The third important thing for you to know how to do is how to request and event in Web Client.
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After you have logged in, click on “Request Events” on your sidebar.
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After clicking on “Request Events”, this field will pop up. First, type in the name of the event in “Event Name” and how many people you think will be attending in “Attendance”.
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Next, select the “Event Type”. Accuracy is VERY important in this field because it affects how it is view, by whom it can be viewed, and in which room the event can take place. Choose wisely! (
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Next, select the “Privacy Level”. This, too, is an important field to be accurate in. “Public” means everyone, including guest users, can view the event on the Web Client calendar. “Semi-Private” means only campus personnel can view the event. It will not be able to be viewed by guest users. “Private” means that only the Master Calendar Committee, Brandt Staff, and you can view the event. This is the least common selection. If you are unsure as to which event type or privacy level you should select, please feel free to call the Office of Conferences and Events at 8790.
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After you have selected a privacy level, click the drop down box labled “Select a Customer”. All campus departments should be listed by department name under this drop down tab. If you cannot find your department, please call the Office of Conferences and Events at 8970.
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Once a customer is selected, a drop down box will appear under “Contact”. Select your name (or the person we should contact about the event) and click “Continue”.
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This will bring you to a screen that says “Add meetings for (YOUR EVENT NAME)”. Most events will be added as a “Single Meeting”. This is for events that are spanning only one day. Click “Single Meeting”. 
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After clicking “Single Meeting”, click the calendar icon under “Beginning Date”.
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Use the arrows next to year to choose the accurate year. Select the drop down box for the month. Then, click on the numeric date for your event. 
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If you are requesting a single event, your “Ending Date” should be the same as your “Beginning Date”. Simply click on the calendar field, click the correct year, month, and numerical date. 
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Next, select the “Beginning Time” and “End Time” of your event. 
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Finally, if you need any set up time to prepare for your event or tear down time, click the drop down boxes to choose the amount of time you need. If you do not need any, you may leave the “Setup Time” and “Tear Down Time” fields as they are. Keep the “Rooms” field at “1”. Click “Submit” once all the fields are filled in.
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The next step will be to pick a room for your event. You can do this by clicking on “Pick Rooms”.
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Clicking “Pick Rooms” will take you to this screen. If it is not already clicked, select “View All Rooms” and click “Continue”.
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Scroll down until you find the room you wish to use and click “Select”. If your room has a conflict, is blocked, or not visible, please call the Office of Conferences and Events at 8970. 
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Once you hit “Select” next to the room you want, this screen will come up. Click “Assign”. 
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This will put a green checkmark next to your event. Click “Submit Event”.
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You should get this confirmation screen. Click “Continue”. You should get an email in your GroupWise email confirming your request and any changes that take place. 

