
Booking an event 
*Notice: You need to be registered/have an account before booking an event* 

Step 1:  Once you log in, your home page should look like this.  

 

 

Step 2: Click “Month” at the top left corner as shown in the highlighted area to 
view available dates. 

 

 

 

 



Step 3: Once you click on “Month” it should look like this. I highlighted the 6th 
because I am going to be booking that date as an example.  

 

 

When a date is unavailable it will look like the highlighted area depicted in the 
picture below. There will be a red dot next to the time.  

 

 

 

 

 



Step 4: Click on the date that you want to book your event. When hovering over 
the time slots and they are green it means that day is available to book.  

 

Step 5: When deciding what time to choose, click on the time you will be setting up 
for your event. For example: If my event is starting at 1pm and I want to start 
setting up at 12pm then the time I am going to choose is 12pm. Hit the plus sign 
(+) next to the time to confirm that time. 

 

 

 

 

 

 



Step 6: After clicking on the plus sign (+), your screen should look like this. In the 
highlighted area you can see that the 12pm sign indicates the time I will be setting 
up.   

 

 

Step 7: Click the arrow pointing down and drag it down to the desired time you 
want your event to end. It is depicted in the highlighted area in the pictures below  

 

 

 

 

 



Step 8: Your screen should look something like this and afterwards ensure that 
your desired start and end times are correct.  

 

Step 9: Click “Book” as depicted in the highlighted area of the picture 

 



Step 11: As stated in the picture below, You will need to enter your real credit card 
information in order to book an event. To book your first event, Simply enter the 
card information provide in the blue box.  After entering the card information, click 
the green box on the bottom left to “Confirm Booking”.  

 

 

 

 

 

 

 

 

 

 



Step 12: After you confirm booking for your event this is how your screen will look 
if you click “Day” on the top left corner. The second picture is how your screen will 
look like if you click “Month”. Shortly after booking you will receive a confirmation 
email.  

 

 

 

*Notice: To make changes or cancel an event please 
contact LCOMGT@KeystonePacific.com  

mailto:LCOMGT@KeystonePacific.com

