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GT Events Guide | How to Reserve Table Spaces in the Student
Center, Exhibition Hall, and Experiential Pathway - RSO & GT
Departments

Indoor Table spaces are available in the John Lewis Student Center, Exhibition Hall, and
outside on Experiential Pathway for Georgia Tech registered student organizations and
Institute departments. Typically, these spaces are used for advertising upcoming events,
promoting information about your group, or bake sales. More information about table space
locations can be found our website.

Please note the following booking rules for these spaces:
¢ Requests will not be permitted LESS THAN five business days in advance.
e Reservations are not confirmed until all details are provided. Event Details must be
provided at least 2 business days in advance.
¢ The maximum number of bookings permitted per reservation is fifty.

Step-by-Step Guide
1. Navigate to https://gtevents.gatech.edu/EMSWebApp/
2. Signin with your GT User ID (example - gburdell3) and Password
3. Click “CREATE A RESERVATION” on the left sidebar under “HOME”
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4. Click "Book Now" beside "Table Space Request".
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5.

From here, you will be able to filter by date, time, locations, specific features in the space, number
of people, and specific rooms.

6. Select your desired date by clicking the calendar image.
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7. Select the desired, month, date, and year.

Please note request must be made submitted at least 5 business prior to your event date.
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8. Select the desired time by changing "Start Time" and "End Time". Click the clock icon.
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9. You can change times by using the up/down arrows or by clicking on the numbers.
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10. Change AM/PM by clicking on the blue block.

11. Click "X" to save your selections.
(Make sure you include the time you need to access the space for your setup and break down).
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12. Filter your search by location: Select the "Add/Remove" icon next to "Locations".
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13. Click "Student Center, Ex Hall & Exper. Table Spaces" and then click "Update Locations".
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14. To remove the location filter, select the red circle.
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15. All available table spaces based on your filter options will then be displayed under "Rooms You Can

Request". To add a table space to your reservation, select the "green circle" next to the space you

want.
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16. The table space(s) that you have selected will now appear below "Selected Rooms". To add more
spaces to your reservation, repeat steps 5 - 15. Once you have added all your desired table spaces
select "Next Step".
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17. Next you will be prompted to provide your "Event Details" including Group Details and Additional
Information. It is important that you provide accurate details to ensure your request can be

processed.
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18. Once you have provided all the necessary details select "Create Reservation" in the bottom right
corner or top right corner.



