
Guide for Room Requests: 
 

1. Be sure you have read the information provided on the room request page of the 

intranet. 

2. Click on the link to the Event Management System in the Overview section. 

3. You will be directed to this page: 

 

 

 

 

 

 

 

 

 

4. Select the UW-Madison option of the left and log in with your net ID and password. 

5. Once you are logged in, select Kinesiology from the Reservations drop down menu: 

 

  



6. You will be directed to a page requesting information for your event.  Please fill out all 

of the fields marked with a red asterisk.   

7. If you needed to request a recurring event, hit the Recurrence button next to the 

requested date, and a pop up box requesting additional information will appear: 

 

  



8. After you have entered all of your information, click the red Find Space button. 

9. A new field will appear on the right of the screen showing rooms that are requestable 

and what their schedule is.  Your requested times will be highlighted. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10.   Once you find the room that is available, and best fits your needs, click on the green 

box next to the room number and the selected room will appear above the room grid: 

 

 

  



11.   Be sure you have the proper room selected, and hit the continue button at the bottom. 

12.   From there a new field will appear where the schedule grid was.  You will need to enter 

your event information.  Be as specific as possible with the Event Name and Event Type.   

a. Your organization: SOE – Kinesiology 

b. 1st Contact: Temporary Contact 

c. Name: Your name 

d. Email: Your email 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

13.   Once all of your information is in place, hit the submit button at the bottom. 

14.   You will be directed to a new page with your request information.  From here you will 

be able to edit the request, or cancel it, and view other requests. 

 

  



15.   At this point, your request has been submitted.  There is nothing else you need to do 

except wait for your notifying email.  Please do not assume the space is yours to use 

until you receive an email. 

16. Once the request has been reviewed, you will receive an email that will notify you of the 

status of your event: 

 


