Online Reservation Request System Instructions

campusreservations.uwsp.edu
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Authenticate your UWSP
username (DO NOT USE
e @uwsp.edu) and password
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[5) CREATE A RESERVATION

My Reservation Templates

Select “Site Home” for

mm additional information and
i instructions. It is important to
L note that not ALL rooms are
i available to request using this

system.
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See Space Managers link for a
'complete list
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Select “Book Now” to request a
space in the area needed
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‘Welcome to the UWSP Reservation Request System

Tivis sile provides lacility information and accass o the UWSP Campus Reservaligffstem for mom requests

UWSP staffistudents, with an active log on. may make on-line requests for syfes on the main campus.
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Make Request
1 Rooms/Locations 2 Reservation Details
Select or type date of

. New Boghl hu Aug 2, 2018
event/meeting

% Academic Building Room Request @ W My Cart (0)

Selected Rooms/Locations

Date & Time

Date {our selected RoomsiLocations will appear here,
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Select or type event start
time and end time e oM S Seb R e Bt e
To narrow search to

specific building, select
“Add/Remove”

Add/Remove

Select “Recurrence” for
multiple events (i.e. same
time every week/month)
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Select a room R

Mew Booking for Mon Aug 13, 2018
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A list of available rooms o
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reserved for another event on
that date/time, it will not show
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available will be listed. e =
You will only be able to

reserve the space for the
number of dates it is - T [
available.
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spaces and what event is
scheduled in room.
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Select the space desired
by clicking the purple plus
sign.

o N

You may select more than
one room or you may
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enter a new date/time i
and request several T
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Need more than one room
or one date; keep
shopping

You can continue to find and
select rooms on different
dates and times, just like
filling a “shopping cart”, you
can select more dates and
rooms.

Select “Next Step” when all
dates/times are requested.

Enter Event details

Enter event name and type.
Sponsor is the campus
department or recognized
student organization hosting
the event.

Click on the Q to search
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Mew Booking for Wed Aug 29, 2018

Date & Time Selecied Aoms/Locations  # Attendance & Setup Type

Acnms/Locations You Can Request
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for your sponsor

If your event includes participants
from the public (particularly if youth
is involved) it is the responsibility of
the sponsor to have proper liability
waiver forms on file and to monitor
the behavior of participants.

Non University sponsored
events cannot use this system
to request space.

Use booking comments to
provide additional
information or requests. You
must read and agree to
“Terms and Conditions”.
Select “Create Reservation”
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The reservation request is forwarded to the appropriate department for approval or denial. All requests should receive

an email confirmation.



