
EVENT
MANAGER
MANUAL

for Community
Use



HOW TO SET UP ACCOUNT:
Follow the Event Manager Community Link

If you have not
set up an

account, click
“Get Started”
and follow the

steps

Once logged in, from the main dashboard,
hover over the navy blue sidebar and click 

“My Profile”
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https://events.dudesolutions.com/svvsd/site/communitysite/login/


Then click “My
Organizations” and

“Create an Organization”

You will fill out information
for your organization and

submit. 
Organization requests can

take up to 2 weeks to process.
We will not process an

organization without proper
insurance documentation.
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HOW TO CREATE EVENTS:

Once logged in, click
“Create an Event”

Here is the Event Form:
Name your Event and

put in a Summary.
Next, fill out the Contact

Info

The address and
insurance should be the
Organization’s address

and insurance.

Next, find the location(s)
you will need, (i.e.

cafeteria, library, fields,
classrooms*, etc.)



**Make sure to hit OK

Then select the date and the time
you need. 

**If it is a multi-day event (i.e. PT Conferences, sports, etc), select
the first day/time needed and follow the steps below.
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For Multi-Day events,
 once you have a day selected
and your times, you can click

on “Multiple Day”

From here, you can select the
days you will need.

Now, change the top
left option to say
“Non-Consectutive
Days”



Next, you’ll fill out any additional needs
or equipment requests.
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 Then, you will need to list it
under corresponding

category



Now that you have your locations and day(s) selected,
now you need to determine what tasks you will need.
Click “Add a Task”

Here are all of your
options for Tasks.
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The following page provides details about what each
task involves.



How you will utilize these Tasks:

Performance Management: Only if booking Auditoriums. David Dean will
be in contact.

HVAC:  Air/Heat turned on

Electronic Door Access: Doors to be scheduled to be opened

Custodial: Building support or chairs or tables set up.

Equipment: If any of the above equipment is requested

Kitchen Task Request: This is not always guaranteed but we will initiate the
conversation with Nutrition Services.

Parking Lot Lights: Community Use won’t use this.

Key Card Access: Community Use won’t use this.

Grounds: Community Use won’t use this.
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And
SUBMIT!

If you have questions regarding Event Manager, please reach out to Luana Campos or Korri Anderson


