PVPaw Link 101

Administrative Staff
Workshop




Agenda

 Space Reservations Process
« CORQ /Campus Labs Event Check In

* Questions
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Space Reservations

* Google Chrome
* Log On — pvpawlink.pvamu.edu
« Use your PV credentials (Like Panther Tracks)

« Must enter your space reservations N0 less than 15

business days in advance of your event. Major Events
no less than 30 business days;

 Listing of all Spaces on the form with locations and
capacity
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Space Reservations

Explore Prairie View A & M Universi
« Choose your ’ Y

Department or
Organization

Q  Search Events, Organizations, and News Articles

A

Involvement Fair - WOW 2018 Fall Student Org 101 Workshop Advisor's Workshop Training
p ag e In order to participate in Involvement Fair 2018 during This workshop is designed to help you and your CALLING ALL ADVISORS! Organization's Advisor's
Week of Welcome, your organization must be registered organization in event planning for the year. This Workshop Training - choose (1) session to

datory for Presidents & Advisors for attend: Wed, August 23 -2 pm - 3 pm or Thurs, August

o I h e n Cl I C k O n for the 2018-19 year. If you have not registered, please is
contact Nina Wright. each org, Tues, Sept 4 at 5:30p, MSC Auditorium 24 -10am - 11 am, SGA Senate Chambers
“Manage”

My Memberships

SeA Class 0f 2018 SeA Class of 2019 SeA Class of 2020
SeA Class of 2021 SeA Class 0f 2022 ° Johnson-Phillip All Faiths Chapel
ﬁ;:m’—i" Office of Student Affairs & z;mﬂ‘; Office of Student Engagement % } Office of Volunteer Services &

" University Advancement - Civic Engagement
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Space Reservations

 Hamburger
Drawer

 Roster

 Events

« Documents

* Forms

"
.
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Space Reservations

e Choose “Create
Event’

R Action Center H
v smm

= Office of Student Engagement

A

E—
Manage Events

Filter = Approved ¥  Status | cCurrent ¥ Q
Name = Status - Start Date - Action *
Advisor Workshop Approved g8/22/20182:00 @0 T
PM /
Advisor Workshop Approved 8/23/201810:00 ZDT
AM
Freshman CROSSOVER Pinning Ceremony Approved 8/22/2018 4:30 0T
PM
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Space Reservations

* Start Date * Start Time * End Date *End Time
‘15Aug2018 ‘ﬁ‘ ‘12:00 PM ]O‘ ‘15Aug2018 ‘@‘ ‘01:00 PM ‘@‘
* Location Insert §.
- “TBD”
ADD ANOTHER DATE
* Enter up to 11
dates
(Reoccurring
Event Details Events)
* Show To
Anyone in the world Y -
Anyone in the world
e

Students & staff at PVPaw Link .
1st & 2"d Choice

Organization Members

Invited users only

Event Categories the main calendar
Select categories 3rd & 4th do not v Select perks

Perks Special benefits for your attendees
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Space Reservations

e« On this page you Event Coordinator & Organization Information

WI I | Ad d yo u r * Name and Title/Position of the Organization member in charge of event.

Ad Vl S O r to t h e (This individual serves as the event coordinator who should be contacted prior to or during the event)

Request, this will
notify them that
they have to
review the
req U eSt . * Event Contact Phone Number
« Contact Ms.
Wright if you do
* Choose your Advisor for your Organization —
not see your _ o ¢
. , (Primary Advisor's listed only, Department please choose "N/A")
Advisor's name
listed

* Event Contact Email Address

PRAIRIE VIEW A&M UNIVERSITY




Space Reservations

Room & Space Needs
® C h O OS e yO U r (3) In order to accommodate your space request, you will need to choose (3) DIFFERENT spaces. Rank them in order

. . from (1) most preferred to (3) least preferred.
different choices
DO NOT PUT THE SAME SPACE (3) consecutive times. This will cause the event to be denied and sent back to the
of space request requestor.

. Rank in order your (3) preferred spaces that you would like to request —
¢ AI | aval Iab | e % A.l. Thomas Building, Becton Auditorium
spaces are listed

% Agriculture Business Building, Auditorium (Room 127)

% Agriculture Business Building, Courtyard

 If your desired
space is not

% Agriculture Business Building, Room 114

||Sted’ that means % Alumni Field 2
we do Nnot reserve % Billy J. Nicks Complex (Baby Dome)
that sSpace + Bistro 1876

% C.L. Wilson Engineering Building , Room 103
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Rec Center & MSC Spaces

 If you choose any
space in the Rec
Center or MSC you

MUST fill out there Student Recreation Center Events

form online in
it You h h locatedi dentR Vion Cariter:
addition to PVPaw ou have chosen a space loca e’u ent Recreation Center.

: : You must visit Recreational Services site and enter your event request there as well. Click the link above, navigate to
LI n k ' O nce yo u fl I I the site, now and fill out the request. Come back to complete this form, once you are done.

FEvent Additional Information Form

out the form,
navigate back to

Once you have done so, please check the box below. Failure to do this step, could delay your request for this space.

PVPaw Link and * Did you enter your event request on Recreational Services form above?
click “Yes” you Yes

submitted the "

request
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Signature Page

Event Additional Information Form

) I n I I e u Of a Acknowledgement & Guidelines
S I g n atu re : yo u Event & Space Usage Agreement:

The organization's advisor and/or department contact must be present at all functions, meetings, events, etc;

L] L]
W I I I C I I C k t h at The organization and/or department will adhere to all food and beverage policies that are outlined for usage of space
on campus;

The organization and/or department will be responsible for any property that is damaged or destroyed while the

y O l l space reserved is in use;

The organization and/or department will ensure that all furniture is placed back in its proper position if moved or
relocated;

aC k n OW | e d g e The organization and/or department will ensure that all garbage or miscellaneous items will be removed in the areas

that were occupied;

th e g u i d e I i n e S No items may be nailed, posted, taped or pasted to walls, windows or other objects;

All damages that are assessed, the organization and/or department will be expected to render payment to the
facilities/maintenance department for repairs;

a r O l l I l d S p a‘ e We agree not to exceed the time limits outlined by this event confirmation;

We agree that all members of the organization and/or department will be fully made aware of the guidelines in //
utilizing space on or off campus. »
g * Required

We, as an organization and/or department, by checking this box, we acknowledge that we have read the material
above covering risk management and agree to use these concepts in planning.
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Next Steps

* SUbmIt bUtton o sieos (congrats
¢ AdVI SO rS m u St Congrats, you have completed your space request.

A p p rove Make sure the you do the following items to ensure the success of your request:
« 15 Business

D ayS / 3 O o Student Organizations only: Make sure that you follow up with your advisor to approve your request. Delay in your advisor
reviewing this request, could delay the processing of your request;

Hit the "Submit" button at the end of this request to make sure that the event is submitted;

B u S I n e S S ¢ Make sure that you are submitting this request no less than (15) fifteen business days in advance of the event, (30) thirty
D business days in advance of the event is needed for all major event requests. See a copy of the Reservations Guidelines HERE;
ayS * You can check the status of your event request under your personal drawer, under "Submissions". Make sure you check there for
° S u b m ISS I O n S updates, and final approval;

* Once final approval or denial is made, the requestor will receive notification, via the email on file for PVPaw Link. Make sure that

® N Oti fi C ati O n S you visit "Notifications" to make sure that you have your settings updated.
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Space Reservations

« To check the status of a space request:

— Click on your Picture/Initial to open your personal
drawer

— Scroll to “Submissions” then click the “Events” tab

My Submissions
Forms  Elections  Organization Registrations  Events
Filter by Status Al $ Q
Name * Organization Status Start Date - Type :
Alumni Pinning Ceremony Office of Student Engage Approved 5/10/ PM New Event
lumni Pinning ffice of Student Engage! proved 5/8/201
lay for Lif ffice of Student Engagei pproved 4/21]
d 425/
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Managing the Event

PVPaw Link 101




Mange Event View

. Event Certificate — Proof Manage Event

that your event is WOW - Novelty Night
Approved and reserved Q R 'Y %
* Manage InvitationSig e ptames
Add email addresses to
Invite people to the G 5
event Detalls Event
« Track Attendance — Use

the access code to
swipe students into the Accesscm/
event

« Cancel Event-72
business hours needed
to cancel and event

ZA3MRAB FD
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CORQ / Check In

PULL OUT YOUR CELL PHONE!

PRAIRIE VIEW A&M UNIVERSITY



CORQ / Check In

ACCESS CODE
LJYSDMN
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CORQ / Mobile Check In

SAMSUNG

MON November 3, 2014

Matching: Academic majors to Careers!
4:00 PM - 5:00 PM
9 Smith Hall

November 5, 2014

Become a Tour Guide
12:00 PM - 1:00 PM
@ Crane Panel 1

Resume Open House
12:00 PM
¢ Caree

November 6, 2014
Myers-Briggs Testing
12:00 PM - 1:00 PM

@ Career Center
November 7, 2014
Mentor Meet-Up
12:00 PM - 1:00 PM

¢ Smith Hall

November 10, 2014
Soccer Tournament
5:00 PM - 8:00 PM

9 Jones Field

November 11,2014

Event Pass C, <
SHOWING UNFILTERED RESULTS

A 2 : THURSDAY, JULY 26, 2018
Prairie View A & M University
Employer's Retreat
8:00 AM - 5:30 PM
9 Senate Chambers and
Student Lounge

Ebony Ramsey

Summer Concert Series
6:00 PM - 9:00 PM
9 Holland and Gaines Park

THURSDAY, AUGUST 2, 2018

Summer Concert Series
[+ J 6:00 PM - 9:00 PM
9 Holland and Gaines Park

FRIDAY, AUGUST 24, 2018

New Graduate Student Orientation
8:00 AM - 1:00 PM

9 Willie A. Tempton Student

Center Ballroom

[l

SATURDAY, AUGUST 25, 2018

Late Night at the Rec
8:00 PM - 11:00 PM
9 Recreation Center

Add to Apple Wallet

SUNDAY, AUGUST 26, 2018

Upcoming Filter

 Allows Access to
Paw Pass

— Use for
attendance/Tracking

— Path
— Get the Detalls
— Find Your Way

— Share your
experience
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CORQ / Mobile Check In

& connect.campuslabs.com & - USAGE
- Enter Event

| s

CK TO EVENT ‘
Event Pass
Track °° Check-in at supporting events COde !
‘ Atiencance : o - Start Scanning
Late Night at the Rec " ”
Enter Your Event Code § I(\/IGal.JneuS?t.Sy
0 INVITEE S ’
0 ATTENDED FOI’g ethI, etC)
0 ABSENT 3 Reportlng
0 EXCUsED i Eve N tS,
Swipe Access Code M e etl n g S ,
p— = Workshops,
. : O MO8 efg.
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Questions!

(936) 261-1340

Studentengagement@pvamu.edu
@PVAMU_OSE



mailto:Studentengagement@pvamu.edu

