
Event Manager Guide 



Step One 

 - Log in to MyStetson 

 - Click “University 
Calendar”

 If you are unable to access 
your MyStetson account, 
go to:

 CALENDAR.STETSON.EDU

https://www.stetson.edu/other/calendar/


 Select 

 “DELAND CAMPUS”

Step Two



 Select “REQUEST 
EVENT” at the top right 
of the page.  This will take 
you to the online form you 
need to complete to 
request a practice room or 
classroom. 

 This form would be used 
to request any reservable 
space on campus. 

Step Three 



 Fill out all required sections 
with your contact 
information. 

 Include an event name and 
summary of activities for 
the request.

 If your event name is 
vaguely named (i.e., Practice 
or Rehearsal), please also 
include your first and last 
name in the event name.

Step Four



 Type the room you are looking to 
reserve in the Locations You’ve 
Selected box (i.e., type “112” or 
“Tinsley” to find either Room 112 or 
Tinsley Hall).  

 If you want to book a recurring weekly 
event, select your day and time, and 
then click the “Repeat Weekly” option 
above the calendar view.

 PLEASE NOTE! When you click a 
time slot, it automatically defaults 
to a one-hour slot. If you desire a 
longer or shorter time, click to 
edit or drag the bottom of the box 
to extend or shorten the time. 

Step Five 



 Input the total number of 
attendees expected; the total 
cannot exceed the room 
capacity. 

 This set up number does not 
have to be exact, use your best 
guess.

Step Five, continued 



***
ALWAYS MARK 
YOUR EVENT 

AS A 
PRIVATE 
EVENT!

***

If your request is public, it will publish 
to the university event calendar 

inviting everyone to view your event.

NOTE:



If your requested 
time overlaps with 
an event already 
reserved – this 

means the space is 
NOT available!

It is crucially important that 
you do NOT double book 
over a time that already is 
reserved.  If you do, your 
request will be denied.

NOTE:



 Under Categories & 
Keywords, type School of 
Music as your category.

 Keywords are not 
mandatory; you can 
leave this blank.

Step Six 



 Answer ALL the 
Additional Information 
questions.

 Make sure you check 
the box next to “I agree 
to the Terms and 
Conditions” at the 
bottom of the page.

 Submit your request.

Step Seven 



Once you have submitted the 
request:

 - Requests for a classroom, 
Tinsley or Feasel, are directed 
to Elise Torres for review, 
jtorres19@steston.edu. 

 - Requests for Lee Chapel, are 
directed to Maddie Bryant for 
review, 
maddie.bryant@stetson.edu. 

 - If you have requested a 
third-floor practice room, 
your request will auto 
approve.  You now have the 
space reserved, and nothing 
further is needed.

You will receive an email once 
your request is approved.

mailto:jtorres19@steston.edu?subject=Room%20Reservation%20
mailto:maddie.bryant@stetson.edu?subject=Room%20Reservation
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