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Guide to:

Making Reservations

After login, you will arrive at this page:
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Note that the top left side of the page indicates that no room or equipment is selected.

1) Select a room or piece of equipment option from the Resources panel



A calendar will be displayed, showing the availability of the selected room/ equipment.
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2) Click on a desired date to show more information on its availability.
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3) Select an available timeslot
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4) Set the Start Time and End Time then click on “Add Date to Booking”

Weekly and monthly reservations can also be made through the Frequency section.
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5) Check that the information on the Selected Rooms/Equipment and Dates ate correct then

click “Next”




This page displays conflicts with your room bookings (if any).

Note that all conflicts listed will not be booked. For conflicts that requires urgent attention, please contact the
receptionist at reception(@mie.utoronto.ca
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6) Enter information on the event, contact name and e-mail address. Click “Book All Available”.

Your room/ equipment has been reserved and a confirmation e-mail sent. Please check the confirmation e-mail to mafke
sure that the information is correct.

7) Click on the “Home” tab at the bottom of the page to return to the homepage.



Viewing and Modifying Reservations

Click on the “My Reservations” tab at the bottom of the page to list all reservations made by you
and the department.
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E+MC (331) ABC Seminar 647-864-x000  Booven o 170 May, 2070 20 05:42 A8

E>MC (331) Tutorial Beossoos 77 May, 2070 28 05:32 A
EXMC (331) Seminar Beokedon 17th May, 2010 & 0531 A8
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You can only modify reservations made by yourself. This can be done by selecting the relevant

reservation.

Only Administrators can modify reservations made by others.

Help and Inquiries

For further inquiries please contact the receptionist at reception@mie.utoronto.ca



