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Schedulers are a convenient tool for reservation requests for conference rooms, training areas, or 

other common areas. 

SUBMITTING A SCHEDULER REQUEST 

STEP 1: Login to My Workspace and click on the desired Resource Scheduler. 

 

STEP 2: Select the desired resource from the dropdown and click on a day in the 

calendar to schedule a reservation. 
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STEP 3: Fill in the information and click on “Submit Request”. 

 

Meeting will now show up in the calendar (red if pending approval; blue if approved). 
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UPDATING/CANCELLING A REQUEST 

If management approval is not required for a scheduler, then reservations are 

able to be updated and/or cancelled by the Tenant by right clicking on the 

request and clicking on Open (to edit) or Delete. 

 

If management approval is required for a scheduler, Tenants are only able to 

make changes and/or cancellations to reservations if the reservation is still 

pending. Once it is approved, it can only be edited or cancelled by a Property 

Manager. 

 


