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To better help the campus manage events during COVID, and prevent scheduling over other campus 

events, a new process is being implemented in SpaceFinder.  A new space has been added to 

SpaceFinder named Campus Events, in which employees can schedule events they want the campus to 

know about.  The list of scheduled events can be viewed on SpaceFinder. 

We hope that this will assist in preventing events of interest to the campus community from being 

scheduled at the same time, now that events are primarily occurring virtually. 

Viewing Scheduled Campus Events 

To view the campus events that have been posted, you will create a filter to show only the campus 

events.  By default, SpaceFinder will show you all events, including academic classes, which results in a 

difficult to read display of a large number of events.  Once the filter has been set up for the first time, you 

can save and reuse it for faster access. 

 Sign in to SpaceFinder at https://scheduling.mtmary.edu using your Mount Mary username and 

password. 

 Click Events under Browse in the left navigation. 
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 Click the Add Filter button. 

 

 Select Locations from the dropdown list. 
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 Check the box for the building named Campus Events (1).  Then click the Update Locations 

button (2). 

 

 A list of the events reported by the campus community will be displayed.  Note that these events are 

visible even when a filter isn’t applied.  However, academic classes are also displayed when a filter is not 

applied, and make it more difficult to locate specific events, due to the number of classes displayed. 
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Saving and Loading the Filter 

Once you have configured the filter for viewing campus events, you can save it for easier use in the 

future. 

Saving the Filter 

 Click the Save Filters button. 

 

 Give the filter a descriptive name, such as Campus Events (1). Then click the Save Filters button 

(2). 
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Opening a Saved Filter 

 Once you have a saved a filter using the steps above, you can open it by clicking Saved Filters. 

 

 Click the name of the filter to select it. 

 

 The selected filter will be highlighted. 

 

 Then click the Load Filter button. 

 

 You will see the list of campus events, the same as if you had manually configured the filter. 
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Posting a Campus Event 

To add an item to the campus events list on SpaceFinder, please follow the steps below.  Please be sure 

to follow the steps above to check if there is an event scheduled at the same time as your event!  

SpaceFinder cannot automatically prevent you from booking at the same time as another event, 

and will not show the event when searching for a room using the steps below. 

 Sign in to SpaceFinder at https://scheduling.mtmary.edu using your Mount Mary username and 

password. 

 From the Home page, click the book now button on the line for Post a Campus Event. 

 

 Select the Date (1) and Start and End Time (2) of the event.  Then click the Search button (3). 

 

https://scheduling.mtmary.edu/
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 Click the green + (plus) button next to Campus Events to select the Campus Events space. 

 

 Enter a number of attendees (1).  Note that the number does not matter; however, SpaceFinder 

requires at least 1 attendee for an event.  Leave the Setup Type (2) as the default [Standard Style 

(as is)].  Click the Add Room button (3). 

 

 Campus Events will be added to the list of selected rooms.  Click the Next Step button. 
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 Enter the name you want displayed for your event in the Event Name field (1).  Then select an 

Event Type (2). 

 

 Select your department from the Group dropdown (1).  Select your name in the 1st Contact 

dropdown (1). 
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 Click Create Reservation. 

 

If you have any questions or experience any issues, please contact the IT Services Helpdesk at 

414-930-3048 (x3048 on campus) or mmu-helpdesk@mtmary.edu. 
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