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BRADLEY University Where to start?

< CcC O @ Bradley University [US] | https://www.bradley.edu/offices

ss/eventserv

Apps ] FSMAIL @ Kronos [ Calendar Directory - Bradley..

Home - Bradley Uni... @ W2wW & My Drive - Google...

CampusRec (@) Athletics 8] ACInquire

ABOUT ADMISSION ACADEMICS CAMPUS LIFE ALUMNI ATHLETICS

23 Resources ~ Room/Space Reservations Policies Staff

Home = Offices @ Event Services

EVENT SERVICES

We are responsible for scheduling and reserving rooms in most buildings on o

campus, including the Michel Student Center, Global Communications Center,

Student Center Room 202 (309) 677-3054

and academic buildings other than the labs. For assistance with specific needs
see the Resources tab. The links below will give further details regarding who to

contact and additional information for specific locations.

Hours of Operation
Outside Groups & Conferences Monday - Friday: 8:0p am - 5 pm

Groups not affiliated with the University, wishing to utilize space on campus for

meeting and conferences should contact Courtney Johnson at (309) 677-30

or send an email to eventservices@bradley.edu indicating the following
BOOK A ROOM
information:

« Group name and event type
« Date(s) and time of event
« Number of expected attendees

&l
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BRADLEY University

BBRADLEY universty ~ Campus Scheduling System

SITE HOME MY HOME
——

My Reservation Templates

Faculty/Staff Self-Scheduled Spaces

BROWSE
M =vents
LOCATIONS

Student Self-Scheduled Space

My Bookings

OCTORER 30,2015 SEARCH

Your Portal

“Faculty/Staff”
based on your

classification.

Panich, Matthew | @l v

Central Time [CT]

Today

Mext

There are no bookings for October 30, 2019




BRADLEY University

BOOK IT! Now!

FIBRADLEY Ur Room Request

©  Panich, Matthew ] @ v
x Faculty/Staff Self-Scheduled Spaces @

1 Rooms

2 Reservation Details

Date & Time Selected Rooms

Date

Thu 10/31/2019 ‘ =] I [ Recurrence I

Your selected Rooms will appear here.

bom Search Results

Start Time

End Time

(o To) [ To)

boms matching your search criteria will appear here

Create booking in this tim

e zone

Central Time

Setup Types Add/Remove

no preference)

Number of People

I Know What Room | Want

eWill | need time to tear down?

e|Include the TOTAL time in your Request




BRADLEY University Choose your date & Time

Room Reguest

x Faculty/Staff Self-Scheduled Spaces @

LU STON Create Reservation

1 rooms 2 Reservation Details
New Booking for Sat Nov 2, 2019
Date & Time Selected Rooms
Date Your selected Rooms will appear here.
Sar 11/02/2019) e
see 11022014 | WE"CE ] Room Search Results
* Rooms FETekiag your search criteria will appesr here
< November 2019 > ©
Su Me Tu We Th Fr Sa
N I
3 4 5 [ 7 g 9
W11 12 13 14 15 16 jpove
.
e the current time
- .
24 25 26 27 28 29 30
ireh
I Tees .
Setup Types Add/Remove
no preference]
Number of People
Search

pusiness hours In advance via the




@ BRADLEY University Choosing your location

% Faculty/Staff Self-Scheduled Spaces @
1 Rooms 2 Reservation Details

New Booking for Sat Nov 2, 2019

Selected Rooms

Date & Time
Date Your selected Rooms will appear here

l il ‘ [ Recurrence I Room Search Results

Star: Time Rooms matching your sesrch criteria will appear here.
l 12:30 PM ‘ @ I | o] ]

Creste booking in this time

I Central Time
Locations Add/Remove
i)
Search

© Let Me Search For A Room

Setup Types Add/Remove
no praferance)

Number of People

Search

© IKnow What Room | Want



BRADLEY University Choosing location cont...

Locations

choose multiple buildings if
necessary and part of the same
reservation




@B BRADLEY University What is actually available?

Room Request (]

Panich, Mathew | @ v

x Faculty/Staff Space Request @ " My cart (0)

1 Rooms 2 services 3 Reservation Details
New Booking for Mon Nov 4, 2019
Date & Time Selected Rooms
Your selected R | appear here.
von vz | 8 | .
" ‘ Recurrence Room Search Results
Start Time End Time
lwza:pm ‘DI l‘zcr'f |D|
Favorite Rooms only.
2 3 4 5 s TAM 8 el 10 1 zeM 1 2 3 4 5 5 7 H El 10
]
Rooms You Can Reserve
Locations . . N 2 3 a 5 5 TAM 8 E 10 1 1zem 1 2 3 a 5 5 7 2 El 10
e Markin Family Student .. Cap
€ Rzcquemsal Cournt 2
Search
© Racquetball Cours2 4
@ Let Me Search For A Room
Rooms You Can Request
Setup Types AR ES cvE 2l 3 4 3 3 7AM 8 ) 10 1 12eM 1 2 3 4 H 3 7 2 El 10
o Markin Family Student Cap
no preference]
Number of Pzaple o ®
© waro7 &
Search L+ Y] 30
Q wma 75
@ 1 Know What Room | Want
© oudoor Terrace 20
© rool 75
0 150
. - ) -




BRADLEY University Sorry, we are closed. Please try again.

EBRADLEY University Room Request ©  panich Manhew| & v

Date & Time Selected Rooms

Your selected Ros

vill appear here

s | B H Recurrence ]

Room Search Results

End Time LIST  SCHEDULE
—

[\:-;:pm ‘6] lHEEPM |EI

2 3 4 5 5 TAM B 3 0 1 12pM 2 3 4 5 s 7 ] el 0
']
Rooms You Can Reserve
Locations Add/Remove 5 . R . . - " . P 5 5 . 3 3 - B 5 T
Markin Family Student Recreation Center Markin Fsmily Student..  Cap
Search
Racquetball Cours2 4
© Let Me Search For A Room
Rooms You Can Request
Setup Types Add/Remove 5 . s . . - " . P 5 5 . s 3 = B 5 =
P riin Family Student .. Cap
no preference]
-
Number of Peaple ¥
MAR 017
Search MAR 020 30
75

MAR
@ | Know What Room | Want

MAR 201 (Group Fi

Ourdoor Terrace

choose that
room/location is
removed

Performance Court 300

Availlability Leger




| know what | want

BRADLEY University

FBRADLEY University Room Request ©  Panich, Mazhew ) @ v

Date & Time

I

‘ & ] I Recurrence ]

Selected Rooms

Your s

d

mz will appear here.
Room Search Results
LST  SCHEDULE
——

Favorite Rooms o

room to your cart

3 4 6 TAM B ]
. .
Rooms You Can Reserve
. o is not available a
Markin Family Student Rec n Cente Markin Family Student ... /* Cap
.
© Racquetbal Coufl 1 2 t t t| m
d €.
© recovermapfournz 2
Rooms Yoi Can Request
Setup Types Add/Remove 2 H m B Sonm 5

[no preference]

Number of People

Search
@ 1 Know What Room | Want

QFamily Student . Cap

MAR 201 {

5

Outdcor Terrace

all Court 1

ecoall Court 2

all Court 3

[+
L+
L+
Q
L+
© Performance Cours
L+
L+
L+
o
L+

MAC (Multi-Activ

3
Availability Legend



BRADLEY University Room details

green button you can
learn the details of the
room as shown here.




BRADLEY University Room Setup Types

What kind of setup can |
request for this room?




BRADLEY University What is available for this room?

microphone or the ability
for sound?




BRADLEY University | want it weekly

FBRADLEY University Room Request ©  Panich, Mathew) & ~

» Faculty/Staff Space Request @ W my Care

Create Reservation

1 Rooms 2 services 3 Reservation Details

New Booking for Mon Nov 4, 2019

Date & Time Selected Rooms

\Your selected R

Room Search Results

LIST  SCHEDULE
—

recurring
meeting?

Favorite Rooms only.

2 E 4 H s TAM 8 E 10

Rooms You Can Reserve

Locations Add/Remove . ) B N . - . . 5 1
Markin Family Studant Recrestion Camts LtmfrmySaiEn. &
Search
© Racquetball Cours2 4
© Let Me Search For A Room
Rooms You Can Request
Setup Types Add/Remove = = . - c —AE 3 5
- Markin Family Studenz.. Cap
ne preferance)
Number of Peopls .
D ey ®
Search MAR 020 30

MAR 030 75

MAR 201 {Group Fi

r Terrace

[+ -+ I+ -+ T+ O+ T+ T+ O+
o

@ IKnow What Room | Want



BRADLEY University

Recurrence

© Endafrer

End Time

%) [z o]

king in this time zone

| want it weekly




BRADLEY University Next Step

attendance and setup
type for the room you
have chosen




@B BRADLEY University It's in my cart

x Faculty/Staff Space Request @

Crec = Reservation

2 services 3 Reservatn Details

New Booking for Mon Nov 4, 2019

Date & Time endance & Setup Type

Recurrence

LIST ~ SCHEDULE
——

s 6 TAM 8 E) 10

Rooms You B

Locations Add/Remove

Markin Family

) Rracouers | |

Markin Family Student Recreation Center

Search

) Racouers
@ Let Me Search For A Room Reoms You
Setup Types Add/Remove

Markin Family,

© Lobby
Number of Peaple

D M

[no preference)

Search 0 MAR 020 30
[+ 7z
© | Know What Room | Want
© MaR201 (Group Fi. 50
© outdoor Terrace 20
0 Pool 75
0 Basketball Court 2 150




BRADLEY University

FPBRADLEY Universiy  ROOM Request

x Faculty/Staff Space Request @
1 Room: 2 Services 3w tion Det:
Services For Your Reservation
Services Summar, y

~

~

~

~

~

~

: (stage, podium) you will choose
those items and their quantity
here.

[¥  weekofevents-v3..png  ~ Showall | %



BRADLEY University

Request

x Faculty/Staff Space Request @ Wy Cart(1)

1 Rooms 2 services

Reservation Details

Event Details

Event Name * Event Type *

) | ’

Department/Organization Details
Department/Organization *

[ v
1st Contact

[ v
questions and/or send o

(o]

Will you have food at your event? *

o .
[orermere : conftirmation
.

Will you have miners on campus? *
[ Choose one v
Please share any additional information to ensure your event's success (Event Start Time, AV needs, etc.) #

)
%] Weekofevents- ~ Showall | X




@BRADLEY University Step 3 cont...

FBRADLEY Uni ’ Room Request Panich, Matthew] @ -

x Faculty/Staff Space Request @ Wy cd

1 rooms 2 services 3 Reservation Details
Reservation Details

Event Details

Event Name * Event Type *

Test Group ] [ Admis

Department/Organization Details

Department/Organization *

[ ] @

1st Contact

information, click

— | |

on “Create

[ mpanich@fsmail bradley.edu ]

Reservation” B

Will you have food at your event? +

Will you have minors on campus? *

Please share any additional information te ensure your event's success (Event Start Time, AV needs, atc.)

Mothing else needed

Create Reservation




BRADLEY University And now we wait

FIBRADLEY universiy  ROOM Request

Reservation Created




BRADLEY University My Events Page

My Events ©  Panich Machews &~

€ My Events/ Test Group beginning Nov 21, 2019 (7779
RESERVATION DETAILS ADDITIONAL INFORMATION Reservation Tasks

# Edit Reseryation Detsils

Bookings
CURRENT PAST [ Include cancelled bookings
—
Cancel Bookings  Booking Taols
Date ~ Start Time. End Time Time Zane Location Attendance Setup Type
# @ Thu Nov 21,2013 3 10:3 o Michel Scuden Marty T Thazzer Syl

tentative. If your reservation is approved, you will receive a confirmation email from the

Event Services Office.




BRADLEY University It's all yours!

B BRADLEY Uniw My Events ©

Panich, Matthew | @ ~

< My Events / Test Group beginning Nov 21, 2019(7779

RESERVATION DETAILS ADDITIONAL INFORMATION

Reservation Tasks

# Edit Reservation Details Aadiearices
Booking Taols
Event Name Test Group % Cancel Reservation
ESTEPE GG View Reservation Summary
Send Invitation
Department/Organization MARK

& Add to My Calendar

1st Contact Name Panich, Matthew |

Bookings
CURRENT PAST (0 Include cancelied bookings
—
Cancel Bookings  Booking Toals
Date ~ Start Time End Time Time Zone Location Attendance Setup Type

Vd (-] Thu Nowv 21, 2013 9:30 AM 10:30 &AM T Michel Student Center - Marty Theater Thester Syle

see that the status of your request has changed to “Confirmed.”




BRADLEY University

How do | know my request was confirmed without going to my portal?

Q.  Search mail - @ B | S\. la Il Q
€« 0 0w © D ® 10762 > o
Reservation 2022 for MARK beginning 8/9/2019 © imbox x 5 B

Q

mpanich@bradley.edu @ 1:34 PM (0 minutes age) Yy 4=
to mpanich, mpanich26 ~

The information below is confirmed. If you wish to cancel or change your event, please contact Courtney Johnson at ¢johnson@bradley.edu. Failure to cancel more than three (3) business days in advance may result in cancellation fees

Reservation No: 2022
Department/Organization: MARK

Summary of Bookings

Date: 8/9/2019 Fri

Start: 3:00 PM

End: 4:00 PM

Room: Markin Family Student Recreation Center 125
Status: Confirmed

&5 Space Confirmatio... '

4 Reply 4= Reply all m Forward



BRADLEY University

Look at those details!

Openwith v

Event Services
1501 W Bradley Ave
113‘!5‘“"\”]‘1"( PeorialL 61625
nversity USA
309-677-3056 / 309-677-4056

Space Confirmation- Event Services

Department/Organization  Reservation: 2022
Panich, Matthew J Event Name: Campus Rec Meeting
MARK Status: Confirmed
Phone: 3096772676
Email Address: mpanich@bradley.edu
Event Type: Meeting
Estimated Attendance: 0

Bookings / Details Quantity Price Amount

The information below is confirmed. If you wish to cancel or change your event, please contact Courtney Johnson at
cjohnson@bradley.edu. Failure to cancel more than three (3) business days in advance may result in cancellation fees.
Catering

No
Minors

No
Additional Details

NA

Friday, August 9, 2019
3:00 PM - 4:00 PM Campus Rec Meeting (Confirmed) MAR MAR 125
Conference Style for 5

Food (if applicable) will be contracted through Bradley University Dining Services at catering@bradley.edu.

Client is ible for making for renting ti i needed for the event not provided by
Bradley University.

No Advertisement of your event is to occur until agreement, deposit and a rental confirmation are received.
Client is responsible for replacement/repair of any facilities, equipment, furniture that may be damaged during the event.

Client is responsible for the action of anyone attending my event.

Page e +



BRADLEY University

Y EVENTS

ESERVATION

Browse Events

Filters

Date

Locations

Save Filters

Browsing other events on campus?

Fri 11/01/;

Michel Student Cente

Add/Remove Locations

©  ranich, Matthew ) @ v

Compact View Saved Filters

-] Add Filter

DAILY LIST WEEKLY LIST MONTHLY LIST
Friday, November 1st 2019

START TIME END TIME TIME ZONE EVENT NAME LOCATION
730 AM 11:00 AM a ACBU Coordinator Interviews STU - 201

Al A A Explore BU Visit Day STU - 222 ABC
B:00 A 2 cT A D) Tentative Visit Day STU - 222 ABC
10:00 AM 11:00 AM a MLK Planning Committee STU - 203
12:00 PM 2:00 PM a Practicum Lunch Concerts STU - 000
2:30 PM 7:30 PM [ag ACBU Coordinator Interviews STU - 201
3:00 PM 430 PM a Amateur Radio Club STU-12
4.00PM 600 PM (ay Bradley Magic the Gathering STU-18
400PM 9:00 P [ag BU Speech Team Norton Tourney STU - 203
4:00 PM 900 PM a BU Spe Team Norton Tourney STU - 000
5.00PM 600 PM a Senior Design Project STU-37
5.00PM 11:00 PM (ay BU Spex Team Norton Tourney STU-12
7:30 PM 11:00 PM a ACBU Cinema: Movie Screening STU - 031
8.00PM 10:00 PM (ay Card Games Club Meeting STU-18
8.00PM 12:00 AM a ASA meeting STU-023

under “Browse” on the
main page after you log

in.




BRADLEY University Cancelling your reservation

FIBRADLEY University |\/|y Events @  Panich Matthew] & ~

€ My Events / Test Group beginning Nov 21, 2019(7779

RESERVATION DETAILS  ADDITIONAL INFORMATION Reservation Tasks

# Edic Reservarion Dessils Add Services
Booking Taols

Evers Name Tes: Group X Cancel Reservation
Evert Type Administrative View Reservation Summary

Send Invitation
DesartmenyOrzanization MARK

& Add to My Calendar

1st Contact Name Panich, Matthew )
Bookings
CURRENT I O include cancelied bookings

Cancel Bookings  Booking Tooks New Booking

Rate ~ Start Time End Time Time Zane Location Aszendance Setup Type Status
21,2018 S0 16:20 At o Michel Sudans Concer - Marey Theater F— v comtrmes

Services Office.




