S 0 U T H D A K 0 TA M I N E S | Scheduling & Event Operations

An engineering, science and technology university Facilities, Risk & Services

Scheduling tips for the online request system

Scheduling & Events Operations, located on the main level of Surbeck Center, works with students, staff, faculty,
and the community to ensure optimum use of Surbeck Center and other general use spaces of the

university. Scheduling coordinates the use of university facilities and associated personnel, services, and
equipment to support academic, student, community, and professional activities on campus. All scheduling of
campus resources for meetings and events begins and ends with Scheduling & Event Operations.

When all information has been provided and the request has been successfully submitted, an electronic
confirmation will be emailed to the contact person reserving the space. Based on the information provided, all
facilities, services, equipment and estimated charges will be reflected in the event confirmation. All customers
need to review this confirmation to ensure its accuracy. If any additions or corrections to a reservation are
required, please notify us immediately. All changes to your reservation must be provided to Scheduling & Event
Operations at least forty-eight hours prior to the day of the event to avoid any protentional penalties.

Please note that your request is not confirmed until you receive confirmation from the Scheduling & Event
Operations staff. If you have not received confirmation, contact Scheduling & Event Operations to follow-up on
your request's status.

The Scheduling & Event Operations staff must optimize the needs of all parties; this may involve reassignment of

your event after confirmation. In the event this does need to happen, Scheduling & Event Operations will work
with you to ensure your event happens with minimal disruption.

Useful Links:

Scheduling and Event Operations

Scheduling System-Click Here

sdsmt.edu - 605.394.6774 501 E. Saint Joseph St Rapid City, SD57701-3995


https://www.sdsmt.edu/events/scheduling-and-event-operations/index.html
https://sdmines.sdsmt.edu/cgi-bin/global/rs_update_reserves.cgi

SOUTH DAKOTA MINES

Scheduling & Event Operations
An engineering, science and technology university

Facilities, Risk & Services

HOW TO SCHEDULE A ROOM:

i ) Suggested Sites = ) Missing ‘Glee’ star KL =

South Dakota Schools of Mines - Event Scheduling
DB Login o Reserve a Room |
December 21, 2020

Schedule December 21, 2020
Dec 20-26

2020

Day -Week - Week 53
Previous Next

Sun 20 Won 21 Toe 72 Wed 23 Thu 24 Frigs

Sal 26

51 13 14 15 16 17 18 18
52 20 21 22 23 24 25 26
53 27 28 29 30 A

SDSMT
CBEC BUILDING
- CIVILIMECHANICAL BLDG.
- CLASSROOM BLDG
- DEVEREAUX LIBRARY
- DOWNTOWN CAMPUS.
EEPBLDG.
- GROUNDS
KING CENTER
- MCLAURY BLDG
- MINERAL INDUSTRIES BLDG
- NON-CAMPUS LOCATION
- OTHER
PEARSON ALUMNI/CONFERENCE CENTER
- STADIUM
SURBECK CENTER
- SURBECK EQUIPMENT

[ R—

Select the date & building where you would like your event to take place:

sdsmt.edu - 605.394.6774 501 E. Saint Joseph St Rapid City, SD 57701-3995
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South Dakota Schools of Mines - Event Scheduling A
SDSMT [Calendar ]

December 21, 2020
Schedule December 21, 2020

SURBECK CENTER Dec 20-26
December 2020 202
December 21. 2020 Day - Week - ek 53
le| <] Tosay  |=|>] —— st
] Snfon) el ] Sun 20 lon 21 Tue 22 Wed 23 Thu 24 Fii2s Saiz6
) T2 3045 THananGE
506 7 & 9 101 12 SC Balloom - FELDSPAR [5.00am-11.00pm 6.00am-7.30am [6:00am-7-30am 6.00am-7-30am [6-00am-11.00pm 6.00am-11 00pm 6.00am-11.00pm
51 13 14 15 18 47 18 19 ROOM (1) OSED CLOSED - Opens &t |CLOSED-Dpensal  [CLOSED - Opensat  |CLOSED CLOSED CLOSED
5220 21 22 23 24 25 % (6:002m-11-00pm 7:30am - 7:3 |6:00am-11:00pm Dining [5:00am-11.00pm 5:00am-11:00pm
53 97 28 29 30 a1 CLOSED 6:00am-11:00pm Dining |6:00am-11:00pm Dining (6-00am-11-00pm Dining |Seating CLOSED CLOSED
I6:002m-11-00pm Dining |Seating [seatin Seating 6:00am-11:00pm Dining [6-00am-11-00pm Dining
Sealing 4:30pm-11.00pm 14:30pm-11:00pm 4-30pm-11-00pm Seating Seating
CLOSED ICLOSED CLOSED
SDSMT ISC Balloom - GARNET [G:00am-11-00pm 6:00am-7-30am [6:00am-7 30am 6:00am.7-30am [6:00am-11-00pm 6:00am-11.00pm 6:00am.-11-00pm
_ CBEC BUILDING ROOM (1) CLOSED CLOSED - Opensat  [CLOSED-Opensat  |CLOSED-Opensat  [CLOSED CLOSED CLOSED
- 16:00am-11:00pm 7:30am |7-30am \7-30am |6:00am-11:00pm Dining |6:00am-11.00pm 6-00am-11-00pm
CIVILMECHANICAL BLDG. CLOSED |6 00am-11'00pm Dining |6:00am-11:00pm Dining 600am-11-00pm Dining |Seating CLOSED CLOSED
- CLASSROOM BLDG. |6.00am-11-00pm Dining |Seating iSeating Seating 6:60am-11.60pm Dining |6:00am-11-00pm Dining
- DEVEREAUX LIBRARY Sealing |4:30pm-11.00pm |4:30pm-11:00pm 4:30pm-11.00pm Seating Sealing
- DOWNTOWN CAMPUS [CLOSED |CLOSED ICLOSED
- EEPBLDG [SC Ballroom - GRANITE  |5.00am-11.00pm 6.00am-7-30am l6:00am-7-30am 6.00am-7-30am [6:00am-11.00pm 6.00am-11.00pm 5.00am-11.00pm
_ GROUNDS ROOM (55) OSED CLOSED - Opens at  |CLOSED - Opensal  |CLOSED - Opensat  [CLOSED CLOSED CLOSED
_ KING CENTER (6°:00am-11-00pm 7.30am 7:30am [7-30am [6:00am-11-00pm Dining |6:00aM-11:00pm 6:00am-11:00pm
 MCLAURY BLDG. CLOSED 6.00am-11.00pm Dining 5:00am-11:00pm Dining (5:00am-11-00pm Dining (Seating CLOSED CLOSED
(6:002m-11-00pm Dining | Seating Seating ‘Seating 5:00am-11:00pm Dining |6:00am-11:00pm Dining
- MINERAL INDUSTRIES BLDG. Seating |4:30pm-11-00pm l4:30pm-11-00pm 4-30pm-11-00pm Seating Seating
- NON-CAMPUS LOCATION CLOSED (CLOSED CLOSED
- OTHER SC Ballroom - MICA RDOM |5 0gam-11.00pm & D0am-7-30am -7 30am 6.00am-7-30am |6:00am-11.00pm 6 .00am-11.00pm 6.00am-11.00pm
- PEARSON ALUMNICONFERENCE CENTER (") CLOSED CLOSED-Opensat  |CLOSED-Opensat  [CLOSED-Opensat  [CLOSED CLOSED CLOSED
- Physical Plant 16:00am-11-00pm 7:30am [7:30am 7-30am 16:00am-11:00pm Dining [6:00am-11:00pm 6:00am-11:00pm
CLOSED |6 00am-11 00pm Dining |6:00am-11:00pm Dining |6 00am-11 00pm Dining |Seating CLOSED CLOSED
- STADIUM 16:00am-11-00pm Dining |Seating iSeating ‘Sealing & 00am-11.00pm Dining |B-00am-11-00pm Dining
+ SURBECK CENTER Seating |4:30pm-11.00pm |4:30pm-11:00pm 4:30pm-11.00pm Seating Seating
SC MYSTIC ROOM |CLOSED |CLOSED ICLOSED
SC STUDENT INVOLVEMENT CE (SC Ballroom - QUARTZ  |5.00am-11.00pm 6.00am-7-30am l6:00am-7-30am 6.00am-7-30am [6:00am-11.00pm 6.00am-11.00pm 5.00am-11.00pm
SC 1 Maintenance ROOM (1) OSED CLOSED - Opens &t |CLOSED-Opensal  [CLOSED - Opensat  |CLOSED CLOSED CLOSED
SC GRUBBY'S REC CENTER l6-00am-11-00pm 7.30am 30am 7:30am |6:00am-11:00pm Dining [5:00am-11:00pm 6:00am-11:00pm
S BUMP LOUNGE CLOSED 6.002m-11.00pm Dining |5:00am-11:00pm Dining (5:002m-11-00pm Dining (Seating CLOSED CLOSED
[6:00am-11:00pm Dining |Seating |seating Seanng 6.00am-11.00pm Dining |6.00am-11.00pm Dining
SC Recker Shop seating |4:30pm-11-00pm |4:30pm-11-00pm 4°30pm-11-00pm seating Seating
SC CAFETERIA CLOSED ICLOSED CLOSED
SC DORR ROOM BUMP LOUNGE (8) + + +) + + +| +
SC OUTSIDE ENTRANCE |6-00am-11-00pm 6°00am-7-30am 6:00am-7-30am 6-00am-7-30am |6:00am-11-00pm 6:00am-11-00pm 6:00am-1100pm
SC HARDROCK ROOM 6127 CLOSED CLOSED - Opens &t [CLOSED - Opensal  [CLOSED - Opensat [CLOSED CLOSED CLOSED v

El » srerec oo

You may also select the room to narrow down:

sdsmt.edu - 605.394.6774 501 E. Saint Joseph St Rapid City, SD 57701-3995
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° ) g /scmines sdsmbeducgi-bin/global/ sdprotectedrs_update reservas.cgTmode=weekBdate=2020122) Bdocationd= | Bresourceid=146&page= - @] | seancn. o~
& Update % | I3 howto screen shot - Bing
Fle Edit View Fwvortes Took Hep
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South Dakota Schools of Mines - Event Scheduling

spsmT Calendar v
December 21, 2020
Schedule December 21, 2020
SURBECK CENTER Dec'20-26
December 2020 2
December 21, 2020 Day - Week - \esk 53
le<| <] Togay ||| .
evious Next
g (el Wed Thu] FrifSal Sin7o Hion 21 Tue s Wed 73 Thuzd RES S8
4 T2 3 45 SCOCRR ROOM 5] n 5 ¥ 3 + 5 B
s 6 7 & 8 101112 5 00am-11.00pm 6 00am-7-30am l6:00am-7-30am 5 00am-7:30am l6:00am-11-00pm 5.00am-11.00pm 6.00am-11.00pm
51013 14 15 16 17 18 19 CLOSED CLOSED-Opensat  |CLOSED-Opensal  |CLOSED-Opensal  [CLOSED CLOSED CLOSED
5220 21 22 23 24 25 26 5 00am-11-00pm 7.30am 7:30am 7 30am & 00am-11.60pm 6:00m-11-00pm
o o7 o8 9 0 a1 cLoSED 4 30pm-11.00pm |4:30pm-11-00pm 4 30pm-11.00pm cLoSED CLOSED
cLosED lcLoseD cLosED

SoSMT
- CBEC BUILDING
- CIVILMECHANICAL BLDG.
- CLASSROOM BLDG.
- DEVEREAUX LIBRARY
DOWNTOWN CAMPUS
- EEPBLDG
- GROUNDS
- KING CENTER
- MCLAURY BLDG.
- MINERAL INDUSTRIES BLDG
- NON-CAMPUS LOCATION
OTHER
- PEARSON ALUMNICONFERENCE CENTER
- Physical Plant
- STADIUM
+ SURBECK CENTER
SC MYSTIC ROOM
SC STUDENT INVOLVEMENT CE
SC 1 Maintenance
SC GRUBBY'S REC CENTER
SC BUMP LOUNGE
SC Rocker Shop
SC CAFETERIA
SC DORR ROOM
SC OUTSIDE ENTRANCE
SC HARDROCK ROOM 6127

H £ Type here 1o search

Once you have determined which date, building and room you would like — click on the + in the top right hand
corner of the room you wish to use:

& Update - Intemet Explorer

- 8 =
Reservation infarmation Date/ Time Contact Information Scarch Gining i Speaker
Resenvaiion Tile Date First Name Last Name: Dining Services Needed: O Yes @ o
[Test tor Marnie 12/202020 immdivy) [ || Mo e e < gt o s e
e T T T S e W e e
# of Atiendees Start End Email ven
E 1PM w60 v [2PM e ] | Speaker C)Yes ® No

Motes (private)

Resenation Type: sewp Cleanup Enose:
|campus Department < ~|oo ~| ~lloo~] |
Setup into Erpmar No
Resource Add Resouice Facilities Setup
Organization Name
SC DORR ROOM ~ 2 [
Organization Websie:
] Gpen Walls [
Created 8y Speaker Name
[Susan Scrwartz f
Eman :
Speaker Tie:
[Busan Scwanz@sdsmiedu f pea)
[~ Speaker Topic:
[asa 2418 peaer Top

Speaker Amount Paid
2000

Speaker Funding Source:

Reservaton History

Date/Time Action Performed By Emanl Pnone

Save | Submit | [ Ciose

(= PR

sdsmt.edu - 605.394.6774 501 E. Saint Joseph St Rapid City, SD 57701-3995
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SOUTH DAKOTA MINES

An engineering, science and technology university

If you need more than 1 resource — click the link to add resources and select the additional resource from the drop

down list. You may enter multiple rooms if needed.

Scheduling & Event Operations
Facilities, Risk & Services

Dining / Speaker

Dining Services Needed- O Yes O No

‘ Allfoed and drink served on campus must be purchased through |

Reservation Information Date / Time Contact Information Search
Reservation Title Date: First Name: Last Name:

| [0107:2021 | (mmiddiyy)
# of Attendees: Start: End: Email:

[ ~vlfoov] [ ~]foov]| |

Reservation Type: Setup Cleanup Phone:

vl [ ~lfov] [ ~v]foov]| |
Setup Info: Repeat No

Resource Add Resource Facilities Setup

Ararrark Dining Ssrvices or grous must have 2n approved food waiver
Speaker: OYes ONo

Motes (private):

Organization Name:

[SC DORR ROOM ~| |

vl |

| ¥ [v]

[J Open Walls

Created By:
‘Stephanie Lindsley |

Email:
‘ Stephanie.Lindsley@sdsmt.edu |

Phone:

(605) 394-6774

Reservation History

Date/Time Action Performed By Email Phone

‘ Save H Approval || Close |

Enter requested information:

e Reservation Information
o Title —how your reservation will appear on the Scheduler
o # of Attendees — number of people attending the event
o If external guests or minor will be attendance

|0rganizati0n Website: ||
|Speaker Name: |!
|S peaker Title: |
Speaker Topic: I

Sieaker Ameount Paid |

Speaker Funding Source:

o Setup Info —any additional information needed for your event

e Date/Time — date and time of the event
o Start — actual start time of event
o End-actual end time of event

o Setup —if your event requires time for you to prepare. This will be the time your reservation will

begin

sdsmt.edu - 605.394.6774

501 E. Saint Joseph St Rapid City, SD 57701-3995
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o Cleanup —if your event requires time after it is over. This will be the time your reservation ends.

o Repeat —if you would like to reserve multiple dates for the same event, select repeat. Select the
occurrence that applies to your event. For example, if your event meets each Monday until the
end of term — select weekly, enter the last day of the meeting, enter every 1 week and check

Monday:
Reservation Information Date / Time Contact Information Search Dining / Speaker
Reservation Title Date: First Name: Last Name:
[ | [0107/2021 | (mmiddiyy) [ ] [ |
# of Attendees Start: End Email: - ~ |
Speaker: UYes (UNo
[ vfee~v] [ vlov] | \ " |

Notes (private)

Reservation Type

Setup Cleanup Phone. |
v vj[oov] [ vjfoov] | J I

Setup Info Repeat. Vo |
A
Resource Add Resource Facilities Setup
Organization Name: |
[SC DORR ROOM ~ [ v ]
A

Organt Website:
[ Open walls ‘ v] [ i

Created B Speaker Name: |

Stephanie Lindsley [ i
N i

Email Speaker Title

Stephanie Lindsley@sdsmt.edu ‘ ‘

Phone

Speaker Topic |
(605) 354-6774 ‘ ‘
|

Sieakzrﬂmoum Paid |

Speaker Funding Source

Reservation History |

Date/Time Action Performed By Email Phone |

|
|
|
' No
'Daily
"Weekly
' Monthly
L Ad Hoo

Until [05/01/2021 (mm/ddfyy)

Recurring:

Every weeak(s)

[ sunday
Monday
[JTuesday
Owednesday
I Thursday
[ Friday

[ saturday

| Submit || Close |

o NOTE - If your repeating event ends up with multiple conflicts, try another room, or contact

usc@sdsmt.edu for help.

e Contact Information
o First & Last Name
o Email

sdsmt.edu - 605.394.6774 501 E. Saint Joseph St Rapid City, SD57701-3995
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o Phone number
e Dining / Speaker
o Dining Services Needed — will you be serving food or beverages at your event, yes or no
o Speaker — will an outside person or group be speaking at your event, yes or no
= [fyes, please complete the information below
Click save when all fields are complete.

Once your request is approved, you will receive a confirmation email. Please keep for your records in case any
questions arise.

sdsmt.edu - 605.394.6774 501 E. Saint Joseph St Rapid City, SD 57701-3995



