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Event Reservation

A) Accessing the system

1. Link https://reservations.aub.edu.lb

Login using your AUB net user (e.g. ma999) and AUB net password.

Enterprise Portal

~Home Portal - Home

WELCOME

[2¢InfosilemPortal®] promates the efficiency of self-service by bringing booking requests, master calendaring, and real-time schedules to the Web. With Portal, you can publish all on-campus academic and non-academic events for public viewing. Your
campus-wide schedule becomes an integral part of your on-line community.

Last update: 2020/02/11 3:09 PM

© 2018 - Powered by Infosilem Help  Technical Support

Authentication Required

Please enter your credentials below:

Usemame:

Fassword



https://reservations.aub.edu.lb/

B) My Calendar

1. Under ‘Home’, you can view your reservations by clicking on ‘My Calendar’. This
includes both room and event reservations.

Enterprise Portal

fea-prof L¥ -
-Home Portal - Home Courses o| TisWeek  ~|search. )
WELCOME
My Bookings

[sInfosilemPortal?] promates the efficiency of self-service by bringing booking requests, master calendaring, and real-time schedules ta the Web. With Portal, you can publish all on-campus academic and non-academic events for public viewing. Your
-Requests campus-wide schedule becomes an integral part of your on-line community.

My Requests
Find a Room
Request a Specific Roam
~Calendar Search
Courses
Rooms
~FEA Reports

FEA-Overtime

Last update: 2020/02/11 3:26 PM © 2019 - Powered by Infosilem Help  Technical Support

Enterprise Portal it-services

me > My Calendar

~Home
My Calendar I Schedule | 78] Daily |25 weekly | [ Monthly | T vearty

My Backings Acadeic Term: ~

Events | Thiswesk  =|seach.

~Requests v Thursday

Requesta specichoom |9

= Calendar Search
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You can also export your calendar to iCalendar or PDF.

Enterprise Portal

Portal - Home > My Calendar Courses
~Home
My Calendar IT] Schedule | 7] Daily | &5 weekly | [ Monthly |[] veary
My Bookings 4 March 2020 [ » Show: | My Bookings and My Calendar ™|




My Bookings
You can also view your reservations under ‘My Bookings’ and active requests under ‘My
Requests’.

Enterprise Portal fea-prof ¢ -
R Courses -] This Week -|search, 5]
~Home Portal - Home
My Calendar WELCOME

(G Eooin)
- [sInfosilemPortal?] promates the efficiency of self-service by bringing booking requests, master calendaring, and real-time schedules ta the Web. With Portal, you can publish all on-campus academic and non-academic events for public viewing. Your
~Requests campus-wide schedule becomes an integral part of your on-line community.

My Requests

Find a Room

Request a Specific Roam

~Calendar Search

Courses
Rooms
~FEA Reports
FEA-Overtime
Last update: 2020/02/11 3:26 PM © 2019 - Pawered by Infosilem Help  Technical Support
&« C' @ reservations.aub.edu.lb/Portal/index.php?p=MyRequests&bookingListFilter=1 QA % 0 & 0O » o H

Enterprise Portal it-services 4]

Portal - Home > My Requests Events “[ ek =jseach

MY REQUESTS
8y ocaurrence Fiter This Week ~

WA 1l b Show: [0\ | Sessch,

~Calendar Search

Events

Here, you may also check the status of your reservations (accepted/pending/rejected) or
cancel them.

When reserving a room, there are two types of rooms you can come by:
e Self-Service: rooms that do not require approval
e By Request: rooms that require approval



D) Reserving an Event

There are four ways to reserve an event and book the corresponding room (if any)

e Virtual Events: Make a request
o For virtual/on-line events. No rooms would be selected in this case.

e Findaroom
o The user knows the timing and would like to search for all available rooms that
fit his/her criteria before submitting the event request

e Request a Specific Room
o the user would like to find available slots in a specific room to book it for the
event request

e Calendar Search
o the user would visually check the calendar of a set of rooms and clicks on an
empty timeslot to reserve it for the event



1- Virtual Events: Make a request
a) Under ‘Requests’, click on ‘Make a request’

Enterprise Portal it-services
e — = [ Tsweek[search

My Calendar WELCOME

Wiy Boakings

nfsiem Partsl promotes the effcency of seif-senvice by bringing booking requests, master caleridaring, and resl-time schedulies 1o the Wb, WIth Portal, you can publish sl on-campus acsdemic and non-academic swnts fo public iewing Your campus-wide schedule becomes an integrsl part of your of-line communty
-Requests

Click here to chack the use
= = https/fservicedesk.aub edu.

/1396 /Portal/Shared/FileOpentAitac

FEDT0E4-AD73-491C-000F- SAEBAABISE 0] ltemiD) - 66417 itemComponent = 268&istnling= 1

Room Reservation Quick Link

~Calendar Search

Events

b) Make sure to select Request Type: Event Reservation

Enterprise Portal it-services
-Home Portal - Home > biake & Request e < ThisWeek  =]sear
My Calendar MAKE A REQUEST

My Bookings [ & Request Criteria
~Requests Request Type: i ]~

Wy Requests Location: o v Use additional eriterla

tdake 2 Request

Find # Reorn

RequestaSpucfe Roo | 3_THDE Imiormation
= Calendar Search pues: 202010t [

frts Start Time: o v

Duration: w0 v

Recurring Reservation

c) Select Date/Time and duration

Enterprise Portal

Partal - Home > Make & Request Events -] This e =[search

MAKE A REQUEST

\ B Request Criteria

- Requests Request Type: Event Reservation
Wy Requests Location: r 2 Use additional criteria
bake 2 Bequest
Find a Raom

|2 _Time information

Request a Specific Rzom

Date: 00 B

Start Time: T~

Duration:

~Calendar Search

Events

020 v

Aecunring Reservaton

d) Complete the Events Form and click Submit



Enterprise Portal it-services ¥ |
. o

Portal - Hame » Make a Reguest » Request Canfirmation Evenis | This Week

~Home

REQUEST CONFIRMATION

Date: Start Time:  End Time:  Duration:
202010401 200PM  400PM 0200
Please enter additional time requirements here:

Locatian Information

Campus: Building: Room: Room Type:

Other Information

Event Title * Minimuni length not met (Need 1 more charocters).
Organizer's Hame: « Minimum length ot met (Need 1 more characters).

Organizer's Email: * Minimun langth nat met (Need T more characters).

Organizar's Extansion: * Mtnimun length not mat (Need 4 mors charactars)

Organizing Unlt * Minismum length not met (Need 4 mare characters).

Event Type ~ | - Required

Event Topic * Minimum length not met (Need 1 mare characters)

Event objective ( e.9. building awareness, educatianal, fundraising, community engagement, eic.) * Minimum length not met (Need 1 more charocters).
s your svent acadamic or non-acadamic? |+ Required

15 your svent public or privata? | * Required

e) At this stage the event request is complete and would be forwarded to your
faculty/department’s responsible Events Unit for approval. You should receive a
confirmation email and the request would appear in the list of My Requests/My
Bookings as Pending.



2- Find a room: Reserve an event and search for a room
a) Under ‘Requests’, click on ‘Find a Room’

b) Make sure to select Request Type: Event Reservation

<« C @ reservations.aub.edu.lb/Portal/index.php?p=FindRoom&r=1 Qa % 0 &% QO % o

Enterprise Portal it-services
~Home Portal - Home > Find a Room Events. = | This Week = Search.

My Calendar FIND A ROOM

My Bookings

| B Request Criteria

~Requests Request Type: Fyent Reservation v
My Requests Location: v Use additional criteria
Make 2 Request
i

[ B Availability

Reduest a specific Roam

~Calendar Search Duration:
0030 v
Events
Between:

1230PM v |and [1:00PM v

Recurring Reservation

c) Selecta Location

&« C @ reservations.aub.edu.lb/Portal/index.php?p=FindRoom&r=1

Enterprise Portal

-~Home Portal - Home » Find a Room o) 5T ot =[Search R
Wy Calendar FIND A ROOM
My Bookings [ & Request Criteria
~Requests Request Type: Event Reservation
My Requests Location: Quidoors v Use additional criteria
Make a Request
Al
Find a Roon

B Avallability
o agpeciicroon | L PvalabiRy ]

M - Main Campus

~Calendar Search Duration:
000w
Events ASSEM - Assembly Hall
Between: |
1230PM v | and | 1:30 P COLL - College Hall

Recurring Reservation

1SSAM - Issam Fares Inst for PP&nt-Af]

WEST - West Hall

d) If necessary you can click on additional criteria

Enterprise Portal it-services Q
P

~Home Fortal - Home > Find a Room Events ~| This Week =|seare
My Calendar FIND A ROOM
My Bookings ’_E Request Criteria ]
~Requests Request Type: Event Reservation
My Requests Location: Outdoors ~ [Cluse additional eriteria
Make equest
Availabilit
Request a Specific Raom ‘ B8 .4
~Calendar Search Duration:
000 v
Events
Between:

1230PM ~ | and [130PM v

Recurring Reservation

In the newly opened fields, you may specify whatever additional criteria you may have for
the to-be-reserved room; for example, minimum capacity.



Enterprise

~Home Portal - Home > Find 3 Room
My Calendar FIND A ROOM
My Bookings [ & Request Criteria
~Requests Request Type: Euent Reseration
My Requests Location: Outdoors ~ Eduse additional criteria
Make a Request ) \
Floor Levels:
. oor Levels:
Request a Specific Raom
~Calendar Search
Events
Pavilions: Characteristics:
Configuration Types:
[ctassic Minimum Capacity: Minimum Area:
25 o

e)

Choose the duration and the timing of the reservation.

~*Home TR e 2 @
My Calendar FIND A ROOM
My Bookings [ B Request Criteria
~Requests Request Type: Event Reservation v
My Requests Location: Outdoors ~ EdUse additional criteria

Make a Request

iy

Room Types: Floor Levels:
[Jothers - Others

m

Request a Specific Room

~Calendar Search

Events

Pavilions: Characteristics:

Configuration Types:

[ ctassic Minimum Capacity: Minimum Area:
25 0
\
[[B_Availability
Duration:
0100 hd
Between:

200PM_~]and [300PM
Recurring Reservation

Finally, click on ‘Verify Calendar’

From the calendars that appear below, choose a date

[ Availability

Duration:
00 v

Between:
200PM_ V| and | 300 PM WV

Recuring Reservation

[ B _Availability Calendar

(@) click on a date to view availability

October 2020 November 2020 December 2020
s M T W T F s s L T w T F s s M T w T F s
OGlz 3 (v 2 3 4 5 6 7 12 3 4 5

4 5 & 7 8 9 10 9 10 11 12 13 14 6 7 &8 9 10 11 12
1 12 13 14 15 16 17 15 16 17 18 19 20 21 13 14 15 16 17 18 19
18 19 20 21 22 23 24 22 23 24 25 26 27 28 20 21 22 23 24 25 26

[ unavaiable [ available [ Today [ selected



You will get the below tables with the two categories: “Available Rooms Requiring
Approval” and “Available Self Service Rooms”

2 3 4 5 6 7 8 8 9 10 - 12 13 14 5 6 7 8 9 10 1 ~
9 10 El 12 13 14 15 15 16 17 18 19 20 21 12 13 14 15 16 17 18
16 17 18 19 20 21 22 22 23 24 25 26 271 28 19 20 21 22 23 24 5
23 24 25 26 27 28 29 29 30 N 26 27 28 29 30

[Junavsitable [ ] Available [ Today [ setected

[[=_Available Rooms Requiring Approval ]

[[=2_&:00 PM (1 room) ]

(@) click on a row to select a room

=
-

i/ e m Show: [30 V] Search: ]
Building Room Room Type Capacity

BECHTA Bechtel East Terrace Event Space 200 Detail (i) ]

1 record

(= Available Self Service Rooms ]

[ (=1 6:00 PM (6 rooms) ]

(D) click on a row o select a room

Room Type

BECHTA Classroom

BECHTA 109 Classroom 48 Detail
BECHTA m Classroom 60 Detail
BECHTA 205 Classroom 48 Detail
BECHTA 208 Classroom %2 Detail
BECHTA an Classroom 60 Detail
6 records
Last update: 2020/02/11 3:35 PM & 2019 - Powered by Infosilem Help  Technical Support (v
g) If you choose a room under “Available Rooms Requiring Approval”:
() click on a date to view availability
Octaber 2020 November 2020 December 2020
s M/ T w T Fs s M T w T/Fs s/m7TwTF s
2 3 1 2 3 4 5 6 7 1 2 3 4 5
4 5 6 7 8 5 0 8 9 0 M 2B & T 8 5 WM 2
11 12 13 14 15 16 17 15 16 17 18 19 20 21 13 14 15 16 17 18 19
1 19 20 21 22 23 24 22 23 24 25 26 27 28 20 21 22 23 24 25 2%
25 26 27 28 29 30 231 29 30 27 28 20 30 3
[Junavailable [ available [ today [ setected
q,_uai\ab\e Rooms Requiring Appmial')
[[B 2:00PM (4 rooms)
(D) click on a row to select a room
e 1/ rH Show:| 30 | Search;
etz = o
Outdoors Ada Dodge Garden Others 999 Detail EBEF=EE
Outdoors Others 999 Detai -
Outdoors Jafet Courtyard Others 999 Detail
Outdoors Observatory Courtyard Others 999 Detail

4 records

Then click on ‘Proceed’

You are about to submit a request. -
Room: M Outdoors Green Oval
You must complete the request information page to confirm the A d

Proceed ncel




h) Events Form should open up. Complete the form and click submit.
Please note that information in this form will be used to assess the request.

Enterprise Portal it-services L¥
vents - -l '

Portal - Home » Find a Room » tion
~Home ortal - He ind a Room > Regquest Confirmation

My Calendar REQUEST CONFIRMATION

My Bookings
Request Information

Request Type: Evenl Reservation

rRequests

Number of Attendees: 20
Find a Room Time Information

Request a Specific Room

rt Time: End Time: Duration:
001 200PM  J00PM  01:00
- Calendar Search lease enter additional time

Events Flease need the raom 30 mins before the event

Location Information

campus:  Building: Room: Room Type:
M Outdoors ~ Green Oval (Details)  Others

Room Configuration: Default

Other Information

35 charsctenis) et

950 cf
tiomal, fu ommunity engagement, etc. 999 character(s)lef
Her Acacemic
riette
15 your avent sponsored or co-sponsared by a third sntity? (o
Is there an attendance fee? | Mo v
s your event taking place online 7 |10
Please Indicate the target sudience of your event
Bsudens  Eialur
EdFacuty AU ffilated valunteer groups
staft Other
s anyone from the AUB Leadership invited to the event? If yes, please select sl that apply
(Chairman of the 8ard BFrovst
AL Trustees Dears
President of the University \ice Presicents
Is the event under the patranage of the President of the Republic, the Prime Minister, or the Speaker of | Please note that be under the pai of
Additio
e
55
Indi u intend to advertise your svent
AU website [
Social Media Direct email
Events news | Oter

Your request will be submitted to:
Events Unit - Office of Advancement

i) If you choose a room under “Available Self Service Rooms”:

Select the room you want and repeat the above process.

: 3 9

Click on ‘Proceed
Request saved successfully. (Request #AUB-EV-0039)
This request is now awaiting approval.

J) At this stage the event request is complete and would be forwarded to your

faculty/department’s responsible Events Unit for approval.



k) You should receive a confirmation email and the request would appear in the list of My
Requests/My Bookings as Pending.

My Requests:

Fortal - Home » My Requests Euens | This Week - Fe)
MY REQUESTS

By accurrence

~Home

Fiter: | Upcorming Bookngs

Show: |31 | sescch:

-Requests

1y Begussts = o
Make & Request [, aue-ev-0039 Thursday, Octaber 01, 2020 200 PM - 300 PM Event Tike 1T Test Event =
Find b Organizer's Mame: [T Serivees.
Hequest a Speciic Aaom Organizer's Email iLservices@aub.edulb
‘Organizer's Extension: 0000
«Calendar Search T et e
N Event Type Conlference
Frems Event Topic Test Event

Event ogjective {
g building aworeness, educational, fundraising, community
engagement,etc) educational

15 your event academic or ron-academic? Nor-Acadamic

Is your event public or prevate? grivate

1s your event sporsored or co-sponsored by a third ently? Na
15 here an attendance fee? No

Is your event taking place cnline 7 No

Please indicate the target audience of your event Students
facuty, Alumal

15 anyane from the AUB Leadership inviled to the event? I yes
please seiect il that sgply Provast

15 e £vent under the patranage of the President of the
Republic, the Primie Minister, or the Sgeaker of the Parliament?
Please ncte that events can oy be under the patronags of cne
af the three fisted avove No

Addiional Infa Please prepare 10 extra chairs
Indicate o you ntend 10 sdbertise your evert Media

1 record

Email:

Dear it-services,
Your event has been successfully submitted for approval. It is being reviewed by Office of Advancement - Events Unit.
Event Details:

e Title: IT Test Event

¢ Date: 10/1/2020 2:00 PM to 10/1/2020 3:00 PM

¢ Requested Venue: Outdoors Green Oval

You can login to https://reservations.aub.edu.lb using your AUBnet credentials to view your reservation details or to modify/cancel your request.

This is an automated e-mail generated by the Resource Reservation System, please do not reply.



3- Request a Specific Room: Place an event request in the room of your choice

a) Under ‘Request’, click on ‘Request a Specific Room’

<« C @& reservations.aub.edu.lb/Portal/index.php?p=Index Q % 0 &% 0O »

Enterprise Portal

= Q :

Partal - Hame

WELCOME

s

-Reguests
Click here to check the user gide:

w1 Ei 1C-500F- 588

~Calendar Search
Events

b) Make sure to select Request Type: Event Reservation

c) Choose a location and a room

Portal - Home » Request a Spcific Raom

REQUEST A SPECIFIC ROOM

-] This ieek:

Events | This Week

infasilem Porta promotes the efficiency of slf-service by bringing booking requests, master calendaring, and reahtime schedules to the Web, With Portal yeu can publish all n-campus academic and nan-acadenic svents for public viewing. Your campus-wide schedulé becomes an integral part of your anling commanity

(5 Request Criteria

Request Type: Ever Reservation S

Location: s viestal ~) > Use additional criteria

[ B Rooms: Event Reservation

~Calendar Search (0} click on a row to select s room

Events

Showe| 30V | search

WEST Bathish Auditorium Datall EREE
WesT Detai
wesT Viest Hall At 6 Others sag Detsi
wesT iest Hall Boom 310 Others san Detal
4 recory
(& Avallability:

d) Choose the duration and time, then click on ‘Verify Calendar’

[[8 Availability: M WEST BATHISH

Duratian:
000~

000 AM | andt [1100AM ~

e) From the pop up calendars, choose a day

[[& Availability Calendar: 1M WEST BATHISH

(D) click en a date to view availability

Oesaber 2020 November 2020 December 2020
smlT|w T s sim[Tw T Fls s|mT wTFs

@ 1 23 4 5 s 7 1.2 3 a4 &

45 6 7 8 9 W 8 90 MW &7 o8 5 ot
M1z 13 14 15 16 W 15 16 17 18 19 20 21 13 14 15 16 17 18 1@
WA 2 o2 M 2 M wT W W N BB MBS
2 26 27 2 2 30 3 @ 30 AT T

[uvosisble [ Jaaisbie [T Today [ seieces

[[2_Room availability: M WEST BATHISH

1000 A
1030 a4
1100 484
11130 b
1200 14

12:30 P

100 P

f) Then choose a time and click on ‘Request



Complete the Events Form as in Part 2

Enterprise Portal

- Home Fortal - Home > Find a Room > Request Confirmation = | ThsWesk  ~|Sa r:

My Calendar REQUEST CONFIRMATION

My Bookings

rRequests
My Requests

Make a Request
Find a Room Time Information

Request Type: Event Reservation
Number of Attendees: 20

Request a Specific Room Date: Start Time: End Time: Duration:
2020/10/01  2:00 PM 300 PM 01:00
~Calendar Search

Please enter additional time irements here:
Events Please need the room 30 mins before the event

Location Information

Campus:  Building: Room: Room Type:
M Outdaors  Green Oval (Details)  Others

Reom Configuration: Default

Other Information

Event Tithe 1T Test fver 35 charactenis) left.
Organizer's Name: [T Servces 9309 characterts)lef
Organkzer's Email: it services Saub e 2978 characterfs) left.
Organizer's Extension: 000 | O character(s) Ief.
Organkzing Unit récrmation Techncioay & character(s)lef
Event Type |Conferenie
Event Topic Test Erent 9990 characters et
Event objective { 2.g. building awareness, educational, fundraising, community engagement, etc.) =hucsticnsl 980 character(s) left
s your event academic or non-academic?  Nen-dcacemic
s your avent public or privata? | priate
s your event spansored o ca-sponsared by a third entity? 1)
1 there an attendance fee? |1
s your event taking place nline 7 o
Please indicate the target audience of your svent
udenss  Ealumni
Bracuy AU abilsted valunteer greups
suaif other
s anyone from the AUB

rahip Invited to the event? If yes, please select all that apply

(Chairman, of the Baard ovost

ALE Trustees Dears
IPresident of the University ice Presidents

15 the avant undar the patronage of the Presidant of tha Republlc, the Prima Minister, or the Speaker of lease nota that be under the patranage of ane of listed above 1o

Additional Info

Please prepare 10 exrs chairs

9970 characterls) lefl.
Indieate how you Intend to advertise your event

|ALB website: Brsedia
‘Secial Medis Direct email
Events news letier Other

our request will be submitted to:
Events Unit - Office of Advancement




Calendar Search: Book an event from the room calendar
a) Under ‘Calendar Search’, click on ‘Rooms’

Enterprise Portal fea-prof Q -
B Courses +| This Week ~|Search... L
~Hame Portal - Home
My Calendar WELCOME
My Bookings

[¥InfosilemPortal®s] promotes the efficiency of self-service by bringing booking requests, master calendaring, and real-time schedules to the Web. With Portal, you can publish all on-campus acadermic and non-academic events for public viewing. Your
~Requests campus-wide schedule becomes an integral part of your on-line community.

My Requests
Find a Room
Request a Specific Room

~Calendar Search

Courses

~FEA Reports
FEA-Overtime Weskly
FEA-Overtime Daily

Last update: 2020/02/11 4:16 PM © 2019 - Powered by Infosilem Help  Technical Support

b) Select location and if necessary additional criteria

Enterprise Portal fea-prof 1o - [
N » Courses. =| This Week =|Search. fel

~Home Portal - Home > Room Search

My Calendar ROOM SEARCH

My Bookings

Location: ] []use additional criteria

~Requests

My Requests Result List | Calendar View

Find a Room

Request a Specific Room

- Calendar Search BECHTA 107 Classroom 49
Courses BECHTA 108 Classroom ™
Rooms
BECHTA 110 Classroom a5
~FEA Reports

BECHTA m Classroom 60

FEA-Overtime Weekly

£EA-Overtime Daily BECHTA 0 Classroom a8
BECHTA 202 Classroom 0
BECHTA 203 Classroom 48
BECHTA 204 Classroom 60
BECHTA 205 Classroom a8
BECHTA 208 Classroom a2
BECHTA 208 Classroom 2
BECHTA 211 Classroom 60
BECHTA 2 Classroom 60
BECHTA 344 Event Space a0
BECHTA 4R 16
BECHTA 435 R 2
BECHTA 536 16

BECHTA Bechtel East Terrace Event Space 200 v (v




Then click on ‘Calendar View’

~Home
My Calendar
My Bookings
~Requests
My Requests
Find a Room
Request a Specific Room
~Calendar Search
Courses
Rooms
~FEA Reports
FEA-Overtime Weekly
FEA-Overtime Daily

~
Portal - Home > Room Search ‘Courses *| This Week |Search...
ROOM SEARCH
— s eciont ctmta
130-6 51-1
s e isoa. se
B B |
M BECHTA 109
£2308 ECHAZ6-5 1100 AM - 12:15 P
[EcE205 ENATS-1
B00 AM - 3:15 M| :30 AM - 10:45 AM
M BECHTA 110 = D
00 AM - 8:15 AM
Emm EEcE2a0-11 ﬁm
MBECHTA T am-sisam|  fecezso-iz 1100 AM - 12:15 P
CHa36-1 FECE476-1 [MECH230-3 fewesez-1 vEsa1-1
M BECHTA 201 CHa36 2 B30AM- 104540 (1100 AM - 1215 P [500PM -620PM | 30 PM - 7:45 PM
4363 M gechTA 201 IM BECHTA 201 M BECHTA 201 M BeCHTA 201
ferenz10-1 ECEa30-1 [MECHS20-2 ECH220-1] [NDES342 [cveaso-1
00 AM - B B30 AM - 1045 AM  [11:00 AM - 12:15 P ECH2202| 200 PM - 3:15 PM 1400 PM - 5:15 PM
M BECHTA 202 T M BECHTA 202 IM BECHTA 202 ECH220.3] M BECHTA 202 M BECHTA 202
(00 AM - & ECH220-4

ECH230-1 ECH230-2 ECH320-2 Eecraoa-1 | [EECE4Di-1
M BECHTA 203 AM - 1045 lmm—u:‘swl Emm—mst 00 PM - 6:15 PM
INDE410-4 INDE410-3 NDE301-2 ECHTS7-1 EECE646-1
M BECHTA 204
AM - 315 AM :30 AM - 10:45 1:00 AM - 12:15 P 2:30 PM - 1:45 PM) v

c) Double click on an empty slot in order to reserve it, the click ‘Verify Availability’

d) Make sure to select Request Type: Event Reservation

Roam:
M BECHTA 204




e) If room is available then click ‘Request’

f) Complete the Events Form as in Part 2 and click submit

Portal - Home > Find a Room > Request Confirmation Events Week. =|Search. £
My Calendar REQUEST CONFIRMATION
My Bookings
~Requests
My Requests Request Type: Event Reservation
Make a Request Mumber of Attendees: 20
Find a Room Time Information
Request a specific Room Date: Start Time: End Time: Duration:
200010/01 200PM  ID0PM 0100
- Calendar Search Please enter additional time ments here:
fvents Please need the raom 30 mins before the event J
Location Inft
Campus:  Building: Room: Room Type:
M Outdoors  Green Oval (Details)  Others

Room Configuration: Default

Other

Event Tithe 11 Test Evert | 35 charactesis) left.
TSemoes ]
[ ]
Organizer's Extansion: 000 | O characier(s) lef.

Organkzing Unit | Technology |

Event Type |Conference |

Event Topic Test Everil 9990 character(s) left
Event objective [ e.g. building awareness, educational, fundraising, community engagement, etc.)
sy [i ~

5 your avent public or privata? | ivite |

15 thers sn sttendance fes?
I3 your event taking place online
Please indicats the targst sudience of your svent

Gstdenss  Edalumni

EFacty (AU ablsted valunteer groups

Cstaff (Cother

I3 any, the event? if yes,
(chairman of the Board Grrovost

A Trusess (Jpears

[President of the University [ J¥ice Presicents
patronage Rapablic, the Speaker that. of anw of

Additional Info
Please prepare 10 exrs chairs

9970 charscterts) e
Indicate how you intend to advertise your event
e website: Btsedia

Clsocial Media [pirect emai

Clevents news letter  [JOther

Your will be submitted to:
Events Unit - Office of Advancement




E) Canceling / Modifying an Event
a) Go to My bookings- > Cancel

erprise Portal it-services

Purtal - Home > My Baokings S b

MY BOOKINGS

8y occurrence Filter: [ This Week S

Show: 30V | Search:

Thursdey, October 01, 2020 e Tite 1T Test Event
Organizer's Neme: IT Serivees
Organizer's Emait itservices@aub.edult
Organizer's Extension: 0000
~Calendar Search Organizing Unit Information Techology

i Evet Type Conference

Events Event Topic Test Event
Event objective (
eg. educationol,fundroisi
engagement, stc) edhucational
15 your event academic or non-academic? Nor-Academic
15 your evens public or private? private
s your event sponsored or co-spensored by a third entity? No
15 there an attendance fee? No
Is your event taking piace online ? No.
Please indicate the target sudience of your event Students,
Faculty, Alumni
1s anyone from the AUB Leadership inited to the event? I yes,
please select all that apply Provost
Is the event under the patronage of the President of the
Republic. the Prime Mirister, o the Speaker of the Parfiament?

age

of the three listed above No
Additional info Please prepare 10 extra chairs
Indicate how you intend to advertise your event Media

N.B. Event request can only be modified from the same screen while it is still pending approval, but it
will require re-filling the events form.



F) Viewing AUB Events Calendar
Click on AUB Calendar - > AUB Events

Enterprise Portal

~Home
My Cabendar

My Bookings

~Requests
Wy Requests
Viake a Request
i oo

Request a Specific Room

~Calendar Search

AUB Calendar

-FAS Reports
S vt

Enterprise Portal

[ - This W

WELCOME

nfosiiem Portsl pramotes the eficiency of sef-servics by bringing boaking requests, master calendaring. and reak-ime schedules 1o the Web. With Partal. you can p

pus scadienic sad for public viewing. Your campus-wide schedule becomes an integral part of your on-ing communty.

Click here to check the ussr guide:
hitpss yie

a1 p e tiD=CIED -900F-58E: 1

Rioom Reservation Quick Linic

-Home
vy Calendar
vy Soakings

~Requests
Wy Requests
Mske s Request
Find 3 foom

Recquest a Specifc Roo

~Calendar Search

foms
~AUB Calendar
AU Eveats

~FAS Reports

FAS Events

Last update: 2020/10/01 255 PM

| Thisviese - [secr 2

Sortal - Home = View Fiter: AUB Events
AUB EVENTS
] schedule | ) Daly | 25 weekiy | [ Monthly

istview | ) icalendsr | @3 POF
4 september 2008 »

5 Tet Evant
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