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KxConferencing - Rooming list

Uploading a Rooming List, in Twin/Double Occupancy Rooms,
without Allocating into the Rooms

Create Rooming List

In bedroom tab> reserve bedrooms, reserve the twin rooms and click on create

rooming list

= Choose Reservations

Select the required Select the block to reserve bedrooms Enter the number of required room reservations and click Reserve Bedroom
dates, site and bedroom from, ‘Add Reservation’, reservations already
types. made.
+! Use Conference Dates = Conferences and Accommodation at Capacity | Bedmom| Type Reserved
1 Specific Nights 51 Tot Bedroom Type Typical| Actual Count| Reserve :
=irst Night i Totem Fark Connected Singles 2 2 0 o 11/03/2026 to 13/03/2026
- Orchard Commons Dorm 1-Bed Suite 1 2 5 [ |standard Dorm Twin | 10
- Gage Towers Premium Dorm Dbl 1 2 12 0 J‘ Total: | 10
“w a4 n (£ Hotel Suites Premium Darm Sgi 1 1 340 0
Last Might Place Vanier Private bath Single 1 1 0 o
Standard Dorm Sgl 1 1 554, o
Standard Dorm Twin 1 2 264 0
“darn
site
Conferences and Accon «
sedroom Type
[All %
dight People: 20
D Show by date
i ~dd notes to the selected reservation
<< Delete Reservation
Add Reservation > =
I | Create Rooming List | I
=R Choose Reservations
Select the required Out of Service JNGEFIRIET H A
Reserved select Bedroom ype. rooms and click “Add Roomlng LISt
Selection. Bed. Restrictions.
] | capacty | - [ame [From [ro | ]
Name Floor| Actual[Typical| Event Type Sub-Block Totem Park / Kwak 1F
g dard D
Standard Dorm Twin (] |kwies 03/11/26|03/13/26
L Total: 10 (] |iwi72 03/11/26|03/13/26
(] |iw73 03/11/26|03/13/26
[] |kwiso 03/11/26|03/13/26
[] |kwist 03/11/26|03/13/26
[] |[kwiss 03/11/26|03/13/26
[ |kwns7 03/11/26 | 03/13/26
Totem Park / kwak 2F
-i KW264 [l 2 2] Standard Dc|Kwak 2F | ] |KW251 |03m:25|03.‘13/25|
(] [xwar o 2| 2 Standard De|kwak 2F | O |iwaes |oa1/zs|oans/as|
[ [kw2rz o 2 2 Standard De|Kwak 2F
[ [wzeo o 2 2 Standard De| kwak 2F
(] [xweer o 2| 2 Standard D kwak 2F
(] [kwass of 2 2 Standard De|Kwak 2F
[ [rowzs7 ol 2| 2 Standard De| Kwak 2F
[0 show by date [ ]]kw3e1 [ 2] 2] Standard De|Kwak 3F
B Add notes to the selected reservation | | <302 o 2 2] Standard De[Kwak 3F_|v
[ show Attributes [] Show Unoccupied ] Show Unavailable
—

Copyright © Kinetic




Confidential

Rooming List Tab — Choose Columns Needed

KxConferencing - Rooming list

Close the rooming list window. A new rooming list tab appears

1 —a —
= -5 |/ f = =
Reserve/Edit Beds | Move Beds | Check Reserved Print Refresh (F5) | Delegate Information
&= Bedrooms Reserv r% Rooming List| | £ Other Reser\fationsl/o Externally Booked Accommodation [Summa

[Datemm o306 € € W DateTo “«aCrm

Description

Wed Mar 11

Standard Dorm Twin: Totem Park
Total Rooms Reserved
Catering (Night)

Catering (Next Morning)

Thu Mar 12

Fri Mar 13

In rooming list tab, click on select rooming list columns and choose the information
you want on the rooming list minus the room name

B Select Columns

*

Column

Selected |«

Title

First Mame

Last Mame

Gender

Arrival Date

Departure Date

Elock

Bedroom Type

Room Mame

Fix Room

Qrganizer

Reg. Card Motes

Check-In Motes

Housekeeping Motes

Resident

Group

Email

0000000 O00RNERNEE

hd

|| Cancel I

In order to get the rooming list to export with the ability to have room for two names
per room ( as twin rooms with a capacity of 2). In configuration the twin rooms should
have an actual capacity of 2 with possibly, a typical capacity of 1,

summary

Summary

Summary

Summary

summary

standard Dorm Twin [

Room Mame |Bedroom Type Act, Cap.|Typ. Cap. |Floaor|Clez
KW161 Standard Dorm 5gl u 1 1 0
KW162 Standard Dorm 5gl u 1 1 0
KW163 Standard Dorm Sgl - 2 1 1 0
KW164 Standard Dorm Twin [ 2 1 0
KW163 1 o
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Export Rooming List, Choosing Criteria

KxConferencing - Rooming list

You need to tell Kx to export the room with actual capacity

List

X

Export Rooming List

Select R

E
]

X

Per Room

X

X

Actual Capacity

Typical Capacity

You then get the rooming list with the twin rooms
alternate colouring

with 2 spaces for the names and

First Mame

Last Name |Gende

Arrival Date

Departure Date

Block

EBedroom Type

03/11/2026 4:00:00 PM

03/14/2026 11:00:00 AM

Totem

Standard Diorm Twin

03,/11,/2026 4:00:00 PM

03/14/2026 17:00:00 AM

Totem

Standard Dorm Twin

03/11/2026 4:00:00 PM

03/14/2026 17:00:00 AM

Totem

Standard Dorm Twin

03/11/2026 4:00:00 PM

03/14/2026 11:00:00 AM

Totem

Standard Diorm Twin

03/11/2026 4:00:00 PM

03/14/2026 11:00:00 AM

Totem

Standard Diorm Twin

03,/11,/2026 4:00:00 PM

03/14/2026 17:00:00 AM

Totem

Standard Dorm Twin

03/11/2026 4:00:00 PM

03/14/2026 17:00:00 AM

Totem

Standard Dorm Twin

03/11/2026 4:00:00 PM

03/14/2026 11:00:00 AM

Totem

Standard Diorm Twin

03/11/2026 4:00:00 PM

03/14/2026 11:00:00 AM

Totem

Standard Diorm Twin

03,/11,/2026 4:00:00 PM

03/14/2026 17:00:00 AM

Totem

Standard Dorm Twin

First Mame

Last Mame |Gende

Arrival Date

Departure Date

Block

Bedroom Type

Jenny

Erown

03/11/2026 4:00:00 PM

03/14/2026 11:00:00 AM

Totem

Standard Diorm Twin

Sarah

Elue

03/11/2026 4:00:00 PM

03/14/2026 11:00:00 AM

Totem

Standard Diorm Twin

Peter

Pink

03,/11,/2026 4:00:00 PM

03/14/2026 17:00:00 AM

Totem

Standard Dorm Twin

Miles

Grey

03/11/2026 4:00:00 PM

03/14/2026 17:00:00 AM

Totem

Standard Dorm Twin

Francy

Orange

03/11/2026 4:00:00 PM

03/14/2026 11:00:00 AM

Totem

Standard Diorm Twin

Juanita

Purple

03/11/2026 4:00:00 PM

03/14/2026 11:00:00 AM

Totem

Standard Diorm Twin

Once the names are filled in, the rooming list can be copied
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Confidential

First Mame Last Mame |Gende | Arrival Date Departure Date Block |Bedroom Type
Jenny Brown 03/11/2026 4:00:00 PM |03/14/2026 171:00:00 AM |Totem |[Standard Dorm Twin
Sarah Elue 03/11/2026 $:00:00 PM |03/14/2026 11:00:00 AM |Totem |Standard Dorm Twin
Peter Pink 03/11/2026 400000 PM |03/14/2026 11:00:00 AM |Totem |Standard Dorm Twin
Miles Grey 03/11/2026 4:00:00 PM |03/14/2026 11:00:00 AM |Totem |Standard Daorm Twin
Francy Crange 03/11/2026 4:00:00 PM |03/14/2026 11:00:00 AM |Totem |5Standard Dorm Twin
Juanita Purple 03,/11,/2026 4:00:00 PM |03/14/2026 11:00:00 AM |Totem [Standard Dorm Twin

Import Rooming List
In Attendee tab, click ADD and Paste names from Excel

. G- - -
1093 Departmentof History | Shofu Yin

Arriving Wed Mar 11 2026 9:00 AM  Starting Wed Mar 11 2026 9:00 AM Ending Sa
— Attendees

IR

@ Details Email Show Add Edit Roo
& Clients

Group  [[All]
ow |&8] | |

== Bedrooms

[ =] Quotes
, MNotes

<= Dialogue

Paste Names from Excel

+ Add Previous Delegates -

The rooming list imports with names and bed types but does NOT allocate the beds

3 Rooming List X
r'@ Paste Mames + / y 4 (x| Total New Names: 6 Select Columns Use Email Address to Locate Existing Attendees Make All Non Resident
First Name Last Mame Arrival Date Departure Date Bedroom Type
blue Female| Mar 11 4:00 PM Mar 14 11:00 AM Totem Park Standard Dorm Twin s
jenny brown © Female Mar 11 4:00 PM Mar 14 11:00 AM Totem Park Standard Dorm Twin
miles arey Q Female |Mar 11 4:00 PM Mar 14 11:00 AM Totem Park Standard Dorm Twin
francy orange © Female Mar 114:00 PM Mar 14 11:00 AM Totem Park Standard Dorm Twin
peter pink Q Female Mar 11 4:00 PM Mar 14 11:00 AM Totem Park Standard Dorm Twin
juanita purple Q Female |Mar 11 4:00 PM Mar 14 11:00 AM Totem Park Standard Dorm Twin
- -—
Email Show Add Edit Delete  Aoom Swap | Export Rooming List | Statement | Nightly Charges | Print
Group &0rg Mrain (= Smoking 3 Disabled ovIp I : |
cp | & 0| Last Name First Mame Company Arrival Departure Block Bed Type Allocated Room Res
Department of History ~ Mar 110400PM  Mar 14 11:00AM  Totem Park Standard Dorm Twin [eed]
©Q brown jenny Department of History ~ Mar 110400PM  Mar 1411:00AM  Totem Park Standard Dorm Twin =
Q arey miles Department of History ~ Mar 110400PM  Mar 1411:00AM  Totem Park Standard Dorm Twin =[]
@ orange francy Department of History ~ Mar 110400PM  Mar 1411:00AM  Totem Park Standard Dorm Twin =[]
@ pink peter Department of History ~ Mar 110400PM  Mar 1411:00AM  Totem Park Standard Dorm Twin B [
Q purple juanita Department of History ~ Mar 110400PM  Mar 1411:00AM  Totem Park Standard Dorm Twin =
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