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1. Create a Single Day Reservation from the Book(Desktop icon)

e Select the Book button from the toolbar.
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e In the book, on the row the represents the
room you want to reserve, click on the time
that you want the event to begin, and drag
to the time you want the event to end.

e The Reservation Wizard window will
open. Choose a status and click next.

event name, the group sponsoring the
event, and other critical event
information. Information that is required
will have a red button next to it. Click
Finish.
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Reservation Book - Building: Coolidge Building 1/20/2014 Mon (1 Booking)
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— Setup/Teardown

Use Defaut: Minutes

Setup: 0

Teardown: 0

| Reconfim

Reset

Wizard Template:

Group Info

Complete the reservation by inicating the

Options
—— Event
Evert Name: |Advisee Mesting | VIP Event: O
Evert Type | Meeting v Source: [Phone v|
—— Group/Contacts
Group: |Chem|ca\ Engineering W ‘
1st Contact: |l'_‘arol)'r| Bertozzi vl Phone: ~ |123.444 5555 Fax: - l:l
Temp Contact Email Address: |carnhm @mit ediex |
Business Manager: |(rmr|e] vl Phone: - Fax: -
Temp Contact Email Address:
Room Setup | Biling | Other | Virtual | User Defined Fields |
Setup Type |Classruum Style v |
Setup Court:
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2. Add Furniture or Other Resources to an Event
e Select the booking level for the appropriate date and location that you would like to add a resource to (on the left

hand side).
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Open Reservation  View derts

1 Testng Stadum VIP meating (Resenvation Ne. 3250
o 42072017 Thu 10:15 AM - ATH

Thomoaon Hespdalty Menu - 10015 AM
UAPE Fackies Equioment

Navigator - Testing Stadium VIP meeting (Reservation No. 3292) (Booking Mo. 103547)
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7 Etachmerte (T} # Drawinge (1) X User Definad Fiekds ) &) Hastory
il Booking Summary o Fropetes 7 Reminders {0 L} Commerts ()
472072017 Thu = Testing Sadivm VIF mesting Edi
Aeserved.  10:15 AM - 1:00 PM ATH- Football - ATH-
Evert 1015 AM - 1:00 PM ype:  (none) Confammtion
Setp Type:  Open Style 3 Tentative Outlook
Booking Moo 103547 Courtt: 20
Mew
ot == = T LRC - Audio Visual Equipment

Thempean Heepitality Menu  Drepeff Service 10:15AM 1:0DPM
UAPE Facities Equpment  (nome)

Room Charge

Thompsen Hospitality Equipment

Thompsen Hospitality Menu
Thompston Hospitality Labor
UAPE Police and Public Safety

o Click the New button in the bottom right-hand portion of the window and select the category of resources that you

would like to add for this event. OR right click on the booking listing on the left hand side of the screen, then
scroll to “new” and select the appropriate category.

e A pop up Resource Window will appear. In my example:

Grouping: i) hd
Guantity: 1.00
Fitter:
Resource (6) Price Serves
Data Projecter £0.00
Flip Chart £0.00
Mobile LCD TV $0.00
Mobile Video Conference Unit $0.00
Speakerphone £0.00
Whitebeard £0.00
[ sekest | [ cancel |

Select the item that you would like to add, insert the quantity in the quantity field, and click Select to add the item
to this event.



