Life Cycle of an Event

1. The Venue Manager enters an event using the Event form:
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Life Cycle of an Event

2. When the event is sufficiently defined, the Venue Manager sets the status = 'CERTIFY".
The system automatically sends emails to several people soliciting their certification.

@ F Event Certification Requested for: SAR121006 - Lotus Notes 1o
File Edit Yiew Create Actions Help
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Bruce To |Bruce Hamilton/adrminFinanceiCSULBECSULE
HamiltonfAdminFinancefCSUL

B
0972772006 03:13 Phi
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Subject |Fw: Event Certification Requested for: SAR121006

—— Forwarded by Dana PapeiddminFinancefCSULE on 09721/2006 01:40 Phd —
jeffron@csulb.edu
0852006 02:16 P To |mrivera?@csulb.edu, jquirk@csulb.edu, icarrll@csulb.edu, ﬂ

cC

Subiect |Event Certification Requested for: S4R121006

A MNEW EVENT REQUIRES YOUR CERTIFICATICN. PLEASE SELECT THE LINKE BELOW TC CERTIFY THE
EVENT ONLINE.

CEPgOgy gcasl’

THANE TOU,
CAMPUS EVENTS OFFICE

http://134.139.136.20/pls/fem/event certify?vevent=5AR121006

Event Number : SAR1z21006
Event Manager : JEFFRON
Regquester

Regquester Phone

Alternate Regquester H

Alternate Requester Phone :

Start Date

Completion Date H

Risk Code : FOUNDATICH

Food HE'
Alecohol Ha )
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Life Cycle of an Event

3. Each Certifier clicks on the URL in their certification solicitation email to review and certify
the event with the status: APPROVE, DENY or FURTHER REVIEW REQUIRED. The
system automatically emails the event’s project manager of the event notifying them of
the certification decision.

2 Event Certification - Microsoft Internet Explorer =3 x|
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PL13 12/10/2006 07304 12/10/2006 09:00PM 300
PL14 12/10/2006 07:30PM 12/10/2006 09:00PM 1000
Total 1300

Event Comments

JAWZ, CHEER AWD DANCE SOCAL XTREME 06 INFO: THIS I3 A CHEERLEADING EVENT WITH AGES RANGING FROM 5-18
TE3. THIS CLIENT HAS EUN CHEER EVEINTS FOE THE PAST 12 YES AND WILL BE USING THE WALTER PYEANMID FOE. THE
FIEST TIME. PARKING PLEASE PROVIDE PATRON PARKING. FACILITIES MANAGEMENT: PLEASE PROVIDE ADDITIONAL
TRASH CANS AWND LINERS IN THE ARENA PLEASE TURN OINN THE AC FROM 6:00 4 14 -11:00 P M. ON SUNDAYT DECEMEBER 10,
2006. PLEASE ADVISE ON MUE FEES. PUELIC SAFETY: PLEASE ADVIZE.

Certification

Select your department from the list: IPARKlNG 'l
Approve o]

Deny e

Futher Review Required

(Juestions/Comments
[
-1 =l
[&] Dore l_ l_ l_ '@ ’_ # Internet v

4. The Venue Manager coordinates the event details with various people and keeps the
event data up to date using the Event form.

5. The Venue Manager sets the event status to COMPLETE when the event is done.
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