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Changing or Cancelling a Reservation

UNT‘ QEQ&LE! Event Management System

Questions:
Contact Room Scheduling Office or CETS Office
or


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

Room Requests

Library Computer Lab Requests
Mini Auditorium Room Requests
Small Group Room Requests

Rare Book Room Requests

_ Browse | Reservations J_R, Log In/Out Event Planning Resources UNTHSC

Click on event . | —
name to edit

a reservation © st | o
or change a ® ranins : __s
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

PGV ERLLRREIEIERS  Additional Information Attachments

Back to My Requests
Reservation Id 665
Event Name EMS Training
Event Type

Group Name
1st Contact Name

Training - Faculty/Staff Phone

All urrent | Histaorical

DATE « TIME

TITLE LOCATION STATUS SETUP
EMS Training 3 - LIB - 400

7/8/2013 Mon 1:30 PM - 3:30 PM Confirmed Computer Lab (15)




LGN =la  Additional Information Attachments

Reservation Id

[515) Group Name
Event Name EMS Training

1st Contact Name

Event Type Training - Faculty/Staff Phone

Al Rellggias  Historical

Bookings

ONS, MNICES DATE + TIME TITLE LOCATION STATUS SETUP
7/8/2012 Mon 1:30 PM - 3:30 PM EMS Training 3 -LIB - 400 Confirmed Computer Lab (15)

— Allows you to put all
bookings for this reservation on your outlook calendar

— Allows you to change the date and/or
time for a booking

— Allows you to change the
billing information for a booking or change the login

requirements or additional information for a computer
lab booking

— Allows you
to change the event name,
event type and group

— Allows you to
add another booking to the
reservation

— Allows you
to cancel one or more of the
bookings in your reservation

Allows you to cancel
all of the bookings in
your reservation
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