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Abstract 

This document is designed to provide you with information necessary to maintain meeting room reservations  The Meeting 

module is a provides for time management.  Meeting times and rooms can be reserved and will check against classroom 

schedules (as classrooms may be used for meetings)  to prevent time conflicts: 
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Disclaimer 

 
Three Rivers Systems, Inc. makes no representation or 
warranties with respect to the contents or use of this guide.  
Further, Three Rivers Systems, Inc. reserves the right to revise 
this guide and make changes to its contents at any time without 
obligation to notify any person or entity of such revisions or 
changes. 
 
In no event will Three Rivers Systems, Inc. be liable to buyer or 
any other party for any damages, including any lost profits, lost 
savings, or other special incidental or consequential damages 
arising out of the use of or inability to use such product, even if 
Three Rivers Systems, Inc. has been advised of the possibility 
of such damages, or for any claim by any other party. 
 
© 2007 Three Rivers Systems, Inc. All rights reserved. All 
company and product names included in this site may be 
trademarks or registered trademarks of their respective 
companies. The information contained in these pages is 
subject to change at any time without prior notice. 
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Reservations 

Reservations for meeting rooms are displayed in the Meeting module.  As 
reservations are created the times will be checked against the course offering 
schedule to prevent conflicts. 

Step-By-Step: Make A Reservation 

1. From the CAMS Enterprise Home page, click Meeting >Reservations.  
The Meeting Reservations window opens. 

 

Figure 1: Meeting Room Reservation window 

2. To verify that the meeting has not been previously scheduled use either 
Room Name or Reservation Date From and Date To as criteria to search 
for previously scheduled meetings then click Find. 

3. A list of reservation displays.  If the meeting is not displayed, then right 
click inside the data grid.  The meeting schedule window opens. 

 

Figure 2: Meeting Schedule window 

4. Enter the Starting and Ending dates.  Enter the Starting Time and 
Ending Times. 

Note: To begin entering times click the Starting Time field and use either the up or down 
arrows on the keyboard.  The time will initialize and then you will be able to type in the 
time or use the arrows.  Time can be adjusted to the minute. 
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5. To select the meeting room click the Find a Meeting Room icon.  
Search for the room using the Room Lookup Criteria page and click OK. 

6. Double click the meeting room. 

7. Fill in the Number of Seats Needed and Requester.  If there are special 
needs for the meeting enter them in the Comment field. 

8. If this meeting reservation is a recurring meeting click the Recurring 
checkbox. 

 

Figure 3: Recurring Meeting option 

9. Select the Frequency and Meeting Days. 

10. Click Add. 
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Schedule Conflict 

If there is a scheduling conflict with another room CAMS Enterprise will display a 
notice.  This checks against scheduled times for meetings and class schedules. 

 

Figure 4: Room Conflict notice 

1. Click OK. 

2. The Schedule Conflicts for Room window opens displaying the other 
room that the meeting conflicts with. 

3. Click Cancel and the Meeting Schedule window displays.  Change 
either the Room, Dates or Times to prevent the schedule conflict. 

Step-By-Step: Edit Meeting Reservation 

1. From the CAMS Enterprise Home page, click Meeting >Reservations.  
The Meeting Rooms Reservations page opens. 

2. Search for previously scheduled meetings use either Room Name or 
Reservation Date From and Date To as criteria to search for previously 
scheduled meetings then click Find. 

3. A list of reservation displays.  Double click on the appropriate 
reservation. 

4. The Meeting Schedule window displays.  Make necessary modifications 
and click Update. 

Note: To delete a reservation, highlight the reservation and click Delete. 


