
Building Use Calendar 

 
The Building Use Calendar sample below is a week view showing Community Hall events (blue 

text), Jacobs Road (black text) and Internet Pods(red text). Users can filter on Community Hall to 

see only events at that location, or Jacobs Road to see only events there.  Users can also filter on 

Internet Pods to only see that use.  Filtering is done using the Select Category drop down which list 

the three choices above.  

 

 

 
 

Using the Calendar for Pod Reservations 
  

This process is an adaptation of the Calendar Event Suggestion form. The requester enters an 

Internet Use Request (Calendar Event Suggestion) which is received by administrator(s)   through 

email. 

 

On receipt of the email, the Administrator logs into the account and (1) adds the requestor to the 

mailing list, (2) edits the request, and (3) saves the request. The save places the Pod assignment in 

the calendar and sends a notice to the requestor. 

 

 

 

  



Internet Use Request Form 
The Administrator and the requestor both receive an email notifying that a request has been made.  

The emails differ slightly. 

 

Email received by requestor. 

 

 

 

Email Received by Administrator 

 

  



Administrative Steps    
 

1) Add the Requestor to the Subscriber email list. This is used to notify the user that the request 

is approved. 

a. Login as Administrator 

b. Select  Admin Menu from the top menu bar.  

c. Under Calendar Settings select Users & Subscribers 

d. On the Users & Subscribers page select the Add Subscriber button (NOT Add User) to 

add the requestor to the mailing list. 

a. Their email address is in the request that you received. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Add Subscriber 

Just enter the required fields and leave 

the Email Groups unchecked. 

 

  



2) Check Pod availability by filtering on Internet Pods. 

1. Under Select Category (blue arrow), choose Internet Pods from drop down and then 

select Go. This will show all pods currently  assigned. 

2. Decide what Pod to assign and then click on SUGGESTED EVENTS on the top menu 

bar. There should be a number in a red circle which indicates the number of unapproved 

suggested events.   

 

  
 

 

3) The Suggested Event Form window shows all unapproved events. Click on edit to begin making 

changes.  

 

 
 

  



4) Edit Event Window 

There are 6 tabs in the Edit window but only 3 are needed—the Event tab, Invite & Remind 

tab,  and Location tab. 

• Event tab: Change the highlighted fields on the Event tab as described below and shown on 

the sample form. 

i. Title field: change whatever the requestor put on the Title line of the request to the 

requestor’s Initials and Last Name. 

ii. Select Category field: Make sure Internet Pods is selected 

iii. Select Category Mirrors field:  Select Jacobs Road 

 

 



• Invite & Remind tab 
Click the Send box, change the drop down to 

Announcement.  

 

Under Send emails to … choose The People I 

Select, which brings up a checklist. 

Select the name of the requestor that you 

previously added to this list. 

 

 

 

 

 

 

 

 

 

 

• Location Tab: Saved Locations field. Use the drop down to select Jacob’s Gym.    

 

 

5) Select Save at the bottom of the 

window.  

 

This approves the request, 

places it in the calendar, and 

sends email to the requestor and 

administrators. 

 

 



Follow-up Email 

 

If for any reason, you would like to send 

a follow-up email, or you forgot to add a 

recipient when updating the form, there 

is a simple form that pops up if you click 

on any event. 

 

 

 

 

 

 

 

 

Clicking on the mail icon brings up a new window. The limitation is that there is no drop down 

email list so that would need to be entered manually. And the Introduction field should be cleared 

as it makes no sense in our context. 

 

 
 

  

 

 

 


