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Getting Started 
The Facility Reservations system will help you quickly and easily set up an event reservation at your 

facility.  Facility Reservations can be made through the main menu option, Facilities.  Each facility that is 

available to reserve will show up under the Facilities menu.  The Available facilities will be featured in a 

drop down option.  To begin the facility reservation process, simply highlight and click on the facility that 

you are interested in using.  

 

Reserving a Facility 
Here’s an example of a Facility Reservation calendar: 



 

The Reservation calendar allows viewing any conflicting reservations at a glance.  You can create a 

reservation as well as view any upcoming reservations that you have in the system.   

To request a reservation, click on the Add New Reservation button located at the top of the reservation 

calendar.   

 

A reservation request box will open and you will need to fill out the required fields.   



 

For our example we are using the Main Club House request form.  The facility you are requesting will be 

grayed out so please make sure that you are requesting the correct facility. If not, return to main menu 

options and reselect the facility of your choice.  You can also check the address of the facility on the 

form to make sure it is the facility that you desire. 

 

Now you will need to input your name and contact information so that the facility administrator can get 

back to you about your request.  Please fill out your name, a contact phone number, and an email 

address.  The email address is where your confirmation will be sent. 

 



You will need to put in the date and time of your event for the facility request.  There is a built in date 

and time picker to help you create both easily and quickly. 

 

The fields for the type of event need to completed along with the number of attendee and any 

comments that you might have; such as what the event is for or special requests.  Filling out the fields 

will help the facility administrator process your request quickly.  They know the mount of attendee the 

event can hold and any issues with the event’s time.  They can also see any special request or comments 

that you make from the form.   

 

The estimated costs of the facility are on the request page.  You can see what the deposit amount and 

final cost amount for using the facility.  You will also need to acknowledge the terms of use by checking 

the box.  A link to a document stating the terms of use can be found next to the box.  Finally you will 

need to check the Submit Request button at the bottom. 

 

You can see that the request status is also grayed out until the terms of use are met and the request has 

been processed by the administrator. 



Submitting the form will make the reservation pending until either approved or denied. 

 

You will receive an email about your e=request for your records.  It will have any additional instructions 

about deposits or payments needed in order to get your reservation confirmed.   

Here’s an example of a pending request email: 

 

Wesson@ex.com 

 



Once the request is processed and the reservation is confirmed; you will get a confirmation email.  

Here’s an example of a confirmation email: 

 

 

Your newly confirmed event will also be displayed in the Facilities Reservations calendar on the date you 

requested as well as displayed in your upcoming events box at the top of your page.   

 

 

By clicking on the existing reservation, you can see the reservation in its entirety.  The reservation has 

been changed from pending to confirm.   



 

Cancelling a Reservation 
You can cancel your existing reservation by clicking on the Cancel Existing Request button.  This will 

cancel your existing reservation in the calendar and in the system.   

 



 

You will receive a cancellation email.  Here’s an example of a cancellation email: 

 

Your cancelled reservation will can be viewed on the facilities Reservation calendar and in your 

upcoming events. 

 

 



 


