
 
CONFERENCE CENTRE

GUIDE



SLP I - 9TH FLOOR CONFERENCE CENTRE 
Open Spring 2024

OVERALL PLAN

Posted Occupancy Load for Conference Centre: 
100 Persons maximum
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SLP I - 9TH FLOOR CONFERENCE CENTRE 
Open Spring 2024

MEETING ROOM 1 - ARRANGEMENT OPTIONS

TV

WHITEBOARD

OPTION 1 - CLASSROOM STYLE
SEATING COUNT: 24

OPTION 2 - AUDITORIUM STYLE
SEATING COUNT: 49

OPTION 3 - BOARDROOM STYLE
SEATING COUNT: 20

TV

WHITEBOARD

TV

WHITEBOARD



SLP I - 9TH FLOOR CONFERENCE CENTRE 
Open Spring 2024

MEETING ROOM 4 - ARRANGEMENT OPTIONS

TVWHITEBOARD

OPTION 1 - CLASSROOM STYLE
SEATING COUNT: 42

OPTION 2 - AUDITORIUM STYLE
SEATING COUNT: 67

OPTION 3 - BOARDROOM STYLE
SEATING COUNT: 28

TVWHITEBOARD TVWHITEBOARD

TVTVTV



SLP II - 5TH FLOOR CONFERENCE CENTRE 

OVERALL PLAN
Posted Occupancy Load for Conference Centre: 

60 Persons maximum

OPEN AREA/
BREAK OUT AREA

SERVERY

MEETING ROOM 1
MEETING ROOM 2

(fixed layout)

MEETING ROOM 3

TV

TV

TV

W
H

IT
E

B
O

A
R

D

W
H

IT
E

B
O

A
R

D

W
H

IT
E

B
O

A
R

D

ATRIUM BELOW



SLP II - 5TH FLOOR CONFERENCE CENTRE 

MEETING ROOM 1 - ARRANGEMENT OPTIONS
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OPTION 1 - CLASSROOM STYLE
SEATING COUNT: 12

OPTION 2 - AUDITORIUM STYLE
SEATING COUNT: 20

OPTION 3 - BOARDROOM STYLE
SEATING COUNT: 10



SLP II - 5TH FLOOR CONFERENCE CENTRE 

MEETING ROOM 3 - ARRANGEMENT OPTIONS
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OPTION 1 - CLASSROOM STYLE
SEATING COUNT: 36

OPTION 2 - AUDITORIUM STYLE
SEATING COUNT: 54

OPTION 3 - BOARDROOM STYLE
SEATING COUNT: 24



SLP I+II CONFERENCE CENTRES 

SLP I - 9TH FL MEETING RM 2 SLP I - 9TH FL SERVERY SLP I - 9TH FL WASHROOMS

TYPICAL MEETING ROOM - CLASSROOM STYLETYPICAL MEETING ROOM - AUDITORIUM STYLE



Conference Centre Booking Instructions  

 

Making a Reservation 
 

To begin making a new reservation, click New Reservation from the navigation menu ( ), or click the 
New Reservation quick link from the Home page. This will open the New Service Request screen. 

 

 

From the New Reservation page, follow the steps outlined below to submit a new request. 
 

1. In the new reservation window, a list of available resources is displayed on the left, and a weekly 
calendar is displayed to the right. You can view additional information concerning a resource by 
clicking on its associated info icon ( ). Depending on the information supplied by Property 
Management, the resource information popup may display the following information: 

• An image gallery. You can click on any of the images in the gallery to view them in 
fullscreen mode 

• Whether the resource is billable (usage fees may apply), and whether reservations will 
require approval from Property Management 

• A description of the resource's features 

• Any additional downloadable attachments (displayed as links) 

• Any additional instructions concerning its usage 

• The resource's hours of availability 

• Any applicable reservation policies, such as maximum reservation duration, or conditions 
under which a rescheduling or cancellation fee may apply. Please note that rescheduling 
and cancellation fees are not related to whether the resource is listed as "billable", which 
refers to fees that may be incurred through use of the resource. 

 



 
 

2. Select one or more resources that you would like to reserve in the same time slot. If Property 
Management has made resources from more than one property available to you, then a Property 
dropdown list is displayed, allowing you to select which property you would like to view available 
resources for. 

  



 

3. On the calendar to the right, available reservation times are displayed for the current week in white. 

• You can switch between weeks using the Previous and Next buttons and return to the current 
week by clicking the Today button. 

• Click on an available slot in your calendar to select your reservation time. 
 

 

4. In the New Reservation window that opens, the following information can be edited: 

• The date portion of the Time Start and Time End fields can be updated by clicking on their 
associated Calendar ) icons and selecting a new date time. You can update the 

 



start and end times by clicking on the time and selecting a new time from the dropdown list. 

 
o Please note that if you modify the start or end time such that it overlaps with a time 

when a resource is not available, you will receive an error when attempting to 
complete the reservation. 

5. By default, the Requested By field lists you as the requester. If you are creating the 
reservation on behalf of a colleague, you can change this by using the provided dropdown 
list. Only other registered users are displayed in this list. 

6. Fill in any Additional Information in the fields provided (these fields are only displayed 
if Property Management needs additional details concerning the resource's use). 

7. Additional amenities available at the resource's location are listed. If any of the amenities 
are optional and must be specifically requested, place a checkmark beside any optional 
amenities that you need. Additional notes concerning the amenity can be viewed in a 
popup by clicking on the amenity's name. 

8. You can use the Reservation Notes field to enter any applicable notes for Property 
Management. 

9. If there are terms and conditions that must be agreed to prior to making the reservation, 
then a I have reviewed and agreed to the following Terms and Conditions checkbox 
is displayed. You must check this box to proceed. Before agreeing to the terms and 
conditions, you should review them by clicking on the Terms and Conditions link 
displayed in this section. 

 
6. Click Create to complete the reservation request. 

 



 

10. If there are no issues with your reservation, your request is submitted, and you will be taken to the 
Reservation Details screen. 

• If additional documentation must be downloaded, filled in/signed and then re-uploaded to 
finalize your reservation, this will be clearly marked at the top of the reservation screen. Any 
additional documentation will be listed as download links. Corresponding Upload links are 
displayed, allowing you to upload the completed document. 

o You do not need to upload the documents immediately. You can upload the documents 
at a later time by returning to the details screen. For additional details, see The 
Reservation Details Screen. 

 
 



 

o After uploading a document, it is displayed as a downloadable document with a 
corresponding Replace button. If you need to upload a corrected version of the 
document, click the Replace button and select the file to upload. 

 

 
 

  



The Reservation Details Screen 
The Reservation Details screen is accessed by clicking on a reservation in the Reservation Calendar or 
Reservation List. The following information and buttons are displayed: 

 



The reservation ID number. 

1. If enabled by Property Management, you can click Cancel Reservation to cancel the reservation (you 
can only cancel upcoming reservations). See Canceling a Reservation for more information. 

2. Click Return to go back to either the Reservations List or Reservations Calendar. 

3. If the resource being reserved requires additional documentation to be downloaded, filled in/signed 
and then re-uploaded to finalize the reservation, this will be clearly marked at the top of the 
reservation screen. If all documentation has been uploaded, then the Requires Approval icon is 
highlighted, as shown above. Reservations that do not require uploading documents do not display 
these icons. 

4. If a reservation is still pending approval by property management, then a Requires Approval 
message is displayed. If documentation needs to be uploaded, this section also provides an interface 
to download the documents that must be filled out, and a means of uploading the completed 
documents. 

• If a document has already been uploaded but needs to be replaced, click the Replace button 
(as shown above). Documents that have not yet been uploaded will instead display an 
Upload button. 

• Documents can be downloaded, uploaded or replaced at any time by returning to the details 
screen. It is not necessary to perform this task during a single log-in session. 

5. The Reservation Details section displays the following information: 

• The resource(s) requested. 

• The name of the requestor. 

• The reservation date and time. 

• The duration and location where the reservation will take place. 

• The responses given to any additional questions that were asked during the reservation 
process. If these responses need to be changed, contact your Property Management office. 

• All included amenities and selected optional amenities. If any selections made here need to 
be changes, contact your Property Management office. 

• Any notes for Property Management that you have added to the request; see (9) below. 

6. The History section displays a record of status changes related to the request, with the date and time 
of each status change displayed. 

7. Click Reschedule to change the date and time of the reservation. See Rescheduling a Reservation 
for additional details. 

8. In the Reservation Notes section, you can update any existing notes you have entered by clicking 
the Edit button (shown above). If no notes were originally provided, you can create notes by clicking 
the Add button. 

 



Canceling a Reservation 
Reservations can be canceled from either the Reservations Calendar or the Reservations List by viewing 
a reservation's details and clicking Cancel Reservation. Please note that depending on your level of 
access, you may only be able to cancel reservations made in your name. Additionally, you can only cancel 
upcoming reservations with a status of Requires Approval, Approved, or Reserved. 

 
1. On the Reservation Details screen, click Cancel Reservation. 

 

 

2. In the Cancel Reservation popup, enter a reason for the cancellation. In situations where a 
cancellation fee may be charged, you will be informed in this popup window. 

 

Cancellation with no service charge Cancellation where service charge may apply 
 

  
 

 
3. Click Yes to confirm the cancellation. 

 
  



Rescheduling a Reservation 
Reservations can be rescheduled from either the Reservations Calendar or the Reservations List by viewing 
a reservation's details and clicking Reschedule. Please note that depending on your level of access, you 
may only be able to reschedule reservations made in your name. Additionally, you can only reschedule 
upcoming reservations with a status of Requires Approval, Approved, or Reserved. 

 
1. On the Reservation Details screen, click Reschedule. 
 

 

2. If a rescheduling fee may apply, a confirmation popup will be displayed. Click Yes to proceed. 

• If no rescheduling fee is applicable, you will be taken directly to step 3 below. 
 

 
 

3. You will be taken to a calendar view, allowing you to select a new date and time for the 
reservation. Click on an available slot to reserve it. 



 
4. In the Reschedule Reservation popup, verify the dates and times listed for the new start and 

end time, and make any necessary corrections. Enter a reason for the rescheduling and click 
Done. Your reservation has now been rescheduled. 

5.  
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