For Administrators/Facility Owners

facilitron Administering Reservations (Pre-approval) Quick Start Guide

Administering Reservations includes reviewing, pre-approving, changing or commenting on reservations.
To view and administer reservations, you must be logged into your account’s Dashboard.

To Administer a Reservation:

Go to Reservations Tab

Click on the Reservations tab

to see the list of pending
reservations. Search, filter or sort
to find specific reservations.
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Other Options:

View Reservation Detail

Click on a Reservation to view
reservation detail. You may
pre-approve, change or comment
on the reservation.

06/15/2017 - YDAOKIMC34GF

15th Annual Performing Arts Service Fee:
Opera Performance Liability Insurance:
05/19/2018 - 05/20/2018 (2 days) Daily Totals:
Recital
(Participants: 38 | Spectators: 300) (# Total:
ESUHSD Paid:
Independence High School & Due:

Lease
Renter/User:
DREAMS FOUNDATION ea

Paul Smith -
psmithd44@yahoo.com

912-555-1234

Commision Terms: Renter pays 5% upto $100
and 3% processing, owner pays 5%

Application
Questions: ©
nsurance: @ (Facilitron)

Pre-Approve Reservation

You may view responses of other
pre-approvers and click to OK
(pre-approve) or not OK.

accounts@facilitron.com

Insurance:

Upload Certificate
Documents: Attach Document
Pre-approvers: Mike Hill

*® Freddy Morgan
© Nancy Larson
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In the Reservation Timeslots widget,
click on the change icon to edit the

event's facility, name, date, time, or
reservation rate.

teservation Timeslots

Saturday 05/19/2018
Change Shared Services
Custodial Staff Hours: 10 $450.00
Restroom Fee Hours: 10 $100.00
Supplies $0.00
Theater
8:00 AM-6:00 PM $600.00
Change Services
AN Technician Hours: 10 $300.00
Theater Utilities $500.00

Change Equipment

Sound System $75.00
Daily Total: 2

Add New Time
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git Services/Equipmelh

Click to Manage Shared or
Dedicated Services or Equipment
such as custodial or rental
equipment.
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@ment ona Reservatm

You may add both internal or
external comments to a reservation
as well as view all the historical data
from the reservation.

Comments/History -

() Newest First () History [« Comments

04/05/2016 06:55 pm Nancy Larson ® Comment:
Please turn the lights off at the end of the event.

comment here

Internal comment A t

Also, apply these settings to:
20/2018 Su

>

send email notification to: v standard distribution m
) select reciplents /

The detail of any Reservation may be revealed by clicking on the reservation or by clicking on “More Details” from
the Event Calendar reservation popup window. In the reservation detail, you can view details, pre-approve, change,

or comment on a reservation.
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