K-State Student Union Web Reservation Guide

Go to https://reservations.union.ksu.edu

To create an account click here.

Sign in using your previously registered account:
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After signing in, the reservations landing page:
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Reservation How To Use the Browse Menu to search for Events or Rooms.
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For help making a reservation, view the Reservation How To under the Links Menu.
UGB Room Policies

Click on the “My Home” tab:
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Click “book now” button next to the appropriate “My Reservation Templates” type.

Room Request .
» Student Full Service Reservation @ ™ \y cart (0)
1 Rooms 2 Services 3 Reservation Details

New Booking for Sat Mar 24, 2018 | |

Date & Time Selected Rooms

Date Your selected Rooms will appear here.
Sat 03/24/2018 = Recurrence Room Search Results

Start Time End Time Rooms matching your search criteriz will appear here.
S:00 AM (O] 10:00 AM o]

Create booking in this time zone

Central Time v

Locations Add/Remove

K-State Student Union

Setup Types Add/Remove

Conference Table

Click on the calendar icon next to the date and select the date of the event. Next click the clock icon for
both start time and end time and set each.
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Create booking in this time zone

Central Time v

Locations Add/Remove
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Setup Types Add/Remove

Conference Table

Room Types Add/Remove
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Features Add/Remove

(none)

Number of People

On the left (you may need to scroll down), select the Setup Type, Room Type, and Features, and enter

the approximate number of people attending. Then click the “Search” button.

**Note: If the event needs any technology, please select it from the Features section.
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Date Your selected Rooms will appear here.
Mon 03/26/2018
- Recurrence Room Search Results
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Create booking in this time zone
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Based on the entered criteria, a list of available rooms appears on the right. Click the Plus icon next to
the desired room.

Your name

Attendance & Setup Type

To continue, please enter the number of attendees and desired setup type for this Room.
No. of Attendees *

Setup Type *

Conference Table

Confirm/update the Number of Attendees and Setup Type. When complete, click “Add Room” button.

**Note: If the attendance for the room is greater than the capacity, an error will occur.
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After clicking the “Add Room” button, the Plus icon changes to a Minus icon. To add more rooms repeat
the previous two steps.
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Click the “Next Step” button at the top right of the page to continue the reservation process.
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Services For Your Reservation ‘ |

A/V Equipment Services Summary
Audio A
Misc A
Phone A
Visual A
Caterers
List A
Furnishings

Select the needed technology, services, or furnishings
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x Student Full Service Reservation @ ™ \y cart (1)

1 Rooms 2 Services 3 Reservation Details

Services For Your Reservation | ‘

AN Equipment Services Summary
Audio ~ © A/VEquipment
Misc ~ e 1 CD Player &
e 1 Apple/Mac display adapter
Phone A~ ’;? piayatap
Visual ~
© Caterers
Caterers
e 1 Chick-fil-a &
List ~
@ Furnishings
Furnishings
-] 1 Linen Tablecloth (Rectangle 18"x67) $2.50
" "
Misc ~

Setup Notes

A list of the selected technology, services, and furnishings and any additional costs (if any) will appear on
the right.

**Note: Prices are subject to change.

When the selections are complete, click the “Next Step” button at the top left.
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1 Rooms 2 Services 3 Reservation Details
Reservation Details

Event Details

Event Name * Event Type *

Meeting v

Group Details 9
Group *
UMION ASSOCIATE DIRECTO v
1st Contact
(temporary contact) v
1st Contact Name *
(temporary contact)

Y CO

1st Contact Phone * 1st Contact Fax

1st Contact Email Address *

[ 1

Enter in the “Event Name” and select the “Event Type”. Also, select or enter the contact information for
the group. “1°t Contact” information is required.

2nd Contact Email Address

Attachments
Select your files Drag and drop your files here

Billing Information

Dept Account #

00-0601

Create Reservation

If you have files (e.g. diagrams, forms, etc.) you will need to upload digital copies in the “Attachments”
section (you may need to scroll down). When this information is complete click the “Create
Reservation” button.
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To create an account click the “Request An Account” button.
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# HOME

Request An Account
BEROWSE
To request an account, enter your info and click Request An Account.
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Password *
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Password Strength
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*
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Enter your password

again.

About You

Mame *

Phone 1 *

Phone 2

Enter the required (*) information. You may need to scroll down. When complete click the “Request An
Account” button at the bottom of the page.

Please allow 1-2 business days for the reservation office to complete this request.



