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How To Submit An Online Request

1. Go to the PLU Homepage: www.plu.edu
2. Click on “eResources” which is located on the Pacific Lutheran University Directory Bar.

3. Scroll to “Calendar” and select “Campus Calendar.”

4. On the Calendar Page, there will be a yellow box on the right-hand side of the screen which says “Events By Category” at the top. Scroll to the bottom of this box and click on the link that says “Submit your event to the PLU events Calendar”

5. Sign in with your PLU E-pass.

6. Fill out the request form as directed. 

You may enter multiple dates for events by click on “Enter additional start/end times.”

You may enter multiple location requests by clicking on “Add another location.”

Only enter “Event Subtitle” information if there is additional titling information; do not repeat the name of the event. 

Include a number for “Projected Attendance” as that allows us to calculate the number of tables, chairs, etc. needed. 

An account number for media use is required before we may reserve media equipment through MultiMedia Services. 

Note: If you do not require Media Equipment and/or Catering, you may simply skip those pages of the request form.

If you have questions or concerns, please don’t hesitate to contact us at events@plu.edu or call our office, Monday through Friday, 8am-5pm, at 253-535-7450.

Thank you,

Event Services 

