
Reserving a Room at Sarah Simpson:  

 
FIRST CHECK FOR ROOM AVAILABILITY: 

 
*Select the room(s) you wish to request and click “GO.” This will give a 

monthly view of times and dates that the room(s) are NOT available.  

 

 

HELPFUL INFORMATION:  

You will see the following on the Monthly Calendar View: 

 
1. Search Button- Allows you to search by title or 

text in a title, by date, and by room number. 

2. Room Reservation- Please see the instructions 

below. 

3. Room Descriptions- A listing of the rooms by 

number, the room capacity, and the technology 

in each room. 

 

 

**Once you have confirmed the room is available please 

complete the following steps.** 

 
Click on “Room Reservation” located on the top left corner and 

follow the directions below: 

 



1. This will bring up a box called “Suggest an Event.” Please 

READ THE GRAY BOX and fill the information out 

accordingly. 

 
 

 

 

2. Please fill out completely: 

 

Please enter the following here: Catering, 
Extra chairs or tables, or Extra items not 
listed in the room descriptions 

Contact Purposes ONLY- We need this information. 

Outside Organizations or KCS Departments 



 

3. Please fill out completely: 

 
 

 

4. Please fill out completely: 

 
 

 

 

 

 

 

 

 

NO REPEATS ALLOWED! 

Event description only- this will be viewable to 
others. 

Must Be Selected! 



5. Please fill out completely: 

 
 

6. Please fill out completely: 

 

Must Be Completed! We will contact you and let you know if the 
room reservation was accepted from this information. 

You have FINISHED! Just click on “Send Suggestion” and it will 
go to the Sarah Simpson Calendar Administrators who will 
review your calendar request and notify you if the room 
reservation has been approved or denied. 
 
 


