To Reserve a Room at Seattle Pacific University:
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Go to roomfinder.spu.edu

Log-in with your SPU username and password. Click Log-in in the upper-left corner.
Go to the Reservations tab at the top of the page and select your appropriate reservation
group. You may have one or more options. Notice: there are separate options for the
Library, Upper Gwinn, and Royal Brougham. For all other locations, use Student
Leader Requests if reserving for an organization, Student Club Requests if reserving
for a club, or General Room Requests if you are requesting space for an event that is not
related to a club or officially recognized student organization. Club events must be
approved by CSC (Committee for Student Clubs) before you make a room reservation.
Fill in the appropriate event details on the left side of the page. The Availability Filters
may help you narrow your selection, or you may leave them blank to see all available
rooms in the selected building.

Click Find Space.

A grid will show you which rooms are available in the building you selected and which
rooms have already been booked. The timeframe you selected will appear shaded on the

grid.
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For more room information, click on the name of the room. Select the space you would
like to use by clicking on the plus sign = next to the room name. Click Continue.

Fill in the event details. Select the group that applies to this reservation and find your
name in the next dropdown box. When you have filled in all the information on the page,
click Submit. You will receive an e-mail that your request has been received.

You can track the status of your reservation or make changes by clicking on View My
Requests under the Reservations tab.

10. Be patient. You will receive another e-mail once your reservation has been approved.



