Meeting Room Manager How-To

Welcome to the Meeting Room Manager. Please review this help document to assist you in requesting
meeting room services at the LSBA Bar Center.

Step 1 — On the left side calendar grid, select the date you would like to have your meeting.

Step 2 — Review room availability for the room and time you would like to pick.
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Step 3 — Click on the “Meeting Request Form” link (highlighted below).
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Step 4 — Review the Meeting Request Form.
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Request Meeting

Busine==x Hours E30am to 430pm Monday to Friday ONLY

M=ating Start: v 5:30:00 &AM ||
M=ating End: (/11,2013 |¥ 4:30:00 PM [ ]

Location: [L& Bar Center

Room Reguested | |V

[] Dixplay on LSEA Public Cal=rsdar

Me=ting Title
Ree==rvation Typ= | |V Contact Name | |
Hiost | IEuntac't Phone |
=Lttarding | |1:nntu.:t Email | |
Event De=cription Notes [ &dditional Room, =tc)

Equipment Needed
Spmaker Fonz [ | Poly Com Speaker Fhons [ wirel=ss foc==s  []

Confersno= Phone D Powrer Strips or Extension Cord I:l Wideo Conferzno= I:l

Equipm=nt Special Reguests

Food Setup Mewded

Will Event Bz Caber=d? D Plastic Cups []  Plastic Plat=s and Utensils |

Coffe= O Wster [ Soda 0O Ie= [] Mapkin= [

Food Setup Special Reguests

D Help Close Window | | Send Request




Step 5 — Select your meeting date.
e Please note: If any of the Calendar Controls fail, please add this site to “Compatibility View” in your browser
settings.
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Step 6 — Select your conference room.

Business Hours 830am to 430pm Monday to Friday ONLY

Meeting Start: [11/20/2014/ % IB:SO:OO AM .
Meeting End: [11/20/2014| % |4:30:00 PM .

Location: ILA Bar Center
Room Requested | |v Baton Rouge Bar (Video Room)
I Founders Room
Lafayette Bar (Video Rm)
[] Display on LSBA Public Calendar Lafayette Room
Presidents Room
Meeting Title Remote Video Meeting (No Room Required
Shreveport Video Rm  (Video Rm)
Reservation Type | |\: Contact Nam
Host | |Contact Phon
#Attending | |Contact Ema
Event Description Notes (Addi
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Equipment Needed

Speaker Phone [] Poly Com Speaker Phone [] wirel

Conference Phone [_]| Power Strips or Extension Cord [ video Conference []




Step 7 — Fill in your contact information.

[ ] pisplay on LSBA Public Calendar

Meeting Title

Reservation Type ‘ |\: Contact Name |
Host | ‘Contact Phone
|
#Attending | ‘Contact Email
|
Event Description MNotes (Additional Room, etc)

Step 8 — Fill in your equipment requests and catering information.

Equipment Needed
Speaker Phone [ | Ppoly Com Speaker Phone [[] Wwireless Access [ ]

Conference Phone [ | Power Strips or Extension Cord [] video Conference ]

Equipment Special Requests

Food Setup Needed
Will Event Be Catered? [ ] Plastic Cups ] Plastic Plates and Utensils [ |

Coffee ] water [7]  soda [ ] Ice [] Napkins [ ]

Food Setup Special Requests

@Help Close Window | ‘ Send Request

Step 9 — Click the “Send Request” button in the lower right corner of the form. You will receive an email
confirmation to the email address provided.



