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1. There are several ways to add a Reservation in Facil.  One of the most efficient 

ways is to use the Appointment Book.  
2. In Facil, click Appt Book. 
3. From the Start Date/Time dropdown, choose the date of the potential reservation. 
4. From the Select Appointment Book Page dropdown, choose the type of reservation 

you are seeking.  (Edit, Portable, or Studio) 
5. You can set the time interval to your liking.  Thirty minute intervals seem to work 

well. 
6. Each column represents a different piece of equipment or studio.   
7. If the equipment is available, the time period block will be green.  Blue indicates 

some of the equipment is reserved.  Yellow indicates that all equipment is 
reserved.  Red indicates an overbooked situation. 

8. Left click on the equipment block at the time you would like to book equipment.  
The highlighted block will turn white. 

9. Click New Reservation. 
10. In the window that appears, enter the Project ID or choose the project from the 

Project ID dropdown.   
11. The Executive Producer associated with that project will be auto filled in the Person 

ID field.  You may change this person by searching the drop down in the Person ID 
field. 

12. The Start field will be filled in with the date and time that you clicked in the 
Appointment Book.  This information may be changed with the drop down if 
necessary. 

13. The End field will be filled in with a date/time three hours later than the start time.  
This information may be changed with the drop down if necessary. 

14. When all information is correct, click Save Reservation. 
15. A reservation window appears with the equipment your requested reserved. 
16. To add additional equipment to the reservation click Add Equipment. 
17. Click the arrow to the right of any piece of equipment to add that to your new 

reservation. 
18. You may also start a reservation from Projects. 
19. In Facil, click Projects. 
20. In the Locate Project ID field, type the Project ID or use the dropdown to find the 

project. 
21. In the Project window that appears, click Add New Resv. 
22. If necessary, change the person in the Person ID field as previously discussed. 
23. Use the dropdowns to add start and end time as previously discussed. 
24. Click Add Equipment to add equipment as previously discussed.	  


