
1. After logging in with your credentials please click in the calendar image circled in red, as 
shown below. 

 

2. The window listed below will open, please click on “Create an Event” as shown below 
circled in red.  

 

 

 

 

 

 



3. You will then be taken to the screen listed below. Please make sure to fill out all the areas 
with (*) to process a complete request. Make sure to include your team/organization name 
in the Organization tab and the Event Name tab as shown below.  

 

These areas must be filled out: 

*Organization 

*Event Name 

*Summary 

*Location 

*Date 

*Time 

*Contact Information 

*Additional Information 

*Tasks (Ex: HVAC, Lights) 

*Insurance Info 

 

 

 

 

 

 



 

4. Please make sure to agree to the Terms and Conditions and Submit. 

  


