
Booking a Room for a Single
Date

Use the Book a Room tool to quickly check availability and reserve a specific space for a single
date in 30‑minute increments. For complex or multi-date needs, use the Add New Request
option instead.

Step 1: Open the Book a Room Tool
Click on the Book a Room link to begin your reservation.

Step 2: Enter Location and Attendance Details
Add the building in which you would like to reserve space, and enter the number of people
who will attend the event.



Step 3: Select Date and Time of Day
Select the date for your event, and optionally choose the time of day (morning, afternoon, or
evening) to narrow your search.



Step 4: Search for Available Time Blocks
Click the Search button to display available 30‑minute time blocks in the selected building.

Step 5: Choose Time Blocks and Proceed
In your desired space, select the 30‑minute time block or multiple blocks you want to request,
then click Next to continue.



Step 6: Enter General Event Information
Provide your general event details, including event name, event type, and select the
organization and setup type. The organizations listed are those associated with your OU
Reserve account, and any space or resource charges will be based on the organization you
select.

Step 7: Add Services (Optional)
Review the available services for the requested space. Select any services you wish to add by
clicking the corresponding checkboxes, or click Skip if no services are needed.



Step 8: Answer Request-Specific Questions
On the final page, answer any questions displayed. These questions are specific to your request
and may vary based on the space or resources you have added.

Step 9: Submit and Review Your Request
Click Submit to finalize your request.



Your request will be reviewed by the space manager of the facility. Once submitted, you can
view this event on the My Events page.


