
 

 

     
                   

          

     
                

  

 

Using GRPL Room Reservation System 
Follow these steps to request a room reservation at GRPL. If you have any questions about a specific request 
or the space reservation process, email rooms@grpl.org or call 616-988-5409. 

Step 1: Find the room 
Navigate to GRPL’s Facility Rentals and Meeting Spaces Page. Click “Reserve” underneath the space you want 
to request. 

mailto:rooms@grpl.org
https://www.grpl.org/facility-rental/
mailto:rooms@grpl.org


       
                     
                     

                     
     

 

 

         
                

                 

 

 

 

          

Step 2: Navigate to the desired date 
At the bottom of the page is an availability grid for that room. White spaces indicate the room is not available 
for that day and time. Click on the "Next Available" button to navigate to the next available date and time, or 
click the "Go To Date" button to use a pop-up calendar to select another day. Click “Week View” to display an 
entire week at a time. 

Step 3: Select a reservation date and start time 
Red-shaded boxes indicate a reservation already exists for that time. Green-shaded boxes indicate the space is 
available to be reserved. Click on a green block representing the desired start time for your reservation. 
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Step 4: Adjust the reservation end time 
Yellow-shaded boxes represent your reservation request. The default length of a reservation is two hours, but 
you can adjust this using the drop down that appears below the grid. The total cost is also displayed. When 
finished, click “Submit Times.” 

Step 5: Complete the reservation form 
Fill out the rest of the form to finish your booking request. If you need to change the booking details (date, time, 
or location), click the “Change” link in the top right corner. 
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Step 6: Agree to Terms and Conditions and Submit Form 
When finished with the form, click the check box indicating your acceptance of GRPL’s Terms & Conditions. 
Then click "Submit my Booking." 

Step 7: open verification email and click the verification link 
A verification message will be sent to the email address used for the reservation request. You must click the 
email link to confirm your booking. Unconfirmed reservations are automatically cancelled. 

Step 8: Follow instructions sent via email 
Additional emails will be sent as the process proceeds, providing additional information and action steps. Be 
sure to check your email regularly. 
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