
Follow the pink boxes to guide you through 
Abrahamson House reservations





DO NOT TOUCH THE TIME



Choose your check in 
and check out dates 
and select apply 
recurrence. 

Jade Sevelow-Lee
DO NOT TOUCH THE TIME
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Select search



Select from choices given
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The numbers here tell you how many days that room is available in the dates you chose. 5/5 means it is available all of the days.
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Choose 1 room (or more if you
are booking multiple rooms) by
clicking the add (+) button.  
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Click here once you have chosen your room.

Jade Sevelow-Lee
This is your selected room, clicking the
minus (-) button will remove the room.. 
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Fill in all necessary information. 
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ADD YOUR GUEST’S NAME HERE
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YOUR DEPARTMENT
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YOUR NAME
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THEN, click here.
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Add your department and name here.
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Add an index number AND that index number’s budget approver if it is not yourself.
If the stay is being paid for by the guest you MUST write external AND the guest’s email address.
  

Jade Sevelow-Lee
Failure to provide this information may result in cancellation of your reservation.



Your reservation has now been created. 

Check in is at 1:00pm
Check out is at 10:00am

Please remember that you are responsible for picking up keys for you or your guests 
during business hours on the door of Waterman’s 228.
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PLEASE NOTE YOU MAY NOT RECEIVE AN AUTO CONFIRMATION EMAIL AS THE
EMS SYSTEM IS NOT ALWAYS COOPERATIVE. I WILL SEND A CONFIRMATION 
EMAIL FOR SIGNATURE WHEN I REVIEW NEW RESERVATIONS. 




