
 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

Step-by-Step Instructions: 
 How to Request Campus Spaces 



2 

 

Using the Campus Calendar 
 

1. Open your browser and go to the e-Net page.  

2. Locate the links (below) 

 

3. Click on Space Request.  

4. Click on Faculty/Staff Viewer. 

 

5. You will be asked to login. Use your email login and password. 

6. Click the Login button. 

 

You should now see the calendar with todayôs date displayed. 

 

7. Locate the links in the upper right of your calendar window (below) 

 

8. Click Spaces to reveal a calendar with indications of busy/vacant times. 

9. Locate the calendar at the left. (below) 

 
 

Click the right arrow 4at the right of the date to 

select the month. Then click on the day of the month 
you want to reserve. 

 
10. Locate the Space Quick Search box at the left. (below) 

 

Type the name of the building where the room is 
located and click Go.  (e.g. Oaks) 

 

http://idou.elon.edu/wv3fs
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12. Select the room by clicking the View Events link. (below) 

 

You can click on the space name to see specific details for each room. 

 

13. You will see the room busy/vacant periods. Holding your mouse over the 
shaded area will indicate the event. 
(below) 
  

In this example, the room is reserved 
on Monday from 10:30 to 12:30. If 
you want to reserve the room from 
9:00 to 10:00 on Monday, it is 
currently available. 
 
Note: Although the room appears 

available, you cannot determine if a request for the room/time is waiting 
in the schedulers DRAFT box. If someone made a request before you, 
you will be contacted by the scheduler so you can choose another room 
and/or time. 
 

14. To request an available space, click  in the top right corner. 

15. You will now see another screen where you may provide the details of 
your event. Please be very specific.  (BELOW) 
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Please do not abbreviate the event name and description. These will be 
displayed on the calendar for everyone to see. It is necessary that the 
appropriate event type and organization is selected. Click the arrows to 
get the drop-down options. Give an accurate headcount. 
 
16. Next you will need to select the specific space you want to request from 

the dropdown menu.  Please note only the spaces listed in the 
dropdown menu can be requested through R25. 

 

 
 
17. In the next part of the form, you may fine-tune the times and dates.  

(below) 
 

 
(If making a reservation for multiple days it is important to select 
each day using the Ad Hoc found under the repeat options.  If you 
need multiple dates with various times, your must submit additional 
requests or explain these additional dates and times in the comment 
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box at the end of the form so the scheduler can include these dates 
and times.) 
 

18. After selecting the dates and times, you should select the resources. 
Submitting a request will only informs the resource providers that their 
service is needed.  Requesters are required to contact the resource 
providers directly to confirm resources after the space has been 
assigned.  Instructions will be included in your space assignment 
confirmation.   

 
 
When requesting resources it is important to consider setup and take 
down times (see appendix I for specific times).  The event scheduler will 
build this additional time when processing the request. 
 

 
19. Use the comments box to provide additional information you need to 

convey about the logistics of the event.  If you need to include set up times 
or additional dates and times, this is where you can explain in detail.  
Providing specific details will assist the event scheduler in 
completing your event in a timelier manner.  (below) 

 
 
20. Use the Full Description box to describe your event.  For the scheduler to 

correctly process your request it is required that you provide a thorough 
description of the event  If you have asked to have it put on the Web for 
the world to see it should be checked for errors and makes sense to 
people reading it. The button that places the event comes later on the 
form. (below) 
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21. The final step in the process is to click the next button. This will send your 

form to the system and return a copy of the information you sent. Verify 
the information and make any needed corrections and send in your final 
form. (below) 

 

 
 
 
24. You will receive an initial notification summarizing your event request.  

This is NOT an event confirmation.  Please save this notification as record 
of your event request.  

 
25. You will receive a confirmation email from the Moseley Center after the 

space has been assigned.  The complete event reservation process 
should take between 2-3 business days depending on the multitude of the 
space request.  Spaces will only be assigned during business hours (8am-
4pm, Monday-Friday).   
 

26.  You can check which request are pending or approved clicking on the 
respected links on the request and event page.  (below)  
 

 
 Pending eventsðstill are in Draft state.  This request still needs to be 
 processed by the schedule. 
 
 Approved eventsðevents are either in Tentative or Confirmed state. 

¶ Tentative: Space has been assigned but waiting on specific approvals 
that might be needed. 

¶ Confirmed: All spaces have been assigned.  You should have received 
an email conformation for this event. 
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You may find the list of a specific space scheduler by clicking ñDirectoriesò 
on the e-Net page and following the Room Scheduler Directory link. 

 

 
 

For any questions or assistance with the webviewer or making a request feel free 
to contact the Moseley Center Front Desk at (336) 278-7215. 

 
 

Please see below for other important information regarding event requests 
regarding setup and take down times and event reminder emails. 
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Appendix I 
 

Please consider the additional times when requesting resources.  The space scheduler will 

build the time into your reservation so when completing the event request form only 

select the actual start and end time of the event. 
 

Physical Plant: (Questionsðcall x5500) 

 Set up BEFORE event Take-down AFTER event 

Please note: Room and table 

Set ups should be 

completed before all other 

resource set ups can begin. 

  

Most Rooms 1 hour to 2 hours 

(depending on set up needed 

and resources requested) 

30 minutes to 1 hour 

 

Catering: (Confirmðcall x5330) 

 Set up BEFORE event Take-down AFTER event 

*All times may vary 

depending on the size of 

group and type of 

dinnerware used. 

  

For any served meal/china 

buffet* 

2 hours 2 hours 

For a casual buffet* 2 hours 1 hour 

For any break* 1 hours 30 min 

For bag lunches 30 minutes 30 minutes 

Receptions* 2 hours 2 hours 
 

Event Technology Support: (Questionsðcall x6521) 

 Set up BEFORE event Take-down AFTER event 

   

Computer & data projector 1 hour, no later than 30 

min. 

15 minutes 

To set stage (microphone on 

podium) 

1 hour, no later than 30 

min. 

15 minutes 

To set stage (microphone on 

podium, computer and data 

projector) 

1 hour, no later than 30 

min. 

30 minutes 

To set sound system 

(Whitley, McKinnon, 

Yeager, Woods Center) 

1 hour, no later than 30 

min. 

30 minutes 

To set sound in Alumni 

(small event) 

1 hour, no later than 30 

min. 

30 minutes 

To set sound in Alumni 

(Convocation-size event) 

5 hours 2 hours 

 


