]OHNS HOPKINS Student Affairs

UNIVERSITY Scheduling & Event Services

PRIORITY
SCHEDULING
PERIOD

During Priority Scheduling, space will be assigned based on date and
appropriate location through the Scheduling and Event Services Office.
Starting June 30™, space requests may be submitted for event dates
occurring after October 15™ for the upcoming academic year. Please
note all requests must be student-focused, with 90% of attendees being
JHU offiliates or incoming students except for M-F 8am-3pm.

1 May 9 June 23 June 15 October

Wave 1: Annual Wave 3: Rehearsal & Wave 5: Reoccurring Wave 7: All department
Institutional Student performances for student student-focused & weekly reservations for student-
Focused Engagement arts organizations (except student organization focused, non-academic
Student Focused theater, included in Wave 1) | meetings; students events any time the building
Engagement Events & ' organizations events; is open and for
theater tabling requests departmental activity
rehearsal/performances Ilgej(:jween 8am-3pm Monday-
riday

Wave 2: Undergraduate & Wave 4: USS Departments Wave 6: USS departments
graduate registered student hosting student-focused reservations for meetings
organization events (not and non-academic and activities between
including reoccurring and signature events 8am-3pm Monday-Friday
\év)eekly meetings; see wave

15 May 16 June 30 June
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If you have not already done so, please click on the link below to authenticate
your user account and access the 25Live scheduling:

https://25live.collegenet.com/pro/jhu#!/home/dash

Once you have authenticated, please click on the Event Form option at the top of
your dashboard screen.
https://25live.collegenet.com/pro/jhut#!//home/event/form
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When filling out the event request form, make sure to complete all necessary
information regarding your event, including a clear description/purpose of the
event.
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https://25live.collegenet.com/pro/jhut#!/home/event/form
https://25live.collegenet.com/pro/jhu#!/home/dash

Please choose the preferred date of your event. You should include at least two
alternate dates in the comment section at the end of the form.
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In the location search box, please make sure to type in the acronym "HSC"
(Hopkins Student Center) and click the search button.
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During the priority scheduling period, this will display the "HSC Priority
Scheduling" space holder. Once submitted, the room scheduler will determine
the appropriate space based on the provided information, dates, and
appropriate spaces.
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Complete all questions accurately.
Attached Files ()
Inarustona
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Include the onsite "Day of Contact" if different from the person completing the
form.

* Do you plan to uso Audio/Visual? =
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In the "Additional Notes/Comments" section, include at least two alternate
dates/ times. If you need additional break-out spaces, you may also list the
times, capacities, and layout for breakout rooms.
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After reviewing the policies, click "l Agree" and then the "Save" button to submit

your event.
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Reservation Policies and Guidelines - Requres
Please review tha reservation Policies and Guidelinss
By clicking below. you acknowledge you have read and will follow all reservation policles and guidelines. In
addition, you scknowledge this reservation is for a JHU program, event. or meeting and cannot be used for an
outside organization’s uss of space
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After Saving This Event... A

® Go To Event Details
Create Ancther Related Event
Create A Related Copy of This Event
Continue Editing Event

Create Another Event

Any Questions? Contact Scheduling and Event Services

3301 North Charles St. Suite 216
Baltimore, Maryland 21218

410-516-8209
AN h_‘(cjto/s://studentaf'fa_irs.jh_u.h o

edu/community-living/scheduling-event-
A2 services/

\/’ HomewoodScheduleEvents@jhu.edu
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