
Select the event type that best fits the type of reservation you are
requesting 

       **ONLY select event types that begin with ‘CR’**

Search for your student organization or department 
You can also add additional organizations that may be sponsoring this
event

Enter your expected number of participants 

Enter a detailed description of your event. Including all activities and
expected equipment you plan to bring (if applicable)

Enter your desired date here. If this is a recurring reservation, please see
‘repeating pattern’ below

Select 'Repeating Pattern' for events that will occur over an extended
period of time. 

Example: practices & trainings

‘Manage Occurrences' can be used to edit time and add comments for
specific dates.

Please select ‘Recommended Locations’ to view the available locations
associated with the event type that was selected
If you cannot see the location you are looking for, deselect 'Hide Conflict'
and you can see why there is a conflict.

Please select ‘Recommended Resources’ to view the available resources
associated with the event type that was selected
**ONLY use locations that begin with ‘CR’**

Find these by typing ‘CR’ into the right-hand box

Depending on the event type selected, you will be prompted to answer
additional questions. Please complete additional event information when
prompted. 

Please note the available
quantity of each resource 

Click ‘Save’ to submit your
reservation request form

'Event Form' is where you will find
the reservation request form.

Use the 'Quick Search' tool to
search for events, locations,

resources, and organization. This
tool allows customized and saved

searches for later use!

Use the 'Find Available Locations'
tool to look for availability by

time/date or location.

Starring events, locations, and
resources allows for quick reserving

and will auto populate when
creating events and searching.

Customize the dashboard by
adding or taking away tools.

Please note the capacity of each
location. The availability of locations is

dependent on the entered expected
head count and capacity.

If you would like to take part in a CORE
Rec Trip:

‘CR Custom Outdoor Rec Trip’

If you would like to request the
Firepit/Patio Combo:

‘CR Fire Pit’

If you would like to request any Private
Fitness Classes:

‘CR Private Group
Fitness Class’

If you would like to request a 
Lifeguard Course:

‘CR Lifeguard 
Certification Course’
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Home Page Navigation

Enter the name of your event or reservation

Event Form Navigation

Need help choosing
an event type?

Enter additional pre and post-event time if needed. This includes any
setup or teardown.

If you would like to request Group
Swim Lessons:

‘CR Group Swim Lessons’

If you would like to request a CPR
Certification Course:

‘CR CPR Certification Course’


