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About this guide

This guide is designed to be a quick reference for common tasks within the Spartan Reservation System
(www.case.edu/reservations). For more details about how to make or edit reservations, please contact us at
emshelp@case.edu.
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Definitions

Reservation — The “Who and the What.” This contains the meeting/event host information and what the event
is called. A reservation can have multiple bookings

Booking — The “When and the Where.” This contains the date/time/location information for each occurrence of
a reservation. A reservation has to have at least one booking, but can have as many bookings as needed (think
of a recurring meeting — each occurrence is a booking).

Available Event Types

Event Type
Breakfast
Breakout
Ceremony
Class
Concert
Dance
Dinner
Dissertation
Exam
Fundraiser
Initiation
Interview
Lecture
Lesson
Luncheon
Meeting
Memorial
Open House
Orientation
Outdoor
Poster Session
Presentation
Rainsite
Reception
Rehearsal
Research Project
Retreat
Review

Sl Session
Special Event
Study Session
Thesis
Training
Vendor Fair
Workshop



Available Statuses

Status

Academic Confirmed

Cancelled
Confirmed

Confirmed - Private

Declined
Info Only

No Show
Requested

Tentative

Wait List

Walk Up

Color

Type

Book Space
Cancel
Book Space
Book Space
Cancel

Info Only
Book Space

Book Space

Book Space

Info Only

Book Space
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Definition

Space booked for classes

Space has been cancelled by user

Space has been booked by user and
confirmed by facility

Space has been booked by user and
confirmed by facility, although the details of
reservation will not be visible to the public
Space has been declined by facility

Space has not been exclusively reserved and
details are noted for informational purposes
only

User did not utilize a space at the time of
reservation

Space has been booked by user, but not yet
confirmed by facility

Space has been booked by user, but the
facility has yet to determine the viability of
the request

Used when the space is officially reserved
for someone else, but a user would like to
be notified if the space were to become
available

Used for walk-up reservations when a room
is available on the day of booking
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Navigating the Spartan Reservation System

1. On the left, you have a menu bar with the following options:
e Create a Reservation: takes you to your reservation templates
e My Events: takes you to your list of upcoming and past events
e Browse: takes you to the search features in the Web App
0 Events: See all events
O Locations: See the free/busy of all the rooms

2. On the main section of the page, you see My Reservation Templates, which allows you to make a quick
booking right from your home page.
a. Note: Not all templates are available to everyone. Some templates are authenticated and only
available to certain users depending on the form’s booking rules.

3. Below that s a list of your bookings for the day, along with a search option to find your reservations.

4. Finally, in the upper right-hand corner, you see your name and a drop-down for your account options.
a. Note: The system is authenticated by your CWRU username and password.

i = e T Vet o son Hawl
Spartan Reservation System B = v &
SITE HOME MY HOME
) CREATE A RESERVATIO
My Reservation Templates
¥ EVEN
Classrooms - University Registrar back now | about
ely Bualdi book now | about
A ey
Music Department Space Requests book now | about
¥ Locan
Mandel School book now. | about
Non-academic Space Requests book now | about
PBL-WSOM FaculnyrSeaff book now | abour
- Gund Hall Room Request book now | about
2 ficine Room Request book now | about
My Bookings
JANUARY 2, 2019 SEARCH Eastern Time [ET]
m Menth  Date Previous Today Mt
There are no bookings for January 2, 2019




Making Reservations

Single Reservation
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1. To make a reservation, begin at either My Home or Create Reservation

2. Click book now next to the template you wish to use

*NOTE — The templates are designed for different kinds of bookings. Use the one that best matches your
reservation needs. The about button will tell you the rules of the template.

SITE HOME MY HOME

My Reservation Templates
Classrooms - University Registrar
Dively Building - Meeting/Event Reguest

Music Department Space Requests

book now

book now

book now

book now

about

about

about

about

Non-academic Space Requests

book now

about

PBL-WSOM Faculty/Staff
School of Law - Gund Hall Room Request

school of Medicine Room Request

3. Select your date, time and location

a. Date: Each form has different booking rules and
will only allow users to select dates that are
available. For example, the form “Non-academic
Space Requests” allows users to reserve a space
at least three business days prior to an event, up
to one year in advance. If you are making a
reservation with multiple dates, please see
Recurring Reservations.

b. Times: Each building has different building hours
and will only allow users to select times that are
available. For example, the Tinkham Veale
University Center only accepts reservations
between the hours of 7a.m. - 10 p.m.

c. Location: If you are searching for a specific
building, select that building from the options.
Otherwise, all available rooms within that form
will be displayed.

book now

book now

book now

about

abouit

about

New Booking for Sat Jan 5, 2019
Date & Time
Date
Sat 01/05/2019 = Recurrence
Start Time End Time
9:00 AM © 5:00 PM O]
Create booking in this time zone
Eastern Time v
Locations Add/Remove

(all)
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4. Select any filters to limit the number of rooms returned (optional, although highly recommended).

® Let Me Search For A Room Setup Types:

Setup Types Add/Remove
Banquet
(no preference)
Room Types Add/Remove I .
Classroom
(all) I .
Features Add/Remove
Conference
(none)
Number of People
Empty
1 =
m n Horseshoe
Lecture

Pod/Mini-squares

Reception
(Cocktail Tables)

O«

Square
Room Types: Room types vary per building.
Features: Features vary per room.

Number of People: All rooms have a maximum capacity. Some rooms have a minimum capacity. Please
enter your best estimate.
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5. Click the search button to get a list of available rooms.

= ZEMS

Dat=

Sun 12/22/2019 &= Recurrence
Start Time End Time
9:00 AM @ 500 PM Q

Create booking in this time zore

Eastern Tima

Room R

Your selected Rooms will appear here,

Room Search Results

LIsT

SCHEDULE

Favorite Room.

Lecations Add/Remove

Tinkham Veale University Center

© Let Me Search For A Room

Setup Types Add/Remove
Conference

Room Types Add/Remove
Conference Room

Features Add/Remaove

High-definition Projector + Screen, Whiteboa..

@ | Know What Room | Want

Number of People

Room Location Fleor TZ <Cap Price Filter Match ~
Rooms You Can Request
(4] First Fioor Conference Room Tinkham Veale University Center er 15 z000pergventhr, Minsocc (DN
©  second Roor Conference Room  Tinkham Veale University Center 2 er 1z zooopereventhr. Minsocc (DD
o Senior Classroom A Tinkham Veale University Center ET 18 20,00 per Event hr., Min. 60.00
[+] Senior Classroom B Tinkham Veale University Center ET 18 30,00 per Event hr., Min. 90.00
(+] Student Organization Center Tinkham Veale University Center ET 24 50,00 per Event hr., Min. 150,00
[+] Gaming Room Tinkham Veale University Center 2 ET 18 30,00 per Event hr., Min. 90.00

a. Clicking the room name or location name will give you details about the room

b. The filter match indicator displays if a room matches all designated filters requested. If it does

not, the indicator will display partial completion and hovering over it will display a list of

features not available in that space.

c. You may also choose to toggle to the “Schedule” view and see the availability of each space in a

different format.

x MNon-academic Space Requests @

1 Rooms

New Booking for Mon Jan 21, 2019

Date & Time Selected Rooms
Date
M B Recurrence
saart o Time
A (&) 500 P o

Rooms You Can Request
AddiRemove

Lecations.

Tirkham Veale Universl.. 30
Tinkhaem Vesle Uritversity Certer am Veale Univers

2 services
9 ' n 12
3 10 126M

3 Reservation Detals

@ Let Me Search For A Aoom

Setup Types AddrRemave

Canference -

Roon ]
Room Types AddiRensove o
i O sidincoiguiisi
Features AddrRemave
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6. Select a room by clicking on the green + button next to the room name

7. Confirm the number of attendees and desired setup. The system will display an error message if the
room cannot accommodate what’s entered. When finished, click the Add Room button.

Attendance & Setup Type

To continue, please enter the number of attendees and desired setup type for this Room.
No. of Attendees *

q 3

Setup Type *

Conference v

Add Room Cancel

8. You will now see the room you selected listed at the top under the selected rooms heading. If you wish
to add additional rooms to the reservation, repeat all steps. If you are finished adding rooms, click the
Next Step button to add Services (if available in that building).

)M F?eq uest ©  sontavk & v

» Mon-academic Space Requests @ ™ wy cart (1)

1 Rooms 2 Services 3 Reservation Details

New Booking for Sun Dec 22, 2019

Date & Time Selected Rooms # Attendance & Setup Type
Date @ First Hlocr Conference Room

NN B | Recurrence Room Search Results
Start Time End Time LIST  SCHEDULE

9:00 AM @ 5:00 PM
Favorite Room Search

Create booking In this time zone Room Lecation Fleor T2 Cap Price Filzer Matck -

Eastern Time

Rooms You Can Request

Lecations. Add/Remove
Tinknham Veale University Center ©  First Floor Conference Room Tinkham Veale University Center 1 Er 16 2000pereventhr, Mins000 (DN
m [+] Second Floor Conference Room  Tinkham Veale University Center 2 e 1z zo00pereventiv, Minsoos (N
(4] Seniar Classroam A Tinkham Veale University Center 1 ET 18 20.00 per Event hr., Min 60.00
® LetMe Search For A Room
5 r Sroom B inkham Veale University Centel 1 E 18 0,00 per Eve - Min. 90.00
Setup Types Addrene @ Seniar Classroom 8 nkham Veale University Center ET 18 30.00 per Event hr., Min 90.00
Conference . i = B o
[+] Student Organization Center inkham Veale University Center 1 ET 24  50.00perCvent hr. Min. 150.00
Room Types Add/Remove
o Gaming Reom Tinkham Veale University Center 2 ET 18 30,00 per Event hr., Min 90.00

Conference Roam

Features Add/Remove

High-definiticn Projector + Screen Whiteboa...
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9. Services will vary per room. Please add any desired equipment/services to your reservation by selecting
it, entering the desired quantity and hitting ok to move that service into Services Summary Column.
When you are finished adding services, click the next step button to finalize your reservation details.

White 5" Classroom Table (serves 2)

{available inventory: 8)

T

10. Enter your Event Details
*NOTE — Anything with an ‘*’ next to it is a required field.

a. Event Name — This should NOT include the name of the group. Please do not use abbreviations.

b. Event Type — Choose the most applicable

c. Group — If you’ve used the system before, you should see your group listed in the drop-down
list. Click the magnifying glass to search for your group otherwise. Remember that the group you
are searching for may require you search an alternative name. For example, the Chemistry
Department may be listed as Department of Chemistry. If you are unable to locate your group,
email emshelp@case.edu to have it added. Only registered student organizations may be added
to the system.

i. NOTE: Please select the correct group. Groups determine the pricing plan associated
with each room. If you select the wrong group, not only are you advertising an event for
the wrong organization, but fees vary per group.

d. Contacts — At least one contact person is required. Please enter an appropriate name, phone
number and email address.
Attachments — Feel free to upload any attachments you may have at this time.

f. Additional Information — Each form has different questions. Please answer each question to the
best of your ability.

g. Speedtype — Enter an appropriate speedtype for billing purposes (if applicable)

h. Terms and Conditions — Agree to the terms presented in order to process your request
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11. Click the green Create Reservation button at the bottom of the screen to finalize your request.

12. You will be directed to a success page where you can immediately edit the reservation if needed.
Note: Your reservation is only in requested status. Each facility will approve and send

confirmation when they have reviewed your request.

a.

= aEMS Room Request

A HOME

Reservation Created

A confirmation email has been sent to jph114@case.edu

CREATE A RESERVATION

DIEVERE What would you like to do now?

> Edit this reservation.

M EVENTS

@ LOCATIONS

10
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Recurring Reservation
Go to Create Reservation

11

1.

Choose your template and click book now

When choosing your date/time, select the Recurrence button

Enter your recurrence details and click Apply Recurrence

Recurrence

Repeats

Every

on

Start Date

® End Date

End after

start Time

10:00 AM

Weekly v Remaove Recurrence
week(s)

5un m Tue Wed Thu Fri Sat

Mon 01/14/2019

Tue 05/07/2019

accurrence(s)

End Time

(0] 11:00 AM (0]

Create booking in this time zone

Eastern Time

Apply Recurrence Close

Enter any filtering criteria you desire and click the search button
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6. Alist of open rooms will appear with the availability listed in the second column (see below 17/17
means the room is open for 17 out the 17 requested dates)

12

Filter
Room Available v Location Floor TZ Cap Price Match
Rooms You Can Request
First Floor Conference Tinkham Veale University 20.00 per Event hr., Min.
O oom e Center (LI e S—
o Garning Room 16/17 Tinkham Veale University 5 T 18 30.00 per Event hr., Min.
Center 90.00
o Senior Classroom A 14017 Tinkham Veale University 1 BT 18 20.00 per Event hr., Min.
Center 60.00
o senior Classroom B 1317 Tinkham Veale University 1 T 18 30.00 per Event hr., Min.
Center 90.00

7. Click the green + icon to add the room you wish to book.
8. If you select an option that does not have complete availability, the system will automatically update
and show you any available rooms for the dates not available in the original selection. You can add that

additional room as well to your reservation

Selected Rooms ¢ Attendance & Setup Type

() Gaming Room (16 of 17 occurrences), @ Senior Classroom A (1 of 17 occurrences)

9. Complete the reservation as outlined in Single Reservation above.
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Cancelling a Reservation

1. Go to My Events from the left navigation pane

2. Click on the Reservation Name you wish to cancel

(7} jason Hawk i v

ZEMS My Events

# HoME
RESERVATIONS  BOOKINGS

£ CREATEARESER
Search Reservations D Include cancelied reservations

B My EVENTS

CURRENT PAST

A e Name First/Last Booking - Location Group Services o Status
Q' LocaTi Client Meeting Muitiple Tinkhan . v £8208 Canfirmed
Tinkham ., v £8290 Confirimec

Sun Dec 22, 2019/

Staff Meeting
Sum Dec 22, 2013

Conference Room

3. Click either Cancel Reservation on the right side (cancels all bookings) OR
4. Click the cancel icon next to the booking (cancels that booking only)

< My Events/ Client Meeting beginning Jan 14, 2019(68298)

RESERVATION DETAILS ADDITIONAL INFORMATION ATTACHMENTS Reservation Tasks
# Edit Reservation Detalls Add Services
Cancel Services

Booking Tools

Event Name Cliert Meeting
x Cancel Reservation
Event Type Meeting
View Reservation Summary
Group Tinkham Veale University Centes
Send Invitation
15t Contact Name Jason Hawk
Bookings
CURRENT O Include cancelled bookings
Carcel Bookin; New Booking
SCart Time End Time Time Zone Locarion Artendance Setup Type Staus

Fa E Man Jan 14, 2018 10:00 AM TL00 AM ET Tinkham Veale University Center - Gaming Reom 1C Square v Confirmed

View Services | Manage Sendces
Classroom ¥ Confirmed

Tinkkam Veale University Center - Senior Classroom A

& @ Monjan21, 2018 10:00 AM 11:060 AM ET

View Ser Manag

Note: Depending on the booking rules, some reservations may not be able to be cancelled online if it’s within so
many hours of the event. Please see the booking rules for each location for further clarification.

13
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5. You will be asked to confirm your cancellation and provide a reason.
|

Cancel Reservation?

Both the reservation and bookings will be cancelled. Are you sure you want to proceed?

Cancel Reason

Date Not Needed

Cancel Notes

Meetings are canceled

©

P

Yes, Cancel Reservation

No, Keep Reservation
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Editing a Reservation

1. Go to My Events from the left navigation pane

2. Click on the Reservation Name you wish to edit

9 |ason Hawk l -

My Events

RESERVATIONS BOOKINGS

Search Reservations O include cancelied reservations

CURRENT PAST
N ame IrstiLast Booking - cation Groy ervices tatus
M evenrs N. Flrst/Last Booking Lo Group 5 1] 5
9 LocAT) Client Meeting Multiple Tinkham ... E 68298 Canfirrmed
Tinkham ., v £8290 Confirimec

Staff Meeting sun Dec 22, 2%
Sum Dec 22, 2013

3. You can edit Reservation Details (Event Name, Event Type, Group, First Contact, Speedtype, etc.) by
clicking on the pencil icon next to the Reservation Details.

= e EMS My Events ©  psonvevic v

< My Events/ Staff Meeting beginning Dec 22, 2019
RESERVATION DETAILS ADDITIONAL INFORMATION ATTACHMENTS Reservation Tasks
Add Services

Cancel Services

Seaff Meeting Booking Tools

® Cancel Reservation

Event Type Meeting
View Reservation Summary
ke £ Tirkham Veale University Center
Send Invitation
15t Contact Name Jason Hawk

4. You can edit the booking by clicking on the pencil icon next to the booking.

Bookings

CURRENT PAST O include cancelled bookings

Cancel Bookings  Beoking Tools New Booking

Date ~ Start Time End Time Time Zone Location Artendance Setup Type Status

© sunDec2z 2019 200 AM S:00 PM ET Tinkham Veale University Center - First Floor Conference Room 1€ Conference v Confirmed

View Services | Manage Senvices

15
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5. You can select a new Date, Time or Location by using the search tools to the left. If the room is open for
your new date or time, click Update Booking to change your information.

£ Staff Meeting (665090)
Edit Booking Mon Feb 4, 2019 Update Booking
Event Details |Room Search Results  # Attendance & Setup Type
Buenktiima* LST  SCHEDULE
Staff Meeting Favorite ROSHT. 3
Event Type * TAM 8 9 0 1 12FM i 3 4 5 6 7
Meating
Rooms You Can Request
Date & Time - TAM -3 9 10 1 12PM F 3 4 5 L} 7
linkham Vieale Universi..  Cap
Date =
First Floor Confferenc... 30
Man 02/04/2019 =]
Availability Legend
Start Time: End Time Update mkh—.s Cancel
2:00 AM (2] 5:00 PM a
Create booking in this time zone
Eastern Time
Locations Add/Remaove
Tinkham Veale University Center

Note: By making any changes to your reservation, it will automatically shift your reservation back into

requested status and the facility will have to review all details again before these changes are
confirmed.
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Adding/Removing Services to an Existing Reservation

1. Go to My Events from the left navigation pane

2. Select the Reservation Name to which you wish to add services

eEMS My Events QO  sonhawk & -

# HOME

RESERVATIONS BOOKINGS

) CREATE ARESERVA
Search Resarvations D Include cancelied reservations

B My EVENTS

CURRENT PAST

M evens Name Flrst/Last Booking ~ Location Group Services [[:] Status

9 LocaT Client Meeting Multiple Tinkham .. E 68298 Carfirmed
Sun Dec 22, 2019/ Tinkham Veale Universit Tinkham ... v B5290 Confirmed
Sum Dec 22, 2013 Center - Fir

Conference Room
3. Click the Add Services link
< My Events / Staff Meeting beginning Feb 4, 2019
RESERVATION DETAILS ADDITIONAL INFORMATION ATTACHMENTS Reservation Tasks

Add Services

# Edit Reservation Details
Cancel Services

Evert Name Staff Meeting Booking Tools

¥ Cancel Reservation
Event Type Meeting

View Reservation Summary
Group Tinkham Veale University Center

Send Invitation

15t Contact Name Jason Hawi

4. Select the service(s) and quantity you wish to add (A summary will display on the right of the screen)
a. Note: Depending on the date requested, not all services may be available if you are too close to

the date of the reservation.

5. Click Next Step

< Staff Meeating

Select Services Next Step

TVUC Equipment Services Summary
Default Setup ~ © TVUC Equipment
Rooim 140 Default Configuration ™ Easel &

Tables ~
White 5' Classroom Table
Chairs ~

White Relling Classroom Chair Wheelchair

17
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6. Identify the bookings to which you wish to add the service by selecting the checkbox next to the

booking name(s) and clicking the Add Services button.
a. Forrecurring reservations, you can add the service to multiple bookings at the same time.

€ Select Services / Staff Meeting (68290)

~ Date ~ Booking Time Tlme Zone Location Event Name Event Type Result
T4 Mon Feb 4, 2019 9:00 AM - 5:00 PM Eastern Time TVLIC - 140 Staff Mesting Meeting

7. Similarly, if you want to remove services, click the Manage Services button under the booking and
follow the prompts to remove the service(s).

Bookings
CURRENT PAST

O Include cancelled boakings

New Booking

Cancel Bookings  Booking Tools

Date ~ Start Time End Time

Time Zone Location Attendance Setup Type Status
# @ MonFebd, 2019 900 AM 5:00 PM ET Tinkham Vesle University Center - First Floor Conference Room Conference v Confirmed
Wiew Servicgs | Manage Sendces
€ staff Meeting (68290
Manage Services Reservation Detalls
TVUC Equipment Services Summary
Detault Setup e & TVUC Equipment
Rioom 140 Default Configuration - & White §' Classroom Table 2 $0.00
Tables o 12 White Relling Classroom Chair & 5000
1 Easel # $0.00
White 5' Classroam Table
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Browsing

Events

Browse events allows you to see all reservations within the system. This will link you to a reservation calendar
where you can view events on a daily, weekly or monthly list. Use the filter option to narrow results.

& HOME
Filters Compact View Saved Fliters
(%) CREATE A RESERVATION
Date
=i Fri 02/01/2019 Jax] Add Fiiter
B2 My EvenTs
Save Fliters

OWSE
I R EvEnTS

¥ LOCATIONS

DALY LIST WEEKLY LIST MONTHLY LIST

£ Jan February 2019 Mar )

SUN MON TUE WED

w
. ™ ‘

1
E
:

o RA.
T veaA i e L re okee
- 7:30am Wildsrness Medic..
e
B:00am HOLD for Classes
g > D0 SMARRAT Luader T
{muiiple bookings)
£00am 4ch Math Carps P...
B:00am Bhock & Nnvo (DA
EASam Fodirth bath Car._
wisw all 322 wwants (muliple bockings|

wiew all 47 events
3 5 6 i
7:3%arm Epilepsy GR (207, [l 7:30am Block 6 - Nive (DA 7:30am DENT-502-100 Co... )| 7:00um optahatmology 6. [ B:00am 4 Math Corps P

|

g

E
!

:

!

9:00am NLUNP 455100 C.. 1SRE 370-100 Pric. 7:00am MEA Program Li. e T
2 REHE-400-2-100 ..
SASRLA0. N Han B0dam HOLD for Classes. - = = F00am Ortho G2 2015, . [ &00am REHF-A00-2-100 )} foi0am DSPR-342-100 Or. | Ri1Sam Fourth Math Car,

muwdlilgla BALSCT02-100 I
0T A0 Ll
- - USSV-291H-101 A [l &:00am NURS 316100 C.., = =
. m Block 3 - Wicheda . iy
USS0.79KA T [ B00am Block 8 - jonnifer | B:00am DENT-S05.100 T

Gty Kids, TV 1.,
L 00N SASS 545200 Pro.

view all 495 events wiew all 62 events

]

{

i
il

e all 26 varts

:
£
L
§

If you click on a reservation, you will get details about that reservation including any related booking (other
rooms booked or future occurrences of a recurring reservation).

Booking Details

EVENT DETAILS RELATED EVENTS 2]

——

Event Name Dr. Martin Luther King, Jr. Convocation

Date Friday Jan 18, 2019

Event Time 12:30 PM - 2:30 PM

Reserved Time 7:00 AM - 5:00 PM

Location TVUC- 234

Group Donor Relations and University Events

1st Contact Name Laura Klingler

1st Contact Phone 216.368.2229

15t Contact Email Ixkz235@case edu

Reservation ID: 40445

19
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Browse location will show you a free/busy status of all spaces. This will link you to a book where you can view
availability of spaces on a daily basis. Use Add Filter to narrow results and browse by specific locations or views.

# HOME
f5 CREATE A RESERVATION
f2 My EVENTS

BROWSE

‘ EVENTS

¥ LOCATIONS

Notes:

Filters Compact View Saved Filters
Date Time Zone
Wed 0220/2019 Jin} Eastern Time v
Locations Tinkham veale Univarsity Center
e Add Filter
Add/Remove Locations
Save Filters
Locations
<Tue  Wed February 20,2019 | Thud | | Teday r ﬁ
7 AaM B 9 10 n 12PM 1 2 3 4 5 L] 7 B 9 o thl
Tinkham Veale Universi... Cap
Ballroam (Full) 200

First Floor Conference .,

Gaming foom

second Floor Conferenc,.,

75

550

a7

30

e The thick bar is the actual event time.

e The thin bar is the time the room is reserved for setup/teardown purposes.

e Ifaroom is designated as a combo room, a reservation in one room may impact the availability of other
rooms. (For example, a reservation in Ballroom A will not allow a reservation in Ballrooms A/B or the Full
Ballroom because those spaces are not available. Only Ballrooms B, C or B/C would be available.)

e If you click on a reservation, you will get details about that reservation including any related booking
(other rooms booked or future occurrences of a recurring reservation).

e If you click on a room name, you will get details about the space.

20
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You can make a reservation from any open spot by clicking and dragging your mouse from the start to the end
time of an open slot. Select your template and click continue to complete the reservation.

Create A New Reservation

Wed February 20, 2019 In Gaming Room

Start
S:00AM g
Time 2

End Time 1000 AN o

Template
P Non-academic Space Requests v

Cancel

21
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