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Helpful Terms

Reservation: The Who (the Group/Contact) and What (Event Name) of the event

Booking: The Where (Rooms) and When (Time/Date) of an event under a Reservation. (A reservation can have
one booking or multiple bookings)

Reservation ID — The number assigned to a facility reservation request

Group — Department making reservation

1%t Contact — Person usually making reservation and name that will be noted as the primary contact of
reservation. e.g., the contact for setup details for custodial staff

Cancel Icon- Used to Cancel or remove Reservations/or Bookings

Edit Icon — Used for editing Bookings

Add Icon — Used to Select/or Add
Getting Started
General Terms and Rules for Use:
The North East ISD Event Management System has been created for approved community organizations to
request the use of our facilities. All facilities primarily serve District and campus activities, and as such always
have first priority. Any request may be declined, cancelled or modified the District or campus/facility at any

time. A complete list of terms and conditions will be provided when completing a request, or by contacting
the Facility Reservations Office.

New Users - Users not already set up with an account will need to create an account to request access. Please

note, only one main user and a backup from each organization will be given access to the system. Not every
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member of a community organization will be given access to submit requests. 1. Follow the link below to
access the North East ISD Event Management System

https://ems.neisd.net/virtualemsexternal

m North East ISD Event Management System

% Browse Ehth Reservations 8MVAccount y Admin {?‘- Help

Welcome | Jesse Luna T |

View Calendar - Hover over "Browse," select a browse method
Reserve a Room - Hover over "Reservations” and select a reservation method:

« Internal NEISD users, select “Reserve a Room”
= Community Members select, Request a Facility, Gym or Field

View Reservations - "Reservations” click "View My Requests”

NEW USERS: Hover over "My Account” and click on "Create an Account” to get access. Once you have submitied your
information please notify Cindy Salazar at csalaz4@neisd.net to complete your set up.

2. Hover mouse over “My Account” and Click “Create an Account”

For assistance contact Procurement & eCommerce at 407-0396
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L 3Bl = https//neec-ems.neisd.net/VirtualEms/LogOut.aspx D~ @ | = virtual EMS - Logout

File Edit View Favorites Tools Help
§& & Office Supplies Office Pro... i) Adobe Connect Login 71033 The App [E] Login [I3 Suggested Sites v [§¥ OneDrive Infor Xtreme Home Page [E] DocuWare Knowledge Ce... [l American Express ® Work

%m Virtual EMS

Event Management

&% My Account

Log In ‘Welcome Guest
e e
Poviared by T

‘ | #100% ~

3. Fill out User Information (All Fields Mandatory)

Provide information for each field. (Your name, Office Phone, Email, Fax)

4. Click “Save”

5. Send an email to the Facility Reservations Office at facrent@neisd.net, letting us know that you have
submitted a request for access. You will be notified via email when access is granted.

Elc Edit Miew Fm Tools  Help
5 Office Supplies Office Pro... 4| Adobe Connect Login 7 103.3 The App [E Login [ Suggested Sites ~ B= OneDrive [B Infor Xtreme Home Page [ DocuWare Knowledge Ce... [l

%m Virtual EMS

Event Management

&8 1y Account

F°B§partment Name

Fadsv

&5 show another code

42

Type the code shown

[

@ t00% -

Request a Facility

Reserve a Single Date Request
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Single Date Reservation:

Hover cursor over “Reservations”
Select “Request a Facility”

Enter the date of the event

Start and End Time

Select a Facility (campus)

Enter attendance #

Click “Find Space”

No A wNe

J m North East ISD Event Management System

C% Browse Wt Reservations B My Account (EW Admin ? Help Welcome Jesse Luna

Request a Facility
m Location Details
Mehen aieti hiere | Request a Facilit

2?;?);’2016 oat || Recurrence View available rooms by date
Start Time:* ~_ End Time:* Quick Tips:
[~ . .(_\
£:00:80 <B [LU:00-AM \ﬁ 1. Enter your date, or for multiday reservations, click "Recurrence” to select your dates
Facilities: 2. Enter a Start and End Time
[Eccutower Middle School = Cl. 3. Select the Facility (Campus) you would like to request.
P e = 4. Enter your meeting's estimated Attendance count
Y SENTER SENL Y 6. A grid will display available rooms during the date and time range, with the set up type you specified
W available as an option
.Attendance. ! 7. Click the plus "+" sign to the left of the room to request it, then click "Continue”
|10 | 8. Under "Event Name,” please give a good description of what your event is
: 9. Select an "Event Type” from the drop down list
10. Select the Group you are requesting this event for
11. Select any HVAC needs
12, In the "Additional Event Information” field, please include any Audio Visual, lighting or special reguests

for your event (note: these do not guarantee availability or approval of these requests)
13. Click Submit to Reserve your room

8. Available rooms meeting your criteria will be displayed.

9. Click the “+” to select a room. Selected Room will move up into “Selected Locations” pane. You may
select multiple rooms at a time. (Please see image on next page)

10. Click “Continue” after you have selected all your rooms.
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C% Browse Reservations G My Account w Admin ':\?) Help

Request a Facility

Date

Recurrence
1®
v 'go\

End Time: *
[10:00 AM

Fadlities:

|Eisenhower Middle Schoal

Setup Information |

Attendance:”

|20 !
Find Space

When and Where |

EMS User Guide

Request a Facility Continued

Welcome Jesse Luna

Location Details

Selected Locations

|

No rooms currently selected
Grid

SELECT AVAILABLE LOCATION CAPACITY PRICE
Request

1/1 Eisenhower MS Parking Lot NA
1/1 Eisenhower MS Library 0
1/1 Eisenhower MS Kitchen NA
1/1 Eisenhower MS Teacher's Lounge 0
1/1 Eisenhower MS Restroom NA
1/1 Eisenhower MS Portables

1/1 Eisenhower MS Cafeteria

1/1 Eisenhower MS Band hall

1/1 Eisenhower MS Auditorium NA
1/1 Eisenhower MS Hallway NA
1/1 Eisenhower MS Entry/Foyer NA
+ 1/1 Eisenhower M5 Classrooms 0

11. Enter the Event Details including:

a. Event Name
b. Event Type
¢. Group Detail -Select the Group this reservation is for and 1 Contact.

HVAC - HVAC - For evening (after 7 p.m.), weekend and holiday dates, “Check” the box and

enter the Budget Code in the field provided.

Additional
etc.)

Event Information — Provide additional setup details if needed (A/V Equipment,

12. Click “Submit” to submit your request.

C% Browse [0 pocervations &% My Account w Admin () Help
Welcome Yvonne Lussier
Reserve a Room . "
Info Location Details
When and Where | =
= Event Details
Date:
o/5/2015 Sat__|gzz | Recurrence Event Name: ™ Event Type:™
Start Time:™ End Time:™= | ~]
[iooam | [so0am (D -
Group Details
Facilities:
Richard a. Middleton Education ~ |C) | Group:=
[742-Procurement & eComme ~| QO
Setup Information | T
Attendance: = [¥wonne Lussier ~]
Phone:~ Fax:
Setup Type:™ [210-407-0327 | [2z10-804-7105 |
Conference ~ S
Find Space [ylussi@neisd.net |
Additional Setup Information (7]

&

[=l HvAC for weekend and evening events
If yes, please enter budget code for HVAC below

Billing Information

Budget Code:

Submit

For assistance contact Procurement & eCommerce at 407-0396
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7
Making Multiday and Recurring Requests
1. Hover cursor over “Reservations”
2. Select “Request a Facility”
Y | 'ﬂ:ﬁ*?'
k‘ﬁ| O ij\ https://neac-ems.neisd.net/ViriualEms/BrowseReservations.aspx p v ﬂ‘ ﬁ_‘f 71? GE:J
# Virtual EMS - View MyRequ. X | | P e » v * - . . . .
file Edit View Favorites Tools Help X Contribute [FEdit v BPosttol
‘ﬁ; @jeSchooI Solutions  Smart... @North East Independent 5. : :%’S:North East Independent S.. irb.iSuggested Sites " @ v AE [ég ~ Page v Safety v Toals v @'

A

%m Virtual EMS

Emlhlmm

% Browse M Rescryations B My Account &7 Admin w?‘w Help

Reserve a Room Welcome Yvonne Lussier

View My Regquests
Eiliiiill Histencai Laiendar

Reservation Id:|:| Event Name:l:l Quick Search [lshow cancelled

ID NAME GROUP FIRST LAST STATUS  LOCATION HAS

RANKETNEG & | RANKTNEG SERVIFER

Click “Recurrence”
Enter a Start and End Time
Create a recurrence pattern

o v kW

Click “Apply Recurrence”

%m Edit Virtual EMS

Ev—lll-u.-—lly:l—-

rity
Recurrence x
Q, Browse [T pecervations 5

Time

Reserve a Room Start Time: ™~ End Time:™ Welcome Jesse Luna

P @ [t

when and Where Recurrence Pattern
iz e Draily m Monthly Random
| Recurrence

i End Time:™* Recur every |i _I weekis] on:
[7:00 AM @[

Sun - Wed Thu Fri Sat
FaCIlItIES ect your dates

F{lchardA . Middleton Education ¥

Tu e

Range of Recurrence
2015 Tue | ==z ce to view all rooms)

=

Attendance: ™
|

h the set up type vou specified
- ol i

| 7f28/2015 T
End by:|7/28/ ue ‘Continue”
nt is

T Apply Recurrence Remove Recurrence
Eadaxarics ¥

R . d support from Media Services

1d and evening events.” Check
1ed on.
ked ves (see above). If thisis a
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Making Multiday and Recurring Requests — Continued

7. Enter Attendance
8. Select a Setup
9. Click “Find Space”

~
10. Click the scroll arrows ¥ up or down to view the room lists availability

A list view of available rooms meeting your criteria will be displayed. An example of the list view below
provides the following information

Selects the Room Days Room Available /
Number of Days Requested

.?‘, Help

Welcome Yvonne Lussier

Reserve a Room h .
Location Details

When and Where
Selected L« cations

Occurs every day effective 12/21/2015
until 12/25/2015 from 7:00 PM to 8:00
PM

o rooms currently seleciag

Facilities:
[Richard A. Middleton Education |l

Setup Information

Attendance:™
23

Recurrence 3/5 614.00 a0
[+ 5/5 619.00 35
[ 3 | .

Setup Type:™
|Classrn-:-m V|

9 For assistance contact Procurement & eCommerce at 407-0396
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Making Multiday and Recurring Requests — Continued

11. Click the “+” to select a room. * Notice all available dates for the room selected move up into the
“Selected Location” pane.

12. Click the “x” next to the dates to remove rooms not needed. Continue removing as needed. What
should remain are the dates and rooms you want to keep.

* In Example below*, Rm 210, Rm 614 and Rm 619 were selected and all available dates for those
Rooms moved up into “Selected Locations”. For Date 12/28/15, if user wanted to keep Room 210,
Rooms 614 and 619 can be removed for 12/28/15 by clicking “x” next to those dates.

To Edit Recurrence Criteria:

For changes to Setup or Attendance
a. Make changes to Setup or Attendance in “Setup Information Box”
b. Click “Find Space” for new availability options

For changes to Recurrence Pattern, Date, or Time
a. Click “Recurrence”
b. Make Changes to recurrence pattern, date or time as needed
c. Click “Apply Recurrence”
d. Click “Find Space” for the new availability options

13. After all selections have been made for the recurring reservation Click “Continue”

For assistance contact Procurement & eCommerce at 407-0396
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m Virtual EMS

Event Management Systems

% Browse it Reservations gﬂy Account éw Admin .;i?:. Help

Welcome Yvonne Lussier

Reserve a Room

When and Where

Info Location Details

!

TR 3,18 o e b R e o

L
?;f;';;g’f; Mt‘_‘t"‘if';"l‘f:;rﬁtsr) effe;ti;g El 1z/z8/2015 Mon 7:00 AM 5:00 AM  Z10.00 Reserve 25 ~
unte Tom "
- El 12/28/2015 Mon 7:00 AM 9:00 AM 614.00 Resarvs 25
= El 12/28/2015 mon 7:00 AM 5:00 AM  619.00 Reserve 25
ecurrence
E1 1/4/2016 Man 7:00 AM  S9:00 AM  210.00 Ressrvs 25
acilities: - El 1/4/2016 Mon 7:00 AM 9:00 AM  614.00 Reserve 25
|RiSheed-t—tmddleton Education qu
E 1/4/2018 Man 7:00 &AM 9:00 AM £15.00 Reserve 25
Setup Information El 1/11/2016 Mon 7:00 AM 9:00 AM  210.00 Reservs 25 N
Aendancas E :/11/2016 Mon 7:00 AM 2:00 AM  £19.00 Reserve 25
——— = e N -V e e e )
Nlassroom Reserve
- W
Find Space 243 & 313.04 100
Continue

Making Multiday and Recurring Requests - Continued

14. Enter the Event Details including:
a. Event Name
b. Event Type
c. Group Details (Your Dept.) for the reservations and 1% Contact
d. Additional Setup Information-Provide additional setup details if needed.

e. HVAC - For evening (after 7 p.m.), weekend and holiday dates, “Check” the box and enter the
Budget Code in the field provided.

12 For assistance contact Procurement & eCommerce at 407-0396
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Edit Virtual EMS

Recurrence *

C]‘b Browse [5% pecervations -
Time

Reserve a Room Start Time: ™ End Time:™ Welcome Jesss Luna
[7:00 am ™ (<)

when and Where Recurrence Pattern
Bate: e Daily m Monthly Random
l=z= | Recurrence

[7/28/2015 Tue|g
Start Time:™* End Time:*
[7:00 AM

Recur every |1 | week(s) on:

R Sun Mon Tue Wed Thu Fri Sat
Facilities: ect your dates
[Richard A. Middlston Education ¥ i o o pecurrence

Setup Information Start Date:|7/28/2015 Tue |352 ce to view all rooms)

A lenaaneais ® End after: [1 | occurrences h the set up type you specified
; e o Ik
1| 7/28/2015 Tue I + -
[o ] End by:|7/28/ = Continue’
- nt is
Sss:gpelt‘gcs = Apply Recurrence Remove Recurrence

d support frem Media Services

1d and evening events.” Check
1ed on.
ked yes {see above). If thisisa

2. Click “Submit” (Rooms are now reserved)

*Notice the Reservation Detail Tab opens and summarizes the reservation just made. A Reservation ID
has been assigned and the booking/s will display under the reservation detail.

m Edit Virtual EMS

Event Management Systems

% Browse 'E‘ﬂ Reservations 0§ My Account y Admin (P) Help
- o - Welcome Jesse Luna
Reservation Details Additional Information Artachments Back 1o My Regussts

Reservation Id 46 Edit Reservation
Event Name TEST SPED Meeting Add Booking
Event Type Meeting Cancel Bookings
Budget Coda Cancel all Bookings
Group Name 742-Procurement & eCommerce S T S e S
1st Contact Name Yvonne Lussier Ki Egl P N
Phone 210-407-0397 Hobkiig Yool .

Edit Additional Information
All Current Historical
ACTIONS @ SERVICES @ DATE = TIME LOCATION STATUS SETUP
B & [+ 8/3/2015 Mon 8:00 AM - 10:00 AM TEST SPED Meeting 313.04 Reserved Classroom (50}
B 4= |+ | 8/6/2015 Thu 8:00 AM - 10:00 AM TEST SPED Meeting 313.04 Reserved Classroom (50}
B 4= |+ 8/10/2015 Mon  8:00 AM - 10:00 AM TEST SPED Meeting 313,04 Reserved Classroom (50}
B 4= 8/13/2015 Thu 2:00 AM - 10:00 AM TEST SPED Meeting 313.04 Reserved Classroom (50}
[ > B 8/17/2015 Mon  8:00 AM - 10:00 AM TEST SPED Meeting 313.04 Reserved Classroom {50)
B <« |+ 8/20/2015 Thu 8:00 AM - 10:00 AM TEST SPED Meeting 213.049 Reserved Classroom (50}
| > %4 [+ 8/24/2015 Mon 8:00 AM - 10:00 AM TEST SPED Meeting 313.04 Reserved Classroom (50}
B #= || 8/27/2015 Thu 8:00 AM - 10:00 AM TEST SPED Meeting 313.04 Reserved Classroom (50}

View My Requests

Under “Reservations” select “View My Requests” to view all Reservations made by the user for a Group.

Current Tab: Shows all current reservations
Historical Tab: Show all past reservations

Clicking a reservation, opens the Reservation Detail Tab and allows the “Cancel” and “Edit” option for the
reservation/or bookings.

13 For assistance contact Procurement & eCommerce at 407-0396
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oo m North East ISD Event Management System

Cg Browse Wit Reservations & My Account C% Admin ‘«9 Help Welcome Jesse Luna
Historical Calendar
Reservation Id: Event Mame: Quick Search Show Cancelled
ID  NAME GROUP FIRST LAST STATUS LOCATION HAS
BOOKING =+~ BOOKING SERVICES
gsng TGS DImming. 790 TIOEUTEmEnE S, 7/4/2016 Mon  7/28/2016 Thu Request Sparts HELD - INEED: vy
Practice eCommerce Gym

Status: This will show you the status of your request. Below is a list of potential statuses and their meanings:

* Request/Request sports - This is the intial status of your request, and indicates it is still pending
processing by the Facility Reservation Office.

* Pending Campus Review - The request has been submitted to the campus and is pending their decision.

* Tentative Campus Approval - The campus has approved your request, as is, and has returned it to the
Facility Resrvation Office for further processing.

* Tent Campus Approval w/Changes — This indicates the campus has not denied your request, but has
proposed changes to the request. This may include a shift in time, or a different proposed date. The
Facility Reservaitons office should contact you regarding these changes.

* Pending Cust Approval w/Changes — This indicates the changes proposed by the campus have been sent
to you for your review/approval

*  Pending Cust Approval w/Costs — The request has been sent to you, the organization with all agreed
upon times/dates with the costs, and the final approval is pending only signatures and payment (if
applicable). This will be sent via e-mail.

* Approved - The request has been approved by all parties involved, paid for, confirmed and you are now
authorized to use the facilities on the dates and times indicated on the final contract that will be
provided to you when you pay.

* Declined — This indicates your request was declined by either the campus/facility or the district.

Editing Reservations

Under “Reservations” Select “View My Request”. Select the reservation to edit. The Reservation Detail will
open for the selected reservation. This can only be done while it is still pending review by the Facility
Reservation Office. Once it is submitted to the campus for review and beyond, you must contact them for any
changes/cancellations.

14 For assistance contact Procurement & eCommerce at 407-0396
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/B Virtual EMS - View My Re. x Lo o o e S|
€« & C | & httpsy//neec-ems.neisd.net/VirtualEms/BrowseReservations.aspx | =
S it virual ems
Event Management Systems

dule Clarity

Q, Browse [T eservations #B My Account F Admin ) Help
Reqnic it fad Welcome Jesse Luna

neq.,ahne.d adar
Request a Gym —

Reservatior - t Name:| || Quick search ZJ show cancelled
T e
D NAME GROUP FIRST LAST STATUS LOCATION HAS
BOOKING =~ BOOKING SERVICES
a6 TEST SPED 742-Procurement & 8/3/2015 Mon 8/27/2015 Thu Reserved Richard A. Middleton Education Center No
Meeting eCommerce - 313.04

Poverad by oo S

4

You can edit a reservation booking using the icons under “Actions”

Cancel Requests

1. Select the “x” next to booking to cancel

W | B
x

m & &| https)/naec-ems neisdnet/Viru.
frtual EMS - Reservation 5. * |
file  Edit View Favorites Jool Help

Ledit = Brosttol

% & eSchool Solutions Smart. | North East Independent 5. & | Procurement & eCommer.. & | North East Independent 5.. B ’-’i‘ - B = =< @ = Page~ Safety~ Tools~ e" "

%m Virtual EMS
i

C, vrowse ™M geservations J0% my Account O admin (3] Help

Weltsrme Vegnne Lussinr

attachments
Rasarvation Td 4
Fuent Name NEISD COUNCIL FTA PRESIDRNT
BOUNDTABLE
Event Type Mesting
Hudget Code
Group Mame FAZ-Pracurement & cCommerce
151 Contact Name Fvonne Lussier
Phone 210-407-0257 (X

all Corrent Historical

Bookings
ONS SERVICES DATE = TIME THLE LOCATION  STATUS  SETUR
H/25/2015  B:00 FM . H100  NEISD COUNCIL #TA PRESIDENT - - Conference
[+ Tus ™ ROUNDTABLE P00 Recerved o)
PRNSOTNE - |

R0k -

Editing Reservations - Continued

A message will appear to confirm your cancel request

15 For assistance contact Procurement & eCommerce at 407-0396
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=R i evs
Event Managsmenl Systems

Schaduls Clarity

C% Browse E‘j Reservations 6 My Account 5997 Admin () Help

Reservation Details Attachments

Welcome Yvonne Lussier

Back to M: Resue;ts

Reservation Id 48

Event Name NEISD COUNCIL PTA PRESIDENT
ROUNDTABLE

Event Type Meeting

Budget Code

Group Name 742-Procurement & e| booking?

1st Contact Name Yvonne Lussier

Phone 210-407-0397 Cancel

Are you sure you want to cancel this

Current Historical

Bookings
ACTIONS SERVICES DATE “ TIME TITLE
o 8/25/2015 6:00 PM - 8:00 NEISD COUNCIL PTA PRESIDENT
Tue PM ROUNDTABLE

Powered by o R

Edit Reservation

Add Booking

Cancel Bookings

Cancel All Bookings

Add booking to personal calendar
Booking Tools

LOCATION STATUS SETUP

Reseryerd E:;nference

2. Click “OK” to complete the cancel action. Reservation status will change to “Cancelled”

‘gm Virtual EMS
Event Management Systems

Scheduis Clarity

Clb Browse Eﬂ Reservations B My Account w Admin (?) Help

Message from webpage
Reservation Id 48

Welcome Yvonne Lussier

Back to M‘ Reauests

Event Name NEISD COUNCIL PTA P
ROUNDTABLE

Event Type Meeting

Budget Code

Group Name 742-Procurement & eCy

1st Contact Name ¥vonne Lussier

Phone 210-407-0397,

The booking was cancelled

All Current Historical
Bookings
ACTIONS SERVICES DATE TIME TITLE
= 8/25/2015 6:00 PM - 8:00 NEISD COUNCIL PTA PRESIDENT
B 4= Tue PM ROUNDTABLE

Pawered by

Editing Reservations - Continued

Edit Reservation

Add Booking

Cancel Bookings

Cancel All Bookings

Add booking to personal calendar
Booking Tools

LOCATION STATUS SETUP

Conference
Reserved @30

16

For assistance contact Procurement & eCommerce at 407-0396



Edit Bookings

1. Click Edit Bookingicon?" to edit Event Details, When and Where and Setup information

m @ #| htipsi//necc-emenelsdnet/V

| Virtual EMS - Reservation 5

Ele Edit Yew Favorites Tools Help

i @ eSchool Solutions  Smart.. &3 | North East Independent 5.

“em

[ w—)

prEs

Ol nrnwns |

Heservatlon id
Ewent Name

Ewant Type
sdget Code

Group Nama

151 Cantact Name

Fhone

SERVI!
3 o

Click “Find Space”

vk wN

Q) Browse [ Reservations F B My Account P Admin  (P) Help

Reservation Details

® | Procurement

Virtual EMS

e =

EMS User Guide

|l

HiaYDUSSKM %2 ! = = = = eI A

- . = = m > -
x

& eCommer.. | @ |North East Independent 5 | B Suggested Sites = "t - E) - - Page~ Safety~ Toolsw @

[&rEdin = BlPostiol

v Accoumnt O4F admin () Help

an

WEISD COUNCIL T4 PRESIDENT

ROUNDTABLI
Musting

raz-pr
¥vorna Lir
210-407.

CES DATE =

n/23/2015%
Tue

Bookings
TIME TITLE LOCATION  STATUS  SETUP
6100 FH - 0100 NEISD COUNCIL #TA PRESIDENT S0 PR 4 Confarence
w ROUNDTABLE {3a)
—]

®R100% -

Make changes to Event Details, When and Where and/or Setup information

If needed, Click “+” to select a new room
Click “Update Booking”

Welcome ¥vonne Lussier

Back To Reservation Details
T

Event Name MNEISD Council PTA President Group Name 742-Procurement & eCommerce
Roundtable 1st Contact Name ¥vonne Lussier

Date Tuesday, August 25, 2015 PRons 210-407-0397.5

L ocation el " 2nd Contact Name

Event Time 6:00 PM - 8:00 PM Phone

Reserve a Room
Location

Event Details |

Event Name:™

|NEISD Council PTA President Ro\|
Event Type:—

[meeting ~

When and Where |

Date ™

8/25/2015 Tue |z22

Start Time: ™ End Time:=
[6:00 PM | [8:00 PM (€]

Facilities:
|[Richard &. Middleton Education  ~ |3

Setup Information |

Attendance:™
[EET

Setup Type:™

Conference ~
Find Space

List

< » 12 Hours

Room | |
|Richard A. Middleton Education | | | | | | | | | | [ | |

515.00

Update B

> [—

ooking

Editing Reservations - Continued

6. Message will appear verifying update. Click “OK” to complete update

17
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Reserve a Room
Event Details List Grid

Event Name:’-‘ 3 4> 12 Hours
|NEISD Council PTA President le
e [ichard . en | [ [ 1 T

@'ing =] 514.00 a0 | |

When and Where

Date:™

8/25/2015 Tue

-
Start Time: ™ End Time:* Message from webpage M
6:00 PM |(¥ [8:00 PM ()

Faci

ities:
Richard &. Middleton Education ~ | Q) Update
F hﬁ Booking successfully updated

Setup Information

Attendance:=

Setup Type:t

Conference ~

18 For assistance contact Procurement & eCommerce at 407-0396
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