I have set it up so there are 3 separate Reservation Calendars
Here is the website:     https://www.lds.org/church-calendar/?lang=eng

1. 2015 Stake Center Reservations
2. 2015 McDowell Building Reservations
3. 2015 Adobe Building Reservations
[image: ]Looks like this along the left side of the Calendar Area along with other calendars created in the stake and your wards
You check all the calendars you are interested in seeing on your screen. Just your building or all the buildings
I have given all the Ward Executive Secretaries in the Stake access to these calendars so you will be able to see them.
This will allow you to see your reservations.
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By subscribing to the Reservation calendar you will be able to look at a date and see reservations for each building on that date. I have color coded my calendar so that Adobe Bldg. is Blue, McDowell is pink, & Stake Center I a burnt Orange. You will need to change the colors on your own calendar if you want to distinguish between buildings on a particular date. [image: ]By doing this the date on the calendar shows it is a reservation by the little tiny church icon on the left of the reservation. In the example here you see that at 6am Primary Activity in the Adobe bldg. (Blue) 7am Stake Merit Badge is reserved in the McDowell Bldg. (pink) and 10 am Child of Record Baptism at the Stake center (Burnt orange) If it is a stake activity there will be no capital letters proceeding event.
If it is a ward activity I will put letter to abbreviate the ward.
FC- Falcon Hill  	SB- Stonebridge
FH- Fremont Hill	TM- Thunder Mountain
LS- Las Sendas 		TK- Twin Knolls
MR- Mountain Ridge	 VP- Viewpoint
[image: ][image: ]AM- Alta Mesa         
This will make it so you can see if a date has been scheduled for you or if it is open before contacting  me to schedule your ward’s event. You will only have access to view the calendars. 
Emailing is the best way to contact me to make a reservation.
If you hold the curser over the event then a pop up of the description of the event like in the picture to the left here. If you actually click on the event them the details appear like in the picture to the right. Then you are able to see which rooms which have be reserved for the event. I usually put down the person who requested the reservation as the contact person. If you have any questions about any reservation it would be better to contact me.

[bookmark: _GoBack]As always feel free to contact me about any scheduling, or if you see a mistake I have made on the reservation calendars let me know.  I hope you can understand all this.
My contact info:  becky@granny103.com
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