
How to use Skedda to Reserve Space at NITMB 35th Floor: 

Last updated: 1/10/25 

1. If you do not have an account yet, use this link to register: http://bit.ly/NITMBskedda. Put in your 
email address and your first and last name, check the box, and click Register. 

 

 

 

 

 

 

 

 

 

2. If you already have an account, click on this link to access the login page: 
https://app.skedda.com/account/login\ and the following screen should appear! Go ahead and log 
in. 

 

 

 

 

 

 

 

 

 

 

3. Locate the location dropdown menu at the top center of your screen, then click on the arrow to 
reveal the menu choices. The system does not automatically display NITMB space! 
 

 

http://bit.ly/NITMBskedda
https://app.skedda.com/account/login/


4. Chose “875 N Michigan 35th Floor” from the location dropdown menu. A layout of NITMB will pop 
up.  Any space marked by a green dot indicates a space is available while a grey circle with letters 
in it indicates another person has reserved the space.  See below for an example. 

 

 

 

 

 

 

 

5. Skedda automatically sets the reservation date as today.  To reserve a space in the future, return to 
the top of your screen and select the date drop down menu. 

 

 

6. After selecting the date, you can drag the slider on the top-of-the screen controls to see space 
availability throughout the day you’ve selected. 

 

 

7. After selecting your date, click on the green circle of the space you’d like to reserve.  A box will pop 
up with available times.  This is only the first part of the booking; there are more options available 
after you click “Book” or choose a time from the More drop-down menu. 

 

 

 

 

 

 

 

 

 

Reserved Available 



8. A booking confirmation box will pop up after you click “Book”, see example below.  You will be able 
to edit the (1) date, (2) the duration of your reservation, (3) how often you would like the reservation 
to repeat, and (4) the specific space you’d like to reserve. You can also (5) name your booking—for 
example, if it’s a group meeting.  You will need to put in (6) your first and last name and (7) your 
phone number.  When everything looks good, click (8) Confirm Booking. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 

2 

3
3 

4 

5 

6 

7 

8 



9. An email confirming your reservation will be sent to the email address you used to create your 
Skedda account, example below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. Right now (Rachel note) it doesn’t seem possible to edit or cancel a reservation once you’ve made 
it.  This is something I’ll investigate when I have time! 


