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Step One

- Log in to MyStetson

- Click “University
Calendar”

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

CALENDAR.STETSON.EDU

STETSON

Kaltura Video ’
Monthly Payment Plan

Pay Bill
E Pollard IRB

Release of Information
Verification (FERPA)

Student Cultural Events

University Calendar
Schedule an Event

VIA
Student

Search

Kognito

Online Text Adoption
Performance Appraisal
Public Safety

Report It

School Dude
DelLand

Study Abroad

University Policies &
Procedures

VLAB
Stetson Virtual Lab

Vehicle Registration
DeLand

Parking Rules and
Regulations

Personal Data and Advising

Request a Transcript /
Enrollment Verification

Security Awareness
Training

TurboVote

Update Preferred Name

Vector Solutions
Employee

Registrar Office
DelLand

Vector Solutions
Student



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

Step Two

Select
“DELAND CAMPUS”

&
5 | DAV

— Calendar of Events
- Calendar FAQ

- Calendar Contacts

Apply  Visit  StetsonToday MyStetson Alumni  Giving Q

About Academics Admissions StudentLife Athletics

Stetson University / Calendar of Events
i g 7

L

'.z .-"

Calendar of Events

Stetson University has a vibrant and diverse community that is rich in events. There is always
something going on throughout campus for you to get involved! Both the DeLand and
Gulfport campus calendars below provide all of the events and happenings on campus
throughout the school year that take place on your designated campus. You are also able to
set personal reminders for events, and you can submit a request for an event of your own!

Take a moment to check out all of the events happening on your campus today.

DELAND CAMPUS ’ GULFPORT CAMPUS




S STETSON DELAND CAMPUS
" | UNIVERSITY

Ste P I h ree CATEGORIES CULTURAL CREDITS REQUEST EVENT REQUEST EQUIPMENT FAQS

Select “REQUEST

”” H ultural Credit - The Bone Wars: ultural Credit - The Bone Wars: ultural Credit - The Bone Wars: ultural Credit - The Bone Wars:
EVE N T at the top rlght :\:du’;eurlng. F(:);sir:,‘&BNa(ionwal Identity :\:Au];eurlrg. Fi;si:&BNalionWal Identity Sﬁugeurlng. Fc:);sﬂ-g.l&iationwal Identity ﬁuteurlncs;. F(:);si:&?\lationwal Identity
of the page. This will take
you to the online form you VEWTYPE: B [ = ¢ VIEWBY:NEXT30 > Q. SEARCH
need to complete to FRIDAY, AUGUST 25, 2023 - SUNDAY, SEPTEMBER 24, 2023
requeSt e praCtlce Selol el Gallery DuPont Exhibition SHARE IT
c I assroo m . This exhibition will showcase art by a recent Stetson alum, Sam Bermann.

":‘ Friday, August 25, 2023 duPont-Ball Library, e

&% Al Day (ET) Gallery Dupont DETAILS o @
134 E Minnesota Ave

Deland FL 32723 o
This form would be used s Eul el
to req u est any rese rvable [ Email M Remind < Favorite (3 Add to Calendar
|

space on campus. SUBSCRIBE

Into the Bowl: Curating Toiletpaper Magazine =)

An exhibition curated by Ste!songalumni Lily Paternoster.gHallle Martin, and Mario E

Saponaro

":‘ Friday, August 25, 2023 Hand Art Center, Main

3 All Day (ET) Hallway DETAILS

View Full Schedulg




Create an Event A > Submission Form Site:

STETSON
UNIVERSITY

DeLand Campus Event Request

Step Four

Contact Information

Fill out all required sections Full Name+
with your contact A
information.
Phone* Extension
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. Enter event nan

Event ID: 843526
Event Details

Event Name*

Summary*

Tell people about your event in a few sentences. This is what will show in search results




Create an Event # > Event Creation Forms > Submission Form  Site:

Location & Time

Step Five

Chooseby  Location v

Search & Select Locations *

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).

Locations You've Selected:

No Locations selected.

If you want to book a recurring weekly 2019 > September >18th < >
event, select your day and time, and oo . + At cusomocan
then click the “Repeat Weekly” option v 0 Aty
above the calendar view. 7em e peretpbtoh e i

fember < >
PLEASE NOTE! When you click a sam ¢ v p g Tebeindie
time slot, it automatically defaults - 05 05 @ O specypublahDstrrimes
to a one-hour slot. If you desire a no2 oo

d
[oc]
s
fte]

[

&

(UTC-05:00) Eastern Time (US & Canada)

]
3
N
[
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N
(]
|o
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Io
3]

longer or shorter time, click to 1Dam_
edit or drag the bottom of the box i o .

to extend or shorten the time. 0 v
12pm <

@ O 0

0 min Vv




Room 112
Presser Hall X

Step Five, continued Room 112
Select a Location Setup
Input the total number of -
attendees expected; the total -
cannot exceed the room Classroom
capacity. —> |G ]

o Location Setup Not
This set up number does not e
have to be exact’ use your best E.g., Set podium to the right of the projector screen, etc.
guess.
1000 characters remaining
Set up for attendees.*(?)
Location Features®

] Lecture Capture ..




TEX

ALWAYS MARK
YOUR EVENT
AS A

PRIVATE
EVENT!

TE%R

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

inviting everyone to view your event.

Location & Time

Check Availability [] All Day (All Open Hours) @)
®) Choose Dates [] Do not publish the end date/ti ®
n sh the end date/time
() Repeat Weekly pu
Choose an Available Time [ ] This is a Featured Event ®@
2021 > August >11th < 2
N [] Specify Publish Date/Times
Zam
(UTC-05:00) Eastern Time (US & Canada) W
3am
A Private Event v @)
Sam .
0 min
Setup: @
6am
0 min v
Breakdown: Q@
7am

-

You must choose a date and time.
Locations Available For The Selected Date & Time *



N OTE: Check Availability / Multiple-Day Options

EVENT DETAILS
@ Choose Dates O Repeat Weekly [ All Day
If d LOCATION & TIME Choose an Available Time
r r < > (O] Do not publish the end date/time
Ou equeste CATEGORIES & KEYWORDS 12—321 9 > September >

time Ovel"laS With (] This is a Featured Event
ADDITIONAL INFORMATION 8am

an event already
O PICTURES & ATTACHMENTS
reserved — this >
1

[C] Specify Publish Date/Times

%9am Reserved

Oam (UTC-05:00) Eastern Time (US & Canada)

means the space is Not available for

I ! ' 5 1lam rivate Even v
NOT available! entire time requested — bl
12pm
It is crucially important that Tom setwp: Y
you do NOT double book ) e 0 i
pm Breakdown:

over a time that already is
reserved. If you do,your Total Costs

request will be denied.




Create an Event A > Event Creation Forms > Submission Form

Step Six

STETSON

Under Categories & UNIVERSITY
Keywords, type School of

Music as your category. DeLand Campus

Event Request Form Categories & Keywords

CONTACT INFORMATION Category *
Keywords are not

ma“datOl’Y; YOU can EVENT DETAILS Q, Start typing or use dropdown to choose a category

leave this blank.

LOCATION & TIME

Keywords
CATEGORIES & KEYWORDS
Type a keyword (e.g. Home, Away, etc.) and hit Enter

ADDITIONAL INFORMATION

PICTURES & ATTACHMENTS




Step Seven

Answer ALL the
Additional Information
questions.

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

Submit your request.

Create an Event # > Submission Form Site:

Additional Information

Will you need event support equipment (e.g., chairs, tables, trash cans, etc.)?*

O No.

O Yes, | will submit a request at least 10 days prior to my event. Form: https://stetso.nu/SYmdb

Will external contractors be hired (e.g., photo booth, staging, tents, etc.)?*

O No.

o Yes, for each vendor, a contract and certificate of insurance will be completed as well as any
additional permitting for tents and food trucks.

Will event location technology be utilized?*

O No.

O Yes, | plan to use the existing technology at the location on my own.
O Yes, IT support or additional technology is needed. | will contact IT Support

(support@stetson.edu) at least 72 hours prior to my event.

Will food and beverage be offered?*

O No.

O Yes, provided by Chartwells Catering.
O Yes, provided by off-campus catering or a contracted specialty food vendor.

O Yes, provided by individuals in my department or organization.

Will alcohol be served?*

O No.

O Yes, | will submit a request at least 10 days prior to my event. Form: https://stetso.nu/Nn2KJ

*=Required

| agree to the Terms and Conditions *

4 SUBMIT X CANCEL




Once you have submitted the
request:

- Requests for a classroom,
Tinsley or Feasel, are directed
to Elise Torres for review,

jtorres | 9@steston.edu.

A > Submission Form Maddie Bryant Site: Del

- Requests for Lee Chapel, are
directed to Maddie Bryant for
review,

maddie.bryant@stetson.edu.

Your event has been submitted. Have a great day!

- If you have requested a

third-floor practice room,
your request will auto 2
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

	Slide 1: Event Manager Guide 
	Slide 2: Step One 
	Slide 3: Step Two
	Slide 4: Step Three 
	Slide 5
	Slide 6
	Slide 7
	Slide 8: *** 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.
	Slide 9: 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. 
	Slide 10
	Slide 11
	Slide 12

