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Creating, Viewing, and Updating Reservations 

The Reservations functionality allows you to check availability and book resources. 

Typically the functionality is used to book conference rooms for meetings and events, 

but it may also be used to book other types of resources, such as audio visual equipment 

or pool cars. The examples below focus on reservations for conference rooms. 

You will create and access your reservations through the Reservations module. The 

service team may create work orders for various activities such as room set up; these 

work orders may be visible to you in the Logbook module but do not require any action 

by you.  

The room(s) you request will be held for a brief period (typically several minutes) while 

you are creating the reservation. If your entry is delayed, then room(s) will be released 

and you will need to start over. 

 

 

CREATING A RESERVATION 

1. Select Reservation in the upper 
right hand corner of the screen. 

2. Select the Create Reservation tab. 

3. Select the appropriate Resource 
Type, if applicable. 

4. Enter the date and time of the start 
of your meeting. 

5. Enter the duration of your event in 
hours and minutes. 

6. Enter the total number of 
attendees. 

7. Click SEARCH. 

8. You will be presented with the 
available conference rooms based 
on your number of attendees and 
date/time. 

9. You may view information about 
each conference room by selecting 
the Details link associated with that 
room. Scroll down within that 
window to review details. 

10. At any time you may click MODIFY 
SEARCH to return to the first screen 
in which you can change date/time, 
duration or number of attendees. 

11. Select the desired conference room 
by clicking the radio button next to 
that room. 
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12. Enter a Reservation Description, 
which should be a unique name.  
For example, combine your 
company or team name with the 
Conference Room and date of the 
meeting, such as 
ABCDept_RoomA_03052013. 

13. If you are entering the reservation 
on someone else’s behalf, you may 
edit the requestor information. 
However, note that if you do this, 
the reservation will still show in 
your view only. If the other person 
logs in, they will not have access to 
the reservation. System emails for 
the reservation confirmation and 
any important updates to this 
reservation will be sent to the email 
address listed in this section. 

14. Use ADD SERVICES if you are 
requesting additional resources for 
this event (if applicable). 

15. Click OK. 

16. On the next screen, complete the 
form for questions related to the 
reservation. Fields that have a red 
square are required. 

17. Click NEXT. 

18. If you enter comments in the 
“Comments” section, they will be 
sent to the service team but will 
not appear in the history of 
comments for the reservation. 
Therefore, it is recommended that 
you add any relevant comments 
after clicking RESERVE, rather than 
at this time. 

19. Click RESERVE. 

20. You will be presented with a 
confirmation screen. You can click 
the Reservation ID to open the 
reservation and view details. At this 
time, you may add any additional 
comments. 

21. The system will send an email 
confirmation to the address you 
had listed in the requestor 
information section. 
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USING MY RESERVATIONS 

22. Select Reservation in the upper 
right hand corner of the screen. 

23. Select the My Reservations tab. 

24. You will see a list of your upcoming 
reservations. 

25. Click an ID to open a reservation to 
review details. 

 

UPDATING A RESERVATION 

26. After the reservation has been 
entered, you may add comments at 
any time.  Add comments in the 
General Comments field and click 
UPDATE. 

27. You may reschedule a reservation 
on this screen by entering a new 
date and/or time in the Reservation 
Date fields. NOTE:  It is very 
important that you enter a 
comment as well before clicking 
UPDATE. If you do not do this, the 
service team will not be notified. 
Click UPDATE to complete the 
reschedule. 

28. You may also cancel a reservation 
from this screen by clicking CANCEL 
RESERVATION. 
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