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The top left (blue) button directs users to the reservation creation form
The two (Grey) buttons open the City Manager’s and City’s pages respectively
Under these a link will route the page to a more print-friendly page
The All Events button on the right will change from calendar view to agenda view to list all upcoming
events
Employees can login to see any events internal to their specific department

Creating a reservation

•
•
•

The form is split into individual sections.
Required fields will have asterisks (*) next to their label
Each section will verify that the required fields have been filled and in an acceptable format.

•

The first page relates to the meeting’s desired location
o Use the drop down to specify the location
o You can select multiple facilities if they have the same group number next to their name.
Use the date/time widgets to quickly set the meeting’s date and start/end times
o See The ‘Using Date/Time Widget’ for more information on its usage
Checking ‘This is a repeating reservation’ will display another date/time widget where the requester
can specify further dates that should be reserved for this meeting.
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The second section corresponds to the meeting itself:
You can specify a title for the meeting; Meeting #ID will be shown if left blank
Select the type of meeting or state a new one if not listed
Provide the estimated number of attendees
Choose how the room is setup for the meeting [if applicable; campus managers may disable this
feature]
Declare any equipment that may be required for the meeting from the available selection
Specify if food will be present and, if so, how will it be served

The third section is used to state who City Manager’s Office/Managing Party should reach out to in
case further information is needed. CCG Employees that are logged in will see this section already
populated with their information.

This section allows users to upload PDFs that are relevant to the meeting. Clicking on the input will
open a file dialog to allow the requester to select which file to upload. Multiple can be attached to a
request, but they must be done so one at a time.

The final section is used to confirm that the requester has read the Reservations Guideline and
understood what the Managing Department expects from approved reservations. Clicking the link will
open the Reservations Guideline in a new tab for the user to read. Once they’ve done so, they can
confirm that they’ve read it by checking the box on the line. Below are textboxes for the requester to
initial after reading each statement. Clicking continue will then submit the request for processing. The
system will then check for any reservation conflicts or any other issues with the reservation
information that it received. Any errors will appear at the top of the form and the user can correct
them to try again.

If no errors are found and the reservation is accepted for consideration, the page will redirect from the
form and the requester should receive a confirmation email to save for future use if needed. Approvers
will get a notification email as well to alert them that a reservation is waiting for their decision.

Using the DateTime Widget
As stated above, you can manually enter the dates, but then you will be required to ensure that the fields are
entered in the correct format. The TempusDominus widget is provided to alleviate this.
1. Clicking the calendar icon next to any date field will open the widget

2. Clicking on any day will select it for use.
3. You can use the arrows to change months in either direction

4. You may also change months by clicking the month name at the top

5. Clicking the year on the above view will also let you change years (not shown)

6. Clicking the clock icon at the bottom of the widget will allow you to amend the time values

7. You can use the arrows to navigate in steps of one (hour/minute)
8. Alternatively, clicking on either the hour or minute will bring up a view with several options for ease.

Figure 1 Hour selection view

Figure 2 Minutes selection view

9. Clicking on AM/PM will toggle between the two.

