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How to Request a Room in the BSB
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How to Request a Room in the BSB

Event Request Wizard

Nelcome to the Event Request Wizard. Please select an Event Request Form to begin.

*Event Request Fo'rrzl Select.. v X }

BDSC Event Request Form

BSB Departmental Request Form
Event Request Wizard
Welcome to the Event Request Wizard. Please select an Event Request Form to begin. BSB Room Req Form

*Event Request Form: | Select BSB Room Request Form - Copy

Business Department Event Request Form

Meyer Conference Center Event Request Form
Music Room Request Form

Paul L. Foster Campus Event Request Form

Page |1 of1




How to Request a Room in the BSB

BSB Room Request Form FOOD IS NOT ALLOWED IN ANY CLASSROOM IN THE BSB.

*add 2 Maatiog:

Please fill out the following form. Request cannot be made less than 3 days before the

date of the desired reservation.

**To make changes previous request, email bsb@baylor.edu, and include request or
reservation number**

No meetings createq. Add Meeting

Contact Information

* Department/Organization Name:
Multiple Rooms:

P Click the "Assign a Room™" tab after adding the date and time to request a specific
[ room. If the room requested is not available, an alternate room, based on
availability, will be assigned or other recommendations made.

* Contact Email:

{

* Contact Phone:

If more than one date and time are needed, click "Add a Meeting" tab and enter
Use following Event the information, followed by adding a requested room for each addition.

“Student Organization Advisor/.Faculty name format: Room and Resource Needs
Member Name of organization or

graduate or faculty +

name of event

Ex. BMSA General

Meetings or N. Howard

Defense or Dr. Becker Other Information

Research Meeting Additional Information:

AN Needs

* Advisor/ Faculty Member Email

Event Details

*Event Name:

* Event Description:

* Event Estimated Attendance:
Submit




How to Request a Room in the BSB — Single
Meetings

Click to request a
specific room

Create Meeting(s)

O Multiple O Recurring

Start Time: 10:00 AM End Time:

the information, followed by adding a requested room for each addition.
* Add a Meeting:

Start Date: 07/11/2022 End Date:

x TEST - Fri, 07/15/2022, 10:00 AM to 10:30 AM |

*Meeting Name:

* Any food or drink planned? (Only allowed in
E201, A301, E301, A401, E401, E231 and

Add esing




How to Request a Room in the BSB — Multiple
Meetings

Create Meeting(s) Create Meeting(s)

O single O Recurring . . O single  ® Multiple O Recurring
1. Choose time of the multiple dates

StartTime:  3:00 PM v End Time: 4:00 PM Start Time: :00 PV End Time: 4:00 PM

October 2022 v % @ Monday Test Group

W R Mon, 09/26/2022, 03:00 PM to 04:00 PM
Mon, 10/03/2022, 03:00 PM to 04:00 PM

s
® Mon, 10/10/2022, 03:00 PM to 04:00 PM
X

Meeting Group Name
Aon, 10/17/2022, 03:00 PM to 04:00 PM

Please enter 2 meeting group name:

Cancel

30 N
2. Choose the dates for
the time selected 4. Enter a

* Meeting Name: * Meeting Name:

name for this
group of dates

Add Meeting Cancel Add Meeting Cancel




How to Request a Room in the BSB — Multiple
Meetings — Repeat steps for another group of dates

Create Meeting(s)

Create Meeting(s) QO single @ Multiple O Recurring

Q single | ® Multiple] O Recurring

1. Choose time of the multiple dates Start Time: :00 PM End Time: 4:00 PM

Start Time: 3:00 PM End Time: 4:00 PM

Today )
o Meetings
Teday

Meetings

@ Monday Test Group
October 2022 v %X @ Monday Test Group
Mon, 09/26/2022, 03:00 PM to 04:00 Ph

x Mon, 09/26/2022, 03:00 PM

x N 10/03/2022, 03:00 PMI Mon, 10/03/2022, 03:00 PM to 04:00 Ph

Aon, 10/03/2022, 03: M

Mon, 10/10/2022, 03:00 PM to 04:00 Ph

Mon, 10/10/2022, 03:00 PM .
Meeting Group Name
Mon, 10/17/2022, 03:00 PM|

Please enter 2 meeting group name: = \"edne’day Test Group
v >

Wed, 09/28/2022, 03:00 PM to 04:00 PA

Cancel

Wed, 10/05/2022, 03:00 PM to 04:00 P\

Wed, 10/12/2022, 03:00 PM to 04:00 PA

3 v
31 Wad 1N/1G/7027 N2:NN DAL tn NA-NN DA

x
X
x
x
X Mon, 10/17/2022, 03:00 PM to 04:00 Ph
X
x
x
X
»
4 »

oose the dates for
time selected

*Meeting

* Meeting Name: 5
L]

4. Enter a

Add Meeting Cancel .
name for this =

group of dates




How to Request a Room in the BSB

FOOD IS NOT ALLOWED IN ANY CLASSROOM IN THE BSB.

*Add a Meeting:

Add Meeting (2]

Assign Rooms

% @ Monday Test Group

Man, 10/03/2022, 03:00 PM to 04:00 PM
Man, 10/10/2022, 03:00 PM to 04:00 PM
Mon, 10/17/2022, 03:00 PM to 04:00 PM
Man, 08/26/2022, 03:00 PM to 04:00 PM

B Wednesday Test Group

X
X
X
X
X

Wed, 10/03/2022, 03:00 PM to 04:00 PM

Multiple Rooms:
Click the "Assign a Room" tab after adding the date and time to request a specific
room. If the room requested is not available, an alternate room, based on
availability, will be assigned or other recommendations made.

If more than one date and time are needed, click "Add a Meeting" tab and enter
the information, followed by adding a requested room for each addition.

Assign Room

Filter

Show Current Filter
CLASSROOM Rooms in BSB
Room Options

¥ Show Only Available Rooms
() Show Shared Rooms

() Show Alt Room Configs

Capacity:

Between

+
Clear
+
+
Clear

-

0]

BSB D110

n
Test

9/26/2022-10/17/2022
M
3:00-4:00pm

Available

Test
9/28/2022-10/19/2022
w

3:004:00pm

Available

Choose from available rooms

generated for requested date(s) and

time(s)

Cancel




How to Request a Room in the BSB

* Allow 3 business days for
requests to be processed

* If changes to requests or
approved requests are needed,
email bsb@baylor.edu. Do NOT

submit a second request.



mailto:bsb@baylor.edu
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