
Step: 1 

Employees: How to Book a Meeting Room in Plaza 
 

How do I find an available room for a meeting? 

 go to facilities website / Booking Rooms & Events / Internal Room Bookings 
 

 
 

 

   

  

Add the name of 
your meeting 

Select day of your meeting 

Click here to 
start the search 
for available 
room 

List of the 
rooms you 
could book 

Available rooms: 

Select one, then click 
Save 

Start here Select the 

Campus  
Then click: Create 
Room Booking 

Step: 2 

Select the time for the 
meeting 

Step: 3 
 

Note: All requests are 

pending, until approved. 

You will be notified by 

email with the approval. 

Typically, booking 

approvals are emailed 

to the requestor on the 

same day as the 

booking was received. 

Reasons you aren’t able to book a room:  

 The campus is closed on the day you requested  or   

 The time submitted is outside of operating hours 


