
Reservation Request Process in Mazévo 

1. Go to https://mymazevo.com.  Sign in using your TCU credentials (works best in Google Chrome). 

2. Click                                          under the “Requests” section on the home page. 

3. Under                                                 , enter the following: 

a. Event Name 

b. Event Type: Pick the most applicable event type 

c. Select your organization (if applicable) 

i. If you are not associated with an organization, leave this field blank 

d. Number of People 

4. Click                             when all fields have been completed 

5. Enter the specific date & time for your event: 

a. Select Your Start Time & End Time 

 
i. Note: the system will automatically build in set-up time and tear-down time. Please do 

not account for that time here. 

b. If this is a recurring event, select the pattern needed under                    . Otherwise, leave this 

field as is. 

c. Using the calendar, select all dates that you would like for this event. 

i. If you selected a date incorrectly, either click that date again or “Clear All Dates” 

6. Click                             when all fields have been completed 

7. “Where” 

a. Select the building(s) you would like to book.  

b. Click  

i. View the available & unavailable rooms. 

ii. Click on the room name to view more information about that space 

c. To select a room, click the check box 

i. Select the preferred room set-up 

ii.  If the room is unavailable for any of the dates you selected, you will be taken to a pop-

up where you can either choose a different room or skip that day’s booking 

https://mymazevo.com/login


 
iii. If you have any specific notes or set-up needed, add that to the “Add Notes” under the 

“Notes” section 

d. Once you have all desired rooms selected, click  

8. Service Providers 

 
a. In this section you will add any relevant event needs including catering, A.V., furniture, general 

equipment. Select all desired service providers and click  

9. Resources 

a. This section will allow you to select the specific resources needed within each service provider. 

i. Review all resources and click the check box to “select” the resource for your booking. 

b. Once you have added all of your resources, click  

10. Questions: 

 



a. The last section of the booking will list the corresponding questions for a booking. The 

questions may vary slightly depending on which venue on campus you book. Complete all 

required questions and click “Submit” 

11. Your event request will now be listed under “My Events” under a “Pending” status. 

a. You can click into the event to review the event details, contact information (and to add a 

secondary contact), review event questions, and see any messaging that pertains to this event. 

Cancel/Edit a Reservation 

To edit/cancel your booking request, click into your event under your “My Events” section. 

b. To edit/cancel specific rooms/days in an event, click in the check box 

 
i. Select an option from the drop-down bar under “Change” to change the room, date, 

time of the event 

ii. By selecting “Cancel,” you are canceling the booking. The effect will be immediate. 

c. You can cancel the entire booking in the top right-hand corner under “Cancel Event” 

i. A confirmation will pop up to verify you wish to cancel the entire event. Select “Yes” or 

“No” as appropriate. 

 

 


