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The Office of Event Management scheduling system can be 

accessed from the Canisius College homepage, located at 

http://www.canisius.edu/. In the navigational menu to 

the left side, click “calendar.” This will take you to the 

online calendar (see below). 
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Checking Room Availability: 

1. Open Microsoft Internet Explorer (recommended web browser). 

2. Access the Canisius College Web Calendar from http://www.canisius.edu.  

3. Click on “Locations,” located in top left corner.  

4. Click on “Event Management Facilities,” located under “Categories” in right blue sidebar. 

5. Located in the upper right corner under the Canisius College logo: 

a. Select the “Day” display (selected by default). 

b. Select desired date in calendar grid. 
 

 
 

6. Located to the left will be a grid view of all the rooms that are available for event scheduling. Select the 

desired time and location by clicking on the corresponding block in the grid. 

7. If the room requested is not available at that time, please repeat steps 5 and 6 until you find a date and 

time that are available.  Once you select a room and time, proceed to the Web Event Request Form. The 

system will now request your username and password (enter your Griffmail information). 

User Logon 
  

Username:  

Password:  
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Requesting Events: 

 
1. Select “New Request” in the upper left corner. The “Welcome” page loads.  You are now ready to 

begin to “Request an Event.” 

a. Be sure to complete all fields as requested. 

2. The “Event Name” field (40 characters) and the “Event Title” (120 characters). 

a. An example: 

i. Event Name:  Canisius College Commencement 2006 

ii. Event Title:  Undergraduate Commencement at Alumni Arena 

b. An example: 

i. Event Name:  WNY  School Counselor Tour   

ii. Event Title:  Join us for the post Tour  Reception 

c. Note:  Please use upper and lower case letters.  These are Event Names and Event Titles, and 

appear on our web calendar. 

3. Choose the “Event Type.”  Go to the pull down menu and select from the list of 37 choices. 

i. Note:  (Unspecified) should not be used. 
 

(Unspecified) Concert Lecture Practice Seminar 
Athletic Meet Conference Lunch Reception Social 
Blood Drive Dinner Maintenance Registration Student Activity 
Breakfast Exam  Meeting Rehearsal Testing 
Brunch Exhibit Open House Review Session Tournament 
Camp Film / Movie Orientation Sale / Information Training 
Ceremony Game Performance Section Workshop 
Commencement Interview    

 
4. Enter the “Sponsoring Organization” using the pull down menu to select your department.  If you 

do not see your department, please e-mail Mark Dzielski @ dzielskm@canisius.edu and let us know 

your “Sponsoring Organization” is not in the pull down menu. 

5. Enter the “Expected Head Count” providing at least your best guess. 

Page 3 of 6 

mailto:dzielskm@canisius.edu


Page 4 of 6 

6. Enter the event “Description.”  The description should be in sentence form and include the following: 

topic of the event, the intended audience, contact information as well as a web link (if available) for 

others to obtain further information 

7. This field should describe the Event in detail.  It provides web viewers with an explanation of the event, 

including prices, and a web link for “more information.”  Please provide lengthy information so it can be 

copied and pasted into the event, avoiding retyping and spell checking. The event “requestor” is 

responsible for providing an event description. 

An Event “Description” Example:  

“The STEPS Committee is sponsoring a personal enrichment seminar on Thursday, April 27 in 

Regis North for women staff, faculty and administrators. Amy Forrest, from the Employee 

Assistance Program, will present “Healthy Women, Healthy Choices” in 2 back-to-back sessions 

from noon - 1pm and 1:15 - 2:15.  Amy is founder of Wellness Solutions, LLC which offers wellness 

consulting services to corporate, community and individual clients. 

“Healthy Women, Healthy Choices" will present the latest up-to-the-minute nutrition information 

on:  The top health issues facing women today and how to eat for optimal health, well being, and 

disease prevention Potential alternatives to hormone replacement therapy, and which foods and 

supplements may help hot flashes and which ones to stay away from.” 

8. Select the “Start” and “End” day and time using the pull downs. Please use the actual event times. DO 

NOT include set up times, make note of that in the “Comments”. 

9. Select the “Space Preference.”  This tells us the type of room you are looking for.  If you are unsure of 

what you need, you can indicate your best guess in the comments field two sections below. 

10. The “Resources” field tells us what tables, chairs, white boards, microphones, or other things you 

think you may need for your event.  Again, if you are unsure of how to specify your needs, use the 

comments field to explain your request in more detail. 

11. The “Comments” field can provide us with any other information you think is important for us to 

know when scheduling your space.  i.e. Please set theater style or  same as event number 2006-aacymq 

12. Click “NEXT.” 

13. Review the “Event Request Summary.”   

14. Click “Submit Request” or “Make Changes.” 

15. Once submitted, you will receive a confirmation e-mail for your event: 

 



 
Checking Event Status: 

1. Select “My Requests” in the upper left corner. 

2. Log in if you are not already (as per step 7 two sections above). 

3. Select “Pending” to review all your requested events that have not been processed. 

4. Select “Approved” to review all requests which have changed state to from “Pending” to “Tentative” 

or “Confirmed.” 

 

Editing or Updating Events: 
1. Events which are “Pending” may be edited by the requester via the online request system. 

2. Events which are “Tentative” or “Confirmed” (approved) may be modified via e-mail only.  Please 

send an e-mail to dzielskm@canisius.edu, hojnackc@canisius.edu, or odojewsm@canisius.edu 

including all pertinent information.  Use the reference number located on the event confirmation e-

mail, or listed in your approved listing on the R25 event calendar software. 
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