
Creating a Reservation 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click dropdown menu and select Start Time 



 

 

 

 

 

Click dropdown menu and select End Time 

Select if the event Repeats 



 

 

 

  

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

Enter Title of reservation 

Enter Description of reservation 

Optional – Set a reminder 

email to the person 

making the Reservation 



 

Click on Create to make 

the Reservation 


