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Questions: 
Contact Room Scheduling Office or CETS Office 

rooms@unthsc.edu or cets@unthsc.edu  

Changing or Cancelling a Reservation 

mailto:rooms@unthsc.edu
mailto:cets@unthsc.edu


To check the status of a reservation or to make a change, select  
View My Requests on the Reservations button 

Click on event 
name to edit 
a reservation 
or change a 
booking 



Your reservation details will be displayed.  All changes to your 
reservation and/or booking can be done here.  Also, you can add the 

booking(s) to your Outlook calendar 



Edit Reservation – Allows you 
to change the event name, 
event type and group 

Add Booking – Allows you to 
add another booking to the 
reservation 

Cancel Bookings – Allows you 
to cancel one or more of the 
bookings in your reservation 

Cancel All Bookings – 
Allows you to cancel 
all of the bookings in 
your reservation 

Add booking to personal calendar – Allows you to put all 
bookings for this reservation on your outlook calendar 

Booking Tools – Allows you to change the date and/or 
time for a booking 

Edit Additional Information – Allows you to change the 
billing information for a booking or change the login 
requirements or additional information for a computer 
lab booking 
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