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Scheduling Spaces Using Webview to Submit Initial R equest

Only initial request is done via web. All changes a re done via email, phone or in person.
• To access the On Line Events Calendar use: 
• events.bates.edu (do not type in www) to:
• View available space

– Check before you place your request
• View competing events

– Are there other events for the same audience?
• Complete an Online Reservation Request

• Please fill out the "On-Line Event Request Form" on the Calendar & Event site located at: events.bates.edu to 
request spaces and services for your event.

• Please submit your on-line event request form at least five working days in advance of the event. A guide to follow 
is that if your event is on a Wednesday the event request form must be submitted by 3:00pm the Wednesday prior 
to your event. Reports for Security and Physical Plant are generated in advance and last minute requests may not 
be supported. 

• The information below is provided to assist you in completing the on line form and to provide you with some basic 
information to help you plan your event. For questions or for assistance, please contact Claire Lavallee by emailing 
clavalle@bates.edu or by calling x6305,

• The Calendar screen has four buttons on the top row . (From Left to Right)
• Events – allows you to view events by date or event type (the set up and tear down times will not be shown on 

the webview and should not be included in your resesrvation).
• Locations – allows you to look at availability of locations either individually, by type, or by building. Does not 

show setup/tear down times for events, so space may not be available as it appears.  This is the fastest and 
easiest way to request a room and see room availability.  If the space is available, you can simply click on the time 
you want your event to start and it will automatically put the date, the starting time and the room in request form.  
Please make sure you enter the time the event will end beneath the starting time. (Facilities Scheduling will 
build in the necessary setup and tear down times ba sed on your needs).

• My Requests – allows you to make a reservation request for a campus location, and view all your future events 
and pending requests.

• My Workflow – allows you to track “to do’s” and assignments (used only by service providers) and space 
approvers.



Master Calendar link can 
be found on “The Quad 

Gateway Resources 
“Calendars” in Public 

Events “Campus 
Scheduling” or by going to 

events.bates.edu



This initial page shows a listing of 
the SPECIAL EVENTS of the day.  

Not all bookings are reflected 
here.



Click on an event title to 
learn more information



To check room 
availability, click on the 

“LOCATIONS” Tab



This initial “Locations” page 
shows all rooms/spaces and 
the bookings in those room 
for the day. Initially Chase 
Hall will show up as the 

default location.

Look at different dates by 
clicking on the calendar



Use the various 
building filters to 

narrow the scope of 
your search.  For 
spaces not listed 

under filters, click All



You can view features of 
a space by clicking its 

name



Hover your cursor over the grey 
blocks or room numbers to view 
name, or double click on grey 

block for event details



Search for space by using Search for space by using 
the “quick search” engine

or

Click on the calendar icon 
to view events for the 
specified room only



You can also view this 
page in list format by 

clicking here



List View Format

Change back to grid 
format by clicking here



Note: Please keep in mind that the set up Note: Please keep in mind that the set up 
and tear down times do no appear in the 

grey areas.

After looking up room availability, the next 
step is to place your reservation request 

by either clicking on the time your event is 
scheduled to start in the room you want 

(example: Pgill G04 at 7:00 pm).  This will 
automatically open a reservation request 

form with the date, room and the start time 
already formatted for you



OROR

You can place
Your reservations request by clicking on

“MY REQUESTS”



You will need to enter 
your Bates username & 
password to continue



Enter Event 
Information

Indicate ACTUAL
event start & end times

Event Name Reminder- this is how it 
appears on the web calendar be 

precise (i.e. Student Activities Staff 
Meeting…don’t just type in meeting).

event start & end times

Facilities Scheduling 
will build in the 

necessary setup time 
based on your needs

These two fields will 
ALWAYS be the same date 
(the only exception would 

be if your event goes 
beyond midnight)

“Ad Hoc” allows you to 
choose additional dates.  
You can choose as many 
as you need within the 
same reservation year 
(Sept. 1 through Aug. 
31).  Crossing over to a 
new year?...submit a 
separate request for 
those dates



Scheduling a weekly 
meeting?  Chose 

weekly , choose the 

REPEATING EVENTS: If 
duplicating this event: use one 
of three: 
Ad Hoc : use for additional 
random dates (be careful to 
include correct year) and hit 
enter. Repeat as necessary. 
(you can choose as many as 
you need within the same 
calendar year.  If you are 
crossing over to a new year, 
you will need to submit a 
separate request for those 
dates. (The calendar year 
goes from September 1st  to 
August 31st).
Daily : event repeats each day weekly , choose the 

day of the week, and 
finally choose the end 

date.  R 25 will 
populate your date 

choices for you!

Click in square if you plan on meeting 
during breaks or finals

Daily : event repeats each day 
(select the end date)
Weekly - Scheduling a weekly 
meeting? Choose Weekly, 
choose the day of the week, 
and finally choose the end 
date.  R25 will populate your 
date choices for you! 
Please note: Reservations 
can now be booked for the full 
year (rather than by semester 
only request). 



Choose a “Specific Space”
from the dropdown menu….or 
just chose “Any Space In or 

Other”  You must click on the 
radio button first otherwise no 
room request will go through

Choose and click 
all that apply to 

your event. If left 
blank, the default 

will be NO

Choose “Publish To Web 
Calendar if you would like 
your event considered for 
web posting to the Special 

Events of the Day Page



Resources: A number is 
needed in the box next 
to your resource needs. 

If catering is needed, 
type the number 1 in the 

box

Please check all 
equipment needed.  If 40 equipment needed.  If 40 
chairs are needed, enter 
the amount.  If you need 
a podium, you need to 

mark it.  Adding the 
podium in the “additional 
comment or instruction 

box” below will not 
assign you a podium.



Use the Comment box to 
communicate your room setup 

needs.  You must, however, still call 
Media Services & Catering directly 

with your order details

Use the “Description” box to 
describe your event for possible 

webviewer publishing or the Bates 
Daily.  This entry is optional but 

you’ll need to check the “Publish to 
the Web Calendar” in the Custom 
Attributes if you’re interested in 
publishing this event info to the 

web.

Click Next and continue to 
next page



Review all of the information. 
Make sure it is what you Make sure it is what you 

thought you entered.  Is there 
a space choice? Is time (AM or 

PM) and date right? Is the 
Start and End date the same? 

Etc.



If all the information is correct, 
then hit “Submit Request” or 

click on “Make Changes” click on “Make Changes” 



This page “Event Request Pending” only 
tells you that your request for a room has been 
submitted.  It is NOT a confirmation that your submitted.  It is NOT a confirmation that your 

event has been approved. Once the 
appropriate scheduler has reviewed your 

event, approved request will now move to the 
Approved screen. You will receive an email 

from scheduler to confirm or deny your 
request. Please allow a 48 hour turn around for 
your request. It is important that you read your 
confirmation carefully and call the scheduler 

with any questions you might have. Depending 
on your request and location, more time for 

approval/denial may be needed.  If the request 
is denied or additional information is needed, 

you will be contacted by the scheduler..



IMPORTANT…….

Remember to Contact Media Services and 
Catering directly to place your orders

R25 gives these service providers only a R25 gives these service providers only a 
generic notification to expect an order for 
the event

Catering Office: x6298
Media Services: x6424



Add any event (even those 
you didn’t schedule) to your 

“Reminders” screen by 
clicking the calendar in the 
top right of the details box



Keep track of all of your 
room reservations by 

viewing “My 
Reminders” calendar.  

Double click on the 
individual events to 
view event details

The room number is 
not yet showing on the 
display because R25 
has not yet confirmed 

the event



Use the “Pending” and 
“Approved” links under 
“My Requests” to keep 

track of your events

If you need to change an 
event that is still “Pending,” 

click the “Edit” link to change 
details



Need to request a change or 
cancel an existing approved 

reservations? 



Find the event you 
want to change or 
cancel and click to 
open and use the 
reference number 

and call Claire and call Claire 
Lavallee x 6305



QUESTIONS

??
Contact Claire Lavallee
At x6305 for assistance.


