
  crea/ng	
  a	
  one-­‐day	
  event.	
  Only	
  the	
  different	
  procedures	
  will	
  be	
  
illustrated	
  here.	
  Please	
  see	
  one-­‐/me	
  event	
  for	
  the	
  rest	
  of	
  the	
  steps	
  such	
  as	
  event	
  details.	
  

1.	
  Select	
  Recurring	
  Events	
  (Events	
  that	
  occur	
  every	
  week	
  or	
  every	
  month	
  within	
  a	
  certain	
  
/me	
  period).	
  



2.	
  Search	
  Criteria	
  

Date	
  range	
  of	
  
the	
  recurring	
  
event	
  

Select	
  weekly	
  or	
  
monthly.	
  If	
  
monthly,	
  select	
  
which	
  week	
  and	
  
day*	
  

*If	
  your	
  event	
  occurs	
  every	
  two	
  weeks	
  instead	
  of	
  weekly,	
  please	
  process	
  it	
  as	
  a	
  weekly	
  
event	
  first	
  and	
  see	
  the	
  next	
  page	
  for	
  further	
  instruc/ons.	
  



Recurring	
  events:	
  Every	
  Two	
  Weeks	
  
Once	
  you	
  select	
  weekly	
  occurrence,	
  the	
  details	
  of	
  the	
  event	
  date	
  can	
  be	
  managed	
  on	
  
the	
  next	
  page.	
  Select	
  appropriate	
  dates	
  for	
  your	
  event	
  then	
  process	
  to	
  booking.	
  
Please	
  include	
  in	
  event	
  details	
  the	
  specific	
  date	
  informa/on	
  to	
  avoid	
  confusion.	
  



Event	
  Update/Service	
  Order	
  

Click	
  here	
  to	
  access	
  
service	
  order	
  for	
  
equipment	
  etc.	
  

Upda/ng	
  an	
  Event	
  is	
  available	
  on	
  the	
  event	
  management	
  dashboard.	
  Events	
  cannot	
  be	
  
edited	
  within	
  10	
  days	
  of	
  the	
  scheduled	
  date.	
  If	
  there	
  is	
  any	
  informa/on	
  that	
  needs	
  to	
  be	
  
edited	
  within	
  10	
  days	
  of	
  the	
  scheduled	
  date,	
  please	
  contact	
  the	
  venue	
  manager	
  or	
  call	
  
Campus	
  Reserva/ons	
  at	
  (719)389-­‐6608.	
  	
  
	
  

Click	
  here	
  to	
  update	
  
event	
  details	
  on	
  the	
  
campus	
  calendar.	
  

*Campus	
  Calendar	
  details	
  update	
  in	
  real-­‐/me,	
  so	
  as	
  soon	
  as	
  your	
  event	
  is	
  confirmed,	
  view	
  it	
  on	
  the	
  calendar	
  to	
  
confirm	
  info	
  is	
  accurate	
  and	
  complete;	
  it	
  will	
  also	
  reflect	
  any	
  updates	
  you	
  make	
  using	
  this	
  link.	
  	
  



Service	
  Order	
  

Select	
  CC	
  or	
  
community	
  
price	
  list	
  

Select	
  event	
  
loca/on	
  for	
  
func/on	
  

Step	
  1:	
  Service	
  Order	
  Processing	
  



Step	
  2:	
  Placing	
  Service	
  Order	
  
	
  You	
  can	
  place	
  an	
  order	
  for	
  catering,	
  facili/es	
  such	
  as	
  chairs	
  or	
  frontline	
  services	
  such	
  as	
  
audio	
  set-­‐up.	
  Click	
  on	
  each	
  service	
  category	
  to	
  see	
  a	
  detailed	
  list	
  of	
  services	
  and	
  prices.	
  
Then	
  input	
  quan/ty	
  for	
  service	
  needed.	
  



Step	
  3(1/2):	
  Confirma/on/Addi/onal	
  Request	
  	
  
Edit	
  or	
  remove	
  order	
  on	
  the	
  le\	
  side.	
  Input	
  special	
  requests	
  in	
  the	
  notes	
  sec/on	
  i.e.	
  
asking	
  Campus	
  Safety	
  to	
  unlock	
  the	
  venues	
  at	
  the	
  certain	
  hour.	
  



Step	
  3(2/2):	
  Confirma/on/Addi/onal	
  Request	
  	
  

Select	
  other	
  for	
  
catering	
  needs	
  not	
  
listed	
  

Include	
  details	
  about	
  whether	
  you	
  need	
  a	
  tech	
  at	
  
the	
  event,	
  or	
  have	
  a	
  GoToMee/ng	
  or	
  Skype	
  setup	
  

Tell	
  facili/es	
  how	
  you’d	
  like	
  the	
  room	
  set	
  up:	
  U-­‐
style,	
  classroom,	
  theatre,	
  etc.	
  	
  



Step	
  4:	
  Payment	
  Informa/on	
  	
  

Confirm	
  order	
  details.	
  
Changes	
  can	
  be	
  made	
  by	
  
going	
  back	
  to	
  step	
  3.	
  

If	
  order	
  is	
  not	
  
free,	
  payment	
  
op/ons	
  will	
  occur.	
  

Click	
  “Submit”	
  to	
  
complete	
  the	
  order;	
  
you	
  will	
  also	
  receive	
  
a	
  confirma/on	
  via	
  
email.	
  


