
Go to the Parish Life page of the parish website (www.epiphanycatholic.org/PARISH-LIFE) .  

There you will find the link to the new “Event Request Form.”  It will take you to a form you will 

fill out to request your  spaces. Here are a few tips to filling out the form: 

1. Boxes on the form with an *  must be filled out.  

2. When you enter your start time, it will automatically set the “Begin Setup” time for 15min 

earlier.  Same with the end time. It will automatically set the “End Teardown” time 15 min 

later. 

3. Event Recurrence is where you tell let us know whether it is a one time event or something 

that repeats.  If it is a one time event, choose “None.”  If it is a regular, ongoing event 

choose “Custom.”  A set of calendars will appear and then you select the dates your group 

will meet.  You can schedule a year at a time. Dates that you pick will appear above the 

calendars with a small X beside it.  If you pick a wrong date, click the X and it will deselect 

the date from the calendar. 

4. If you would like your event to appear on the parish calendar, click the “Public” option. 

Don’t worry about the public notes or link. 

5. The page will change and you’ll see a summary of everything you’ve entered.   

6. Under spaces, choose the building. The Outreach Center is not available to us.  Outside 

Areas refers to church entrances, the softball field and parking lots. Most of your activities 

will mare than likely take place in the PAC.  When you click it, a drop down box will appear 

showing all the spaces available in the building. The KC room is only available to the Knights 

of Columbus. The default setting is to select all the spaces.  You will need to unselect the 

PAC to make the other checkmarks disappear, then place a checkmark in your desired mtg. 

space.  If the room you want has  (See Conflicts) beside it, click on it to check it out.  If it lists 

a conflict with all your dates, then the room isn’t available.  If there is a conflict with only 

one or two of your dates, then scroll down to the end of the page and hit the back button to 

deselect the conflict dates from the calendar.  You can choose a different date for that 

month/week.  You can also send me an email and I can check what the conflict’s specifics to 

see if we can make room for your group. 

7. If you would like your event to be posted in the bulletin, choose the “Post in Bulletin Event 

List” option.   

8. Hit the submit button at the bottom.  We will receive an email with the information and 

then either approve the event or get in touch with you for more information or changes. 


