Ten Easy Steps to Using the Events
Management System
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1. From the Rhodes website login page,
log into the system using your Rhodes
email address and password.

2. On the left hand side of the screen,
select a date and location. Check the day
view on the right side for availability.

3. To view information about a specific
room, click on the room number listed on
the dark blue bar under the date.

4. Begin the reservation process by
selecting the box correlating with desired
start time.

5. Complete the requested information
on the “General” tab of the Reservations
Details form.

6. If additional services are needed (i.e.
Catering, Setup, Publicity, etc.), move
along the dark blue bar selecting and
completing information for those specific
service providers.*

7. When requests are completed, press
“Save and Close”.

* |f a space reservation is all that is required, the user need only complete the “General™

tab. However, if additional services ( Catering etc.) are needed, the user must edit the

reservation request no later than 72 hours prior to the event. Any services requested after

that time cannot be guaranteed.
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8. Return to the Calendar, and your
reservation now appears in gray. Gray
indicates a “pending” reservation. When
the reservation is confirmed, the color
changes to green.

9. Edit the reservation by selecting it from
the Calendar, making desired changes or
additions, and press “Save and Close”.

10. Delete your reservation by selecting it
from the Calendar and pressing “Delete”.




