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Agenda
• Reservation Roles
• Reservations

• Accessing
• Creating Reservations 
• Participant Exercise 
• Reservation Snapshots
• Reservation Events

• Features
• Nuvolo Properties
• Form, Filter, and Rules
• Hard Buffer Rules
• Notifications and Communications

• Q&A and Discussion Session
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ROLES AND RESPONSIBILITIES
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Roles and Responsibilities

ADMINISTRATOR

• Configuration and Customization
• System Maintenance
• Data Management
• Create
• Read
• Update
• Delete

MANAGER

• Review
• Create
• Read
• Update
• Inform Admin of changes needed
• Delete and/or Bump
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Overview
• Ensuring the smooth allocation of resources
• Effective management of reservations
• Maintaining streamlined and organized operations
• Overall workflow efficiency
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Accessing My Approvals
• Select “All” tab
• Click on “Self-Service” Arrow
• Scroll down and Click on 

“Nuvolo Service Portal”
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Portal Landing Page: My Approvals
1. Click reservation under “Ay Approvals”
2. Click the reservation number 
3. Review the reservation number and “Approve” OR “Reject”
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RESERVATIONS
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Reservation Events
• Initiating the Approval 

Process 
• Reviewing 

Reservation Details 
• Making Approval 

Decisions
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Event Fields
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Reservation Screenshot
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Fields Snapshot
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NUVOLO PROPERTIES
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Nuvolo Properties
• Viewing Nuvolo 

Properties 
• Modifying Nuvolo 

Properties
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Reservation Filter Rules
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Hard Buffer Rules
• Hard Buffer Rules Definition 
• Hard Buffer Rules in Reservations
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Notifications and Communications
• Utilizing Notification Features
• Communicating Approval/Rejection Decisions
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Q&A
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Thank You

CONTACT INFORMATION

Jim Nieberding
Room Management Lead
E: GovSpace@psc.hhs.gov
P: (301) 443-0080

RESOURCES

Web: https://intranet.hhs.gov/working-
at-hhs/hhs-facilities/humphrey-
building-facilities-manual/room-and-
events
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