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PPAALLSS  RRoooomm  RReesseerrvvaattiioonn  SSyysstteemm  
  
  
UUssee  tthhee  ffoolllloowwiinngg  sstteeppss  ttoo  rreeqquueesstt  aa  RRoooomm  RReesseerrvvaattiioonn  
  
NNoottee::    CCuurrrreennttllyy,,  oonnllyy  tthhee  AAddvvaanncceedd  II..TT..  CCeenntteerr  ((AAIITTCC))  aanndd  tthhee  BBaannnneerr  PPrroojjeeccttss  CCoonnffeerreennccee  RRoooommss  llooccaatteedd  aatt  tthhee  DDiissttrriicctt  HHoouussttoonn  
SSttrreeeett  llooccaattiioonn  aarree  uussiinngg  tthhiiss  ssyysstteemm..  
  
1. Login to your College PALS application.  
   

How do I access PALS?  Go to www.accd.edu/pals and click your school name under "Login to PALS."  
Under the password box, select "Click Here to obtain your PALS login User Name" and follow the prompts. Your default password 
is the first 2 letters of your last name (in upper case letters) followed by the last 6 digits of your social security number.  Contact 
220-1616 (Option 4) if assistance is required. 

 
2. Click the Employee Tab. 
 
3. Find the ACCD Room Reservation channel and click the Go button.  

 

 
 
4.  The Search/Reserve Room tab will display.  Fill in the requested information and click the Search button. 
 

 

 
• Click the Event Location drop-down icon to select 

District; currently only rooms for District locations are 
using this room reservation system. 
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5.  A search results screen will appear displaying rooms that meet your search criteria.  Click the Room Name to create a Room 
Reservation Request. 

 
 
6.  Fill in the Requestor Information and Additional Information sections.  Click the Submit button. 
 

 

 
Displays times that 
are reserved for 
someone else.   

 
Displays times that 
someone else has 
requested and is 
pending approval. 
 

 
Use to view room 
availability of other 
days. 

 
If different Room Setup options or Equipment 
options are available, the options will be listed here. 
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7.  A submission confirmation similar to the screen below will appear.  The request automatically gets sent to the Room Administrator. 

 
 
 
Once the Room Administrator approves or disapproves the request, the requestor will receive an email notification. At any time, status of 
room reservation request(s) can be viewed by clicking the My Reservation(s) Tab.  

 
 
 
 
Note:  The Room Administrator List Tab displays a list of rooms that use this system for room reservations along with Room 
Administrator contact information. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

For technical assistance, please contact Support Central at 220-1616 (Option 4). 


