Myschoolbuilding.com


Welcome to the OCU Event Scheduling Request system. This system will help you to schedule a location and room on campus and then notify the appropriate personnel of your event requirements. 

Registering-3 easy steps!
1. Log onto myschoolbuilding.com
1. As a first time user you will need the following:
1. Account Number:  746615915
1. Password:  gostars
1. Choose the 2nd tab-Schedule Request
1. Follow the prompts and complete the information requested.
1. If you have registered before all you will need is your email address as seen in the screen below. After you enter your email address, click Submit.
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Entering a Schedule Request –(2nd tab)

1. Choose a schedule that best describes your needs- In most instances it will be the Normal Schedule choice. 
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The Schedule Request form is very user friendly and easily navigated. In this handout it will be broken down into 5 sections.

Section 1: 
      Booked by: (Verify your name and email address)
Event Title
Event Description (not required to process your request but helpful to Event Mgmt.)
Location (choose from the drop down menu)
Room  (choose from the drop down menu the space within the building you want to reserve
Start and End Time
Set-Up and Breakdown Time
Verify Duration of Event
Tentative Booking (optional)
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Section 2:
Organization (Your department or student organization)
   	Contact Name, email, phone numbers, etc.
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Section 3: Insurance (This section for Event Management use only)
· It is not necessary to provide billing address, document number, PO number or insurance information. 






Section 4: Set-Up Requirements Section:
This is area is where you will check all the appropriate boxes that pertain to your event.  Click each box that is required for your event. If you click a box you must provide details in the service description box. If you do not provide a description of the required services the system will not allow you to submit your request or proceed to the next step. Be as detailed as possible.  A reminder email is sent out to each service provider 48 hours prior to your event and then again 24 hours prior to your event.  
This is the list of who gets notifed via email when a service is selected:
· Audio Visual-Daniel Haun in Campus Technology for all AV needs.
· Climate Control notifies Mark Clouse about temperature needs (heating and cooling)
· Communications-Caitlin Carnes so that she can direct phone calls and inquiries to the person organizing the event. (Always check this box and enter FYI)
· Event Breakdown-Ruth Sutter.
· Event Set-Up-Ruth Sutter of set-up requirements. This is the box where you must provide information about the number of tables and chairs you will need for guests as well as tables for catering service.   Be as detailed as possible!
· Food Services-Brett Wheat-Simms of your catering needs. If you know that you will require catering  but do not know what the specifics are, indicate in the description box that you will contact him to finalize the menu.  You may also request table linens in this description. 
· Grounds-Matt Doerr (Turf Appeal).
· Parking and Security-OCU Police Department.  Do you need a room unlocked at a specific time, a parking lot reserved, or simply to notify the police department  that visitors will be parked in your lot? This is where you will enter that information.   Always check these two boxes and enter FYI.  It is imperative that OCU Police stay informed of all events.
· Wheelchair lift-Debra Smith/Ruth Sutter-Check if you will have visitors who need assistance and arrangements will be made to accommodate them.
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Section 5: Please provide the information if it pertains to your event.
        Number attending (adults & children)
        Number of extra chairs
        Number of parking spaces
        Other needs
 Event visibility box-always check yes!
        Enter your password and click save. 
        The request will then be routed to the Event Management where it will get final approval. 
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What happens next?  
Your request goes to the approver. This could be the building manager of the location where you want to hold your event or to Event Management for final approval. 

How do I know if my request was approved? 
Click on the “My Schedule Request” tab.  You can see the progress of your request.

What if I need to cancel or change the date of my event?
Once you have submitted your request you cannot change it.
Contact Debra Smith at 208-6251 or Ruth Sutter at 208-6250. You can also submit  your change request via email to dasmith@okcu.edu or to rsutter@okcu.edu
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