
 

Basic User Guide 

KSU Reservations Portal (25Live) 
 

Introduction 
The KSU Reservations Portal is a versatile scheduling tool that simplifies booking rooms, organizing events, and 

managing resources. It enables you to check space availability, submit event requests, and view event details, 

making event planning and room booking both easy and efficient. 

This guide outlines various activities you can perform, such as reserving spaces using location tools or express 

scheduling, requesting spaces through the event form, how to view your upcoming events and drafts, and 

defines the different states of a request. Follow these instructions to efficiently manage your reservations and 

events. 

How to log in 
First-time users are required to log in twice. Your first-time login will assign your security group in the KSU 

Reservations Portal. When you log in for the second time, you will see the scheduling options available to your 

assigned security group. 

1. To log in, visit https://reservations.kennesaw.edu/ and sign in using Single Sign On/DUO.  

 

Duo Authentication 

2. The welcome dialog box displays. Click Close to see the dashboard. 

https://reservations.kennesaw.edu/


 

Welcome dialog box 

 

Dashboard Layout 
Upon logging in, you will see the KSU Reservations Portal dashboard. 

 
KSU Reservations Portal Dashboard 

a. Main toolbar – Access the Event Form; use the More menu to access the calendar and user settings. 

b. Quick Search – Search for events, locations, or organizations. 

c. Create an Event – Create events using the Event Form. 



d. Your Upcoming Events – Review events for which you are the Requestor (i.e. Event Form submissions) 

or the Scheduler (i.e. Express Scheduling submissions). 

e. Find Available Locations – Search for a location based on when your event will be or where your event 

will take place. 

f. Express Scheduling – Use to schedule individual events at designated express locations. 

g. Starred Events – Starred events appear here for easy access later. 

h. Customize Dashboard – Rearrange, add, or remove widgets appearing on the dashboard. 

 

 

Customize Dashboard 

Star Your Most Used Organizations 
For convenience, it is recommended that you star (or favorite) your most used and/or most significant. Starred 

organizations will appear at the top of drop-down menu options. 

1. To star an organization, from the dashboard, click Go to Search. 

 

Go to Search button 

2. Click the Select Object drop-down menu and select Organizations. 

 

Select Object drop-down menu 

3. In the search box, type the name of an organization and click Search.  



 

Quick Search box 

4. When the results appear below, click the star icon next to your preferred organization. 

 

Star Icon 

Starred organizations will appear at the top of organization drop-down menu options. 

 

Search organizations drop-down menu options 

 



Star Your Most Used Locations 
For convenience, it is recommended that you star (or favorite) your most used and/or most significant locations. Starred 

locations will appear at the top of drop-down menu options and certain dashboard widgets. 

1. To star a location, from the dashboard, click Go to Search. 

 

Go to Search button 

2. Click the Select Object drop-down menu and select Locations. 

 

Select Object drop-down menu 

3. In the search box, type the name of a location and click Search.  

 

Quick Search box 

4. When the results appear below, click the star icon next to your preferred location. 



 

Star icon next to search results 

 

Find Available Locations 
The Find Available Locations widget lets you search for available locations if you already have an event date, or if you 

have a preferred location, you can search for available times. 

 

Find Available Locations widget 

I know When me event should take place – help me find a location – Use this option if you know the date and time of 

your event, but do not have a location preference. You will be presented with any locations available at your preferred 

time.  



 

 

1. Enter the date and time of your event, along with the expected number of attendees. 

2. Use the drop-down menu to select a general area or building to search within.  

3. Click Show me what’s available to search. 

4. Available locations will appear below. 

 

Note: This option will attempt to find a location with the exact capacity based on the headcount you entered. Choose 

between the two options: Smaller capacity or Larger capacity. If neither are suitable for your needs, try using the other 

option in the Find Available Locations widget, or the main Location Search. 

 



 

 

I know Where my event should take place – help me choose a time – Use this option if you already have a location in 

mind for your event and you would like to check the availability of that specific location on a given date. 

1. Enter a location into the search box and click Go. 

 

2. Select a location from the drop-down menu. 

 

3. Click Show me this location’s availability to see search results. 



 

4. The schedule for the selected location appears in a calendar view. You will be able to see both available and 

unavailable timeslots. 

 

 

 

Reserve a Space with Express Scheduling 
Express Scheduling can be used to create single events that do not need to be approved and are not recurring. 

Express Scheduling is limited to spaces designated as Express Locations. 

1. In the Express Scheduling widget, enter the date and time for your reservation. 



 
Express Scheduling widget 

2. Click the Express Locations drop-down menu to search for and select a space. 

3. Give the event a name. 

4. Click Save to complete the reservation. Your event details will appear with a Confirmed status. 

5. Optional Step – Click Open in Form if your desired location does not appear in the Express Locations 

drop-down menu or if you need to add resources to your event (e.g. microphones, A/V resources). 

 
Reservation confirmation 

A confirmation email will be sent to your KSU email address once your reservation is submitted with an event 

confirmation number and links to access your event in the KSU Reservations Portal. 

 

 

 

 

 

 



Request a space using the Event form 
Use the Event Form to create single or multiple events that are one-time or recurring. Use the navigation panel on the 

left side of the screen to jump to different sections of the event form. 

 

Event Form navigation panel 

Provide as many details as possible for your event and any resources necessary for your event. 

1. Enter an event name and select an event type from the drop-down menu. 

 



Event name and Event Type 

 

2. Select the organization(s) or department(s) responsible for the event from the drop-down menu. 

 

 

Primary Organization and Additional Organizations 

 

3. Enter the expected on-campus head count (and an off-campus head count, if applicable). 

 

 

Expected head Count 

 

4. Enter the start and end dates and times of the event. 



 

Date and Time 

 

5. Optional Step – If your event has more than one occurrence, click Repeating Pattern to choose a date pattern. 

Check to make sure that the main event date is included in the list of repeating events. 

 



Manage Occurences 

Click Manage Occurrences to select which event occurrences you would like included in your availability searches for 

locations and resources. Then, click Close. 

Note: Manage Occurrences is not available once you have submitted the event. You must contact the event coordinator. 

 

 

All Date Occurences 

 

6. Enter a building location in the Locations Search box and click Search.  Locations will appear with one of the 

following statuses: 

a. Reserve – Location is available and can be reserved without approval. Upon selection, the 

location will be added to your reservation in a tentative state and will be confirmed by your event 

coordinator once all details have been finalized. This location will not appear as available in the location 

search for subsequent requests for the same date/time 

b. Request – Location requires approval for reservation by an even coordinator. Upon selection, 
your event coordinator will notify you when your request has been approved or denied.  This location 

will still appear as requestable in the location search until your event is approved. Approval or denial will 

be determined in accordance with the order of request. 

c. Unavailable – Location cannot be reserved on the selected date and time. 
 

Note: Both Hide Conflicts and Enforce Headcount are primarily used for academic scheduling searches. They are 

optional for event searches, and it is recommended that they be left unchecked. 



 

Locations Search 

 

Use the Search Filters drop-down menu to include search criteria like specific buildings, room features and 

layouts, or room capacity. 

Location selection appears. Click the Refresh button to return to the list and add more locations. 

 

Location selection 



Click View Occurrences to review and update additional event occurrences. 

 

7. Once you have selected a location, the Additional Event Information section appears with questions about your 

event.  

 

 
 

Any “Yes” responses will prompt additional questions, and dialog boxes will appear with more information about 

the options you selected, agreement requests for established policies, and/or forms required by associated 

departments. Click the links shown on the pop-up windows to access the forms in a new window or new tab in 

your browser. 

 

a. Event admission information: 

 
Event admission information 

 

 
Admission information pop-up 

 

b. Event parking requirements 

Note: If the event requires 21 or more spaces, another box will appear asking about parking 

locations 
 

 
Parking information 



 
Parking information pop-up 

 

c. Event catering details: 

 
Catering information 

 

 

 
Alcohol Form requirement 

 

 

d. Does your event include attendees under age 18 not enrolled at KSU? 

 
Minors in attendance 

 



 
Program Registry notification 

 

e. Audio/Visual (AV) requirements: 

 

 
Audio/Visual Information 

 

 
Audio/Visual Tech needed 

 

 
Live streaming notification 

 

f. KSU President involvement: 

 



 
KSU President Involvement 

 

 

 
Presidential Request form pop-up 

 

g. Will the event include high risk activities? 

 

 
High risk activity information 

 

 
High risk activities examples pop-up 

 

h. Custom Attribute – Users with your security level do not have the ability to add custom attributes. This 

function is for internal department use only and this section should be skipped. 

 

 
Custom Attribute button 



 

8. You may attach files and/or provide additional information about your event that may be useful during the 

approval process. 

 

Further Event Information and Attached Files 

 

9. Add Event Contact Roles: 

a. Requestor – The user completing the form. 

b. Day of Event Contact 1 and Day of Event Contact 2 – The 2 users that will receive door access. If no 

names are added in those fields, door access will default to the Requestor.  

Note: Contacts must be "in the system," meaning they have signed into the KSU Reservations Portal at 

least once.   

c. Scheduler – The Event Coordinator (the Event Form will auto-populate according to the security group of 

the requester) 

d. Authorized Signatory and Business Manager fields are optional and used primarily for events that will 

incur costs. 

 



 
Event Contact Roles 

 

10. Event requests are submitted with a “Tentative” event state. 

 

 
Event State 

 

11. Terms and conditions 

 



 
Terms and Conditions 

 

12. After completing the event form, you have the option to  

a. Save – Saves your data. 

b. Preview – See your event form details before submission. 

c. Cancel – Discards your even request form without submission. 

d. Silent Save (not pictured) – Seen in the Edit Event screen when updating event details after initial 

submission. Use the Silent Save option to avoid re-initiating the workflow. 

Choose what you want to happen upon saving: 

 
Event Form save options 

 



After saving your event, you will be taken to the Event Details page. You will also receive an automated 

acknowledgement email message from the system.

 
Event confirmation page 

 

Event Summary with outstanding tasks. 

 

 
More Actions tab 

 

Click More Actions for more event options. 

 
More Actions options 



a. Edit Event – After the event request has been submitted, only certain changes can be made by you, the 

requestor. Most changes must be made by your event coordinator. 

b. Copy Event – Duplicate your event. 

c. Create Event – Create a new event. 

d. Subscribe – Subscribe to this event to receive RSS Feed notifications or download this event to your calendar. 

e. Collapse – Closes More Actions toolbar. 

Below the event request summary are tabs displaying all details about your event. 

 
Event request summary tabs 

f. Details – All event information is displayed here in collapsable areas. 

g. Occurrences – See a list of occurrences for your event, if there are multiple occurrences requested. 

h. Calendar – See your event in a calendar view. 

How to Edit an Event Request 
To edit an event request, enter the event summary view. 

1. Access your event from the “Your Upcoming Events” widget on the dashboard. 

 
Your Upcoming Events widget 

2. Click your event on the results list. 

 
Event search results 

3. Once on the event request summary page, click Edit Event. You will return to the Event Form, where you can 

make changes to your event details. 



 

Edit Event option 

4. To cancel an event request, click Request Cancellation. 

 
Request Cancellation 

 

5. Click the Refresh icon to update event details, if expected changes do not appear upon saving. 

 
Refresh button 

 


