
Campus Environment

How To Plan Events and 
Request Space at 
Columbia College
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All events must be entered into the College’s Master Schedule.

This can be done by visiting the College Master Schedule (R25)

Go to Columbia’s Homepage and click on Faculty+Staff
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Click on College Master Schedule (R25)
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The first view is for conference rooms 
and lecture halls.
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Or select the view you want:

Events by Date

Rooms by Name

(the selected view is highlighted in gold)
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Rooms by Date view (as a list)



Campus Environment

Rooms by Date (as a grid)
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Rooms by Name view

This view is useful if you cannot 
find your space in any of the 
other views.
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This view (Rooms by Name) provides a 
grid of the space for one week.

Courses 
are in 
red.

Events 
are in 
blue
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Navigate to the date 
or location by using:

Quick Search

Calendar

or  

Filters
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Tip:  The Events by Date view for one week is very 
useful as a quick calendar of specific events.  This 
is a view of all ASL Courses for a week.
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Building codes are listed here:
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To find out information on a space (capacity, 
equipment, layout) or who approves the room, 
click on any space name.
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Determine if the space you want is available.

Use the Rooms by Date (grid view)…

…or the Rooms by Name view.

Click on the time you would like to 
reserve.
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If you already know the space you want to 
request, click on My Requests, then New 

Request.
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Log in



Campus Environment

If you are not currently a user, please click here.

You can click above and create your own account.  You must 
provide a phone number and email address in order for your 
event to get confirmed.
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Complete the request form.  Please provide as 
much information as possible.  Always indicate 
the published start-time of the event (do not 
add in set-up time)
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A department code is required in order for 
your request to be confirmed.
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Indicate your event needs and any 
other special information.
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Enter your set-up information and text that will 
be displayed on the web.
The fields below are particularly useful.  The event set-up 
needs is seen and used by approvers and service providers 
only.  The Event Information field is viewed by the public.
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You can track the progress of your event by 
clicking on Pending (not yet confirmed) or 

Approved (confirmed).
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Pending requests can be changed by clicking 
on the edit link.
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To cancel or change an approved request, click on the 
scheduler’s name and send an email.


