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Create A Reservation

SITE HOME MY HOME

CREATE A RESERVATION

To BROWSE for scheduled events, click EVENTS or LOCATIONS in the left navigation
MY EVENTS

BROWSE To space, click [ [ﬂ CREATE A RESERVATION in the left navigation. Select the appropriate Reservation Template and click BOOK NOW. For information on each template click ABOUT

. EVENTS To review the status of your request, make changes to a request, or add catering or other services, click on [ﬂ MY EVENTS in the left navigation

9 LOcATIONS ) ) ) ) N
Space requests will be reviewed Monday through Friday. Space managers will try to respond to requests within 48 hours

LINKS Space requests are currently being accepted through May 19, 2018. Dates after May 19, 2018 will be grayed out.
Event Scheduling Tips Spaces must be requested 24 hours in advance (not including weekend hours). For last minute space requests please contact the Scheduling Office.

How to Request Catering Click on (@) for more information or help on that page or section.

Event Setup Form
Questions?

Event Calendar
Contact: schedule@skidmore_ edu

Tel: 518-580-5599
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Room Request © vezanooe & v

UM Create Reservation

1 Rooms 2 Services 3 Reservation Details

—
Next Step
Date & Time Selected Rooms

Date Your selected Rooms will appear here.
Mon 01/08/2018 R
. ecurrence Room Search Results

Start Time End Time Rooms matching you rch criteria will appear here.
8:00 AM Q 0 AM

Create booking in this time zone

astern Time

Locations Add/Remove

(all)

@ Let Me Search For A Room

Room Types Add/Remove
(all)

Features Add/Remove

Number of People

0

@ 1 Know What Room | Want




Room Request © wezneoe & v

Rooms You Can Reserve
Locations Add/Remove
(all Media Services Spac

0 Recording Room 1

O Recording Room 2

@ Let Me Search For A Reom
Rooms You Can Request

Room Types Add/Remove

(all) Bolton Hall (ET)

o 100
Features Add/Remove
(none) O o

Number of People o 102

o O 10z

@ 1 Know What Room | Want

(+]

(+]
Calendar Only (ET)
O Calendar Only
O Calendar Cnly #1
O Calendar Cnly #2
0 Calendar Cnly #3

O Calendar Cnly #4

0 Calendar Only #5

Case Center (ET)




ENTER ATTENDANCE FOR YOUR EVENT AND CLICK "ADD ROOM™
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® Space Request @ AAUTSUION Create Reservation

1 Rooms 2 Services 3 Reservation Details

New Booking for Tue Jan 30, 2018
Date & Time Selected Rooms Attendance & Setup Type

Date

Tue 01/30/2018 2} Recurrence

Start Time End Time To SERVICES

———
8:00 AM
[0 Favorite Rooms cnly.
8 AM 12PM 1
Eastarn Time

Rooms You Can Reserve
Locations Add/Remove

Media Services Spaces (.
(all)

© recording Room 1

O Recording Room 2
© Let Me Search For A Room Rooms You Can Request

Room Types Add/Remove
(all)

Bolton Hall (ET)

Features Add/Remove

(none)

Number of People

0
@ 1Know What Room | Want




Services

1 Rooms 2 Services 3 Reservation Details

Services For Your Reservation

Jfdia Services Services Summary

Start Time [ET] End Time [ET] Service Type

3:30 PM @ 4:30 PM (Select Service Type)

[| ' have read and agree to the terms and conditions

Equipment Needed / Special Instructions

Equipmeggt Meeded/Special Details (click herg)

Dining Services

Start Time [ET] End Time [ET] Service Type Estimated Count

3:30 PM @ 4:30 PM @ (Select Service Type) 10

Will alcohol (beer/wine) be served? *If alcohol is requested
outside of the banguet rooms, we require a PROPOSED MENU 30
day prior to acquire an alcohol permit

Mo




Services For Your Reservation

Media Services

Start Time [ET] End Time [ET]

1 z:0pm (o) 1:30 PM

3 [# | have read and agree to the terms and conditions

Equipment Needed / Special Instructions

Equipment Meeded/Special Details (click herg) 4

@

Service Type 2

Media Services Satup

1 Rooms

2 Services




Equipment Needed/Special Details (click here)
Specify your equipment and media service needs in the special instructions box below.

1 +

Special Instructions

2 wireless microphones on stand set on stage of Gannett Auditorium. Please meet client

=

at 3:30 pm to help test video and presentation




1 Rooms 2 Services 3 Reservation Details
Services For Your Reservation Next Step

Media Services Services Summary

Start Time [ET] End Time [ET] Service Type @ Media Services, 3:30 PM - 4:30 PM, Media Services Setup

3:30 PM (0} 4:30 PM o] Mediz Services Setup
(-] : Equipment Needed/Special Details (click here) &

o 2 rophones on star
# I have read and agree to the terms and conditions phen

Equipment Needed / Special Instructions

Equipment Meeded/Special Details (click here)




1 Rooms 2 Services 3 Reservation Details

Reservation Details

Event Details

Event Name * Event Type *

L J L ' J

Group Details

Group *
"

1st Contact

Additional Information

Set-up time (in minutes)

0

Tear Down Time (in minutes)
0
Do you want this event posted on the public calendar (open to the community)? If you

answer Yes, you will receive an email requesting more details (and the option to add an
image).

No
Do you want this event posted on the student calendar (open to all Skidmore students)? If

you answer Yes, you will receive an email requesting more details (and the option to add
an image).

No

Create Reservation




YOU WILL RECEIVE EMAILS FROM SEPARATE MANGERS CONFIRMING:

YOUR SPACE
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