
Go to https://www.ou.edu/scheduling/reserve/oureserve 

Click on “Submit Space Request”  

This will open Mazevo, the new scheduling software. 

 

 

 

 

 

 

This will direct you to sign in using your 4x4 and password 

Once signed in click on “Add New Request” to the left-hand side of the screen 

 

Input the event information on the next screen and click next 

 

https://www.ou.edu/scheduling/reserve/oureserve


On the next screen, input the date and time.  You can select more than one date, or repeat days using 

the drop-down menu. 

 

On the next screen, you will need to select Tulsa Campus as the building.  (Norman campus buildings will 

also be listed). 

Check the box next to “Tulsa Campus Room Request Form” and hit next 

  



On the last page, answer the event questions and hit submit. 

 

 

This will send the request to me via Mazevo.  I will then be able to go in and assign you a room.  The 

confirmation will be sent to your email directly from Mazevo. 

 

Thank you! 

   


