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This Scribe is only visible to you. Make any changes and then share it.

1 Navigate to 

https://www.lbjsc.txst.edu/services/event-services/outdoorspacereservations.html

2 Click "Submit Your Request"
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3 Click "REGISTERED STUDENT ORGS"

4 Click the "Email Address" field and login using TXST credentials
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5 Click "Texas State University, LBJ Student Center"
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6 Click "Event Book"

7 Click this button.
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8 Click "Outdoor Spaces"

9 Click "Search"
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10 Click here to find date that event will be hosted.

11 Click this icon.
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12 Click here.

13 Click "01"
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14 Click "00"

15 Click "Set"
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16 Click here.
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17 Click "04"

18 Click "00"
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19 Click "Set"

20 Click the "Event Name" field and enter Sport Club Event Name.
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21 Click the "Event Type (Required)" field.

22 Click here.
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23 Click "Recruitment"

24 Click here.
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25 Click "Campus Recreation"

26 Specify how many people will be hosting the event
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27 Click "Continue Request"
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28 Click the "Contact Phone Number (Required)" field.

29 Type primary contact phone # for Sport Club event (Sport Club President) or 

member that will be present at the event.

30 Click the "Event Description - Provide a detailed description of your event 

(Required)" field.
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31 Type a description of the sport club event.

32 Click the "Event time - Provide the start and end time of your event. 

(Required)" field.

33 Type event time duration

34 Click the "Access Time - How much time do you need for set-up? How much 

time do you need for tear down? (Required)" field.
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35 Type how much time is needed prior to the event for set up

36 Click here.
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37 Select if event is open or closed

38 Click here.
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39 Specify if and what type of food will be distributed/sold/handed out at event.
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40 Specify if event will have an external / portable speaker

41 Click "No"
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42 Click the "Will there be employment activities? If yes, please describe. If no, 

type N/A. (Required)" field.

43 Type "N/a"

44 Click here.
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45 Click "Yes" if recruiting (members will have to pay dues), or if promoting a 

profit share, or if food or merchandise is being sold to fundraise for the sport 

club

46 Click the "If yes, please describe (Required)" field.
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47 Type if recruiting (members will have to pay dues), or if promoting a profit 

share, or if food or merchandise is being sold to fundraise for the sport club

48 Click here.

49 Click "No"
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50 Click here.

51 Specify if a speaker will be used to play music
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52 Click the "Please enter your Cost Number (Required)" field.

53 Reach out to Coordinator for Competitive Sports to get Cost #"
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54 Click the "Please enter your Fund Number (Required)" field.

55 Click the "Please enter your Fund Number (Required)" field.
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56 Reach out to Coordinator for Competitive Sports to get Fund #"

57 Click the "Solicitation- Raffle and/or Auctions: Will you conduct a raffle, 

auction, or silent auction? If yes, describe activity. If no, type N/A. (Required)" 

field. Sport clubs should not be hosting or participating in raffles

58 Type "NO"

59 Click here.
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60 Click "No"

61 Click this button.
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62 Click "No"

63 Click "Submit"
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64 Click here.

65 Wait until event is approved!
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