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Setting Default Values for Room Requests

The My Account menu contains options for setting some default values (Start Time, End
Time, and so on) for the different types of room requests. In doing this, any time you select
this room during the request process on the Reservations menu, the default values that you
enter here are automatically displayed when the Room Request page opens.

To set default values for room requests

1. Under My Account, click User Options. The User Personalization page opens. The
Personalize tab is the active tab.
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Select process to personalize

SELECT PARENT MENU PROCESS
F Reservations Book an Event
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Select a template above to customize your selections

2. Select the room request process, either Book an Event or Speed Book, for which you want
to set the default values. The tab is refreshed with a list of options for the room request for
which you can set default values.
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Personalization Options
Start Time:
(]
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End Time:
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Event Name:
Event Type:

Facilities:

(all)

Setup Type:

(no preference)
Room Type:
(all)

Show Time As:

Reminder:
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Save Preferences

3. Set the default values as needed for any and all of the displayed options, and then click
Save Preferences.
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