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Skidmore Event Schedu

Sign In

Userid *

mbove

Password *




SITE HOME MY HOME

CREATE A RESERVATION

To BROWSE for scheduled events, click EVENTS or LOCATIONS in the left navigation
MY EVENTS

BROWSE st space, click [ [ﬂ CREATE A RESERVATION in the left navigation. Select the appropriate Reservation Template and click BOOK NOW. For information on each template click ABOUT

. EVENTS To review the status of your request, make changes to a request, or add catering or other services, click on [ﬂ MY EVENTS in the left navigation

9 LOcATIONS ) ) ) ) N
Space requests will be reviewed Monday through Friday. Space managers will try to respond to requests within 48 hours

LINKS Space requests are currently being accepted through May 19, 2018. Dates after May 19, 2018 will be grayed out.
Event Scheduling Tips Spaces must be requested 24 hours in advance (not including weekend hours). For last minute space requests please contact the Scheduling Office.

How to Request Catering Click on (@) for more information or help on that page or section.

Event Setup Form
Questions?

Event Calendar
Contact: schedule@skidmore_ edu

Tel: 518-580-5599




# HOME

My Reservation Templates

CREATE A RESERVATION
Space Reguest
MY EVENTS
Murray-Aikins Dining Hall

BROWSE
Catering Only
M EveEnTS
Dining Hall Meal Tickets & Table Line
@ LocATIONS

Tang
LINKS
Tables & Poster Spacas
Surrey Reservations

Library Group Study Room
Event Scheduling Tips

How to Request Catering Vehicle Reqguest Form

Event Setup Form Media Services Only

Event Calendar
Dance Center

Test




Media Services Only

About The "Media Services Only" Template

INFORMATION BOOKING RULES

Office Hours:
Open Menday through Friday from 8:00 AM to 10:30 PM (Clesed 12-1pm) and
Sunday 12:00 PM to 10:30 PM

MNote: There is a 48 hour minimum notice for Equipment or assistance

requests. Mo guarantees can be made for same day requests. Please note that
for setups “ Start/End” time is when media services will arrive to set up and
return to strike equipment if needed, or the time in which you intend to pickup
your eguipment. Please include as much infermation as possible about the
equipment or AV needs for your event or reservation. Media services does NOT
supply adapters ("dongles") or presentation remotes for events. We are happy
to assist guests with connecting their media or dongles to our AV equipment. If
you have any questions or concerns you can reach our staff anytime at
Mediaservices@skidmore.edu or x5940.

-

Book Mow With This Template

NN



x Media Services Only @

1 Service Availability
New Booking for Tue Jun 26, 2018

Date & Time

Media Services
Must be submitted at least 48 hour(s) prior to the start of the booking
Date « Available to the following Building

Tue 06/26/2018 & Recurrence

Start Time End Time
12:00 PM O] 1:00 PM

Create booking in this time zone

Eastern Time

Location Details

Buildings

Media Service Request

Location *

Pick up




x Media Services Only @

Services For Your Reservation

lMedia Services

Start Time [ET] End Time [ET]

12:00 PM O] 1:00 PM
[+ | have read and agree to the terms and conditions

Reserve Equipment for Pickup

Rezerve Eguipment for Pickup (click here)

Equipment Needed for Location not found in EMS

@eeded - Special Details (click hereg)

@

1 Service Availability

Service Type

Media Services Satup

2 Services




Reserve Equipment for Pickup (click here)

List the equipment vou would like to reserve in the Special Instructions box.

1 +

Special Instructions

Will pick up PC |aptop to take on conference for 3 dayzl

Equipment Needed - Special Details (click here)

Special Instructions

Meed Mac laptop brought to Special Programs conference Room for meeting

Space not listed in EMS n Cancel




x Media Services Only @

Services For Your Reservation

Media Services

Start Time [ET] End Time [ET]

12:00 PM 0} 1:00 PM
|#| | have read and agree to the terms and conditions

Reserve Equipment for Pickup
Reserve Equipment for Pickup (click here)
Equipment Needed for Location not found in EMS

Equipment MNeeded - Spacial Details (click herg)

Create Reservation

3 Reservation Details

1 Service Availability

Services Summary

@ Media Services, 12:00 PM - 1:00 PM, Media Services Setup

Media Services Setup
Reserve Equipment for Pickup (click here) #

AN



x Media Services Only @

1 Service Availability 2 Services 3 Reservation Details
Reservation Details

Event Details

Event Name * Event Type *

Group Details

Group *

1st Contact

[# | have read and agree to the terms and conditions

Create Reservation




AN EMAIL CONFIRMING YOUR REQUEST
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