
R25: Making a Room Reservation 
 
1. Open http://scheduler.washjeff.edu/wv3/ 
 
You will automatically view the events of the current day. 

 
 
2. Select “My Request” in the navigation bar.  You will be prompted to log in.  Use your network credentials to log into the 
R25 Room Scheduling application. 

 
 
3. Click the “New Request” link in the sub navigation bar. 

 
 
4. Complete as much information about the event as possible.  The minimum requirements for completion are the fields 
indicated in red type: Event Name, Start & End Dates & Time.   
 
Have questions on what the fields do? Contact the Office of Conferences & Events.  

 
 

mailto:tfiedler@washjeff.edu


 
 

 
5. When finished, click the ‘Next’ button.  You will be directed to your reservation summary.  NOTE: this is NOT a 
confirmation screen.  This screen summarizes the choices made in the request; your event has not been process. 
 



 
 

 
6. Click the ‘Submit Request’ if everything in the summary is correct.  Otherwise, select the ‘Make Changes’ button to 
return to the previous screen.  NOTE: if you have changes, do not use the ‘back button’.  You will lose all of your settings, 
use the ‘Make Changes’ button if you wish not to lose your event information. 
 

 
 

A confirmation of your request will be sent to you via email.  Check the My Requests | Pending Requests or the My 
Requests | Approved for the status of your request. 
 
For reoccurring events that begin in the 2008 calendar year but spill into the 2009 calendar year, you must submit 2 
requests: One in the previous Scheduler software for the 2008 events and another in the new R25 scheduler for the 2009 
events. 
 
Need help?  Technical questions, contact the Helpdesk (helpdesk@washjeff.edu).  For room reservation questions or 
room conflicts, contact the Office of Conferences & Events (tfiedler@washjeff.edu). 
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