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1. Create an account by clicking on “Log In” in the upper right-hand corner 

2. Once logged in: Click on Venues from the top menu 

3. Choose a venue from the groups listed 

4. Scroll down and choose what space you would like to book and then you 

are able to see what is currently booked to avoid conflicts 

5. If your space is available, click the “Book Now” button 

6. Click “Add Dates” and choose your date(s) and event start and end times 

and then Click “Add” 

7. Click “Add Space” and select all spaces you are reserving and then click 

“Add” at the bottom of the pop-up window 

8. If you already created a group when you created your account it should 

be selected, if not, please click “Add Group” to create your group 

9. Name you event, insert approximate number of attendees and an 

optional description of your event 

10. Add any services or equipment then click “Continue” 

11. Click “Submit for Review” 
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