
How to reserve a conference room online 
 
This is what you see when you first enter the online booking. 
 

 
 
In the upper left corner of the webpage is the text box to enter the date you would like to reserve for 
your meeting. 
 

 
 
 



 The name of the conference rooms appear along the top of the page. 

 
 
Click on the name of the conference room and a description of that room will pop up. 

 



When you know what room you want to reserve just click and drag the highlighted areas over the 
times you would like to reserve.  (Note* times do not have to be exact on this step because the time 
can easily be edited in the next step.) 

 
 
The next step has a form to fill out to complete your reservation.  (Note* If you are not a client of the 
Northeast Indiana Innovation Center then select Non-NIIC Client for company.) 



 Once you click add booking an e-mail is generated and the event you have requested for reservation 
now appears with a red box around the times you submitted. Once the request has been approved the 
box will indicate this by changing to a blue color.  
 

  


