Faculty and Staff: How to create an Alcohol Request
Step 1) Visit the Portal www.myconcordia.ca

Step 2) Click on ‘Auxiliary Services’
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Step 3) Select ‘MyEvents Reservations’
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Step 4) Click on ‘Start MyEvents’
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Wifvens Reshntion to help you plan your events on campus.
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Before you get started, check out the How-to-Guide and Helpful Resources above to ensure you benefit
from all that MyEvents has to offer and
to ensure your event on campus is a success.
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Step 5) Select ‘Reservation Forms’
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See Prepare your Request Checklist to help you prepare your request.
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Step 6) Click on ‘Alcohol Order Form’
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Step 7) Fill in the ‘When and Where’ and ‘Location Details’ Section only.
Afterwards, click on ‘Get Services’
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When and Where

ALCOHOL ORDER FORM

Date:*
» Software and Applications 1/'28/2017 Sat m: Recurrence
~ Auxiliary Services Start Time:* “.End Tirnia:® Submit: Minimum 10 business days prior to event
MyEvents Reservation 7:00 AM @ 8:00 AM @ [Note:  You must have a space confirmation to attach with your order.
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Location Details 1. Only tagged alcohol is permitted at the events organized by Faculty/Staff;

2. All events must be by invitation only (where an invitation/guest list exists);

Locker Rentals Building:* - s 1
5 Al | v 3. A Notice of a Reception must be visi osted on-site at your event;

Staff Parking ‘ Icoh.u Order Request p y p ¥

Artis | Location; 'ou must adhere to the Responsibilities Regarding the Service of Alcohol on Campus

[7]1 have read and agree to the terms and conditions View
Submit

Mail Management System

Get Services

» Student Administrative Affairs
Faculty & Staff Services
Gartner Research

Travel Registry ~

) T »




Step 8) Fill in the Details of the Alcohol Order

Events

Qg Browse [ Resarvation Forms 8 My Account () Resources Welcome ROUSSEAU, ALEXANDRE

Alcohol Order Form

Details

When and Where Event Details
Date:* = Event Name:* Event Type:*
2/17/2017 Fri 22 SElipence Alcohol Order Alcohol Request v
Start Time:* End Time:* -
PP G R L@ | Group Details @
Group:* L
Building:* . Requestor: Select name.:*
Alcohol Order Request v FINANCE & BUSINESS OPE »
5 Location:* Phone:* Fax:
irpooling LB100 i

Attachments

Other Information (7]

Describe your event (If research project, describe the context in which the alcohol is being used

and how it relates to xour research):*

Step 9) Ensure that you’ve read the terms and click on agree. Once the Form is
complete, click on ‘Submit’

University Bar Inventory

[=] Beer. Select type and quantities( tx excl)

D Molson Canadian (4732 ml) $4.34
D | | Molson Coors Light (473 ml) $4.34
| | Molson Export (473 ml) $4.34

=l Red Wine. Select type and quantities( tx excl)

D Cabernet-Sauvignon, Gallo (EU) $16.87

D | | Clos Marechal, Domaine du Ridge (Quebec) $22.33
D | | Merlot, Reserve Maison Nicolas (France) $18.13

D Shirazm Barefoot (EU) $15.89

D i Umberto Cesari love (Italy) $20.90

[=] White Wine. Select type and quantities( tx excl)

D Chardonay, Lindmann's Bin 65 (Australia) $18.13
]| Pinot Grigio, Barefoot (EU) $15.89

D ‘7 Sauvignon Blanc, Gallo (EU) $16.87

D Sauvignon Blanc, Les Jamelles (France) $19.53
D Vent d'Ouest, Domaine du Ridge (Quebec) $22.33

Billing Information

Budget Code is required. Student
groups, enter TBC:*

Q
[[1 have read and agree to the terms and conditions View

Submit W

Click Submit



