
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

KxConferencing 

Uploading Rooming List for 
More than Single Occupancy  
 



Confidential  KxConferencing – Rooming list 
 

 

Copyright © Kinetic   
 

3 

Table of Contents 

 

KxConferencing .................................................................................................................................................................................................. 4 

Create Rooming List ............................................................................................................................................................................. 4 

Rooming List Tab – Choose Columns Needed ................................................................................................................... 5 

Export Rooming List, Choosing Criteria................................................................................................................................... 6 

Import Rooming List .............................................................................................................................................................................. 7 

  



Confidential  KxConferencing – Rooming list 
 

 

Copyright © Kinetic   
 

4 

KxConferencing 

 

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 the rooms needed and add to the rooming list 
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Rooming List Tab – Choose Columns Needed 

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

 

 

In rooming list tab, click on select rooming list columns and choose the information  

you want on the rooming list minus the room name 

 

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,  
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Export Rooming List, Choosing Criteria 

 

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

 

 

 

You then get the rooming list with the twin rooms with 2 spaces for the names and 

alternate colouring 

 

 

 

 

 

Once the names are filled in, the rooming list can be copied 
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Import Rooming List 

In Attendee tab, click ADD and Paste names from Excel 

 

 

 

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

 

 

 

 


