
NOVA Active Data Calendar FAQ 

 

Why are we using the Active Data Calendar for room scheduling? 

The Active Data Calendar provides a simple form for all employees to make a request 

for a room without special permissions or the need for a VPN/Virtual Machine. You can 

also see the availability of multiple rooms at once. 

 

Who can make room reservations using the Active Data Calendar? 

Any NVCC employee can use the ADC form to request a room reservation.  

 

Who approves each request?  

Each facility has at least one designated Reservation Manager who has the ability to 

review and approve room reservation requests. There are a number of additional 

backup Reservation Managers who are notified of the request as well. The Reservation 

Managers for each room can be seen when clicking on the name of the room.  

 

Does submitting a request guarantee my room reservation? 

Submitting a request does not guarantee your room reservation. Once the request has 

been approved by a Reservation Manager, you will receive a confirmation email that the 

room request has been approved.  

 

How do I know that my room reservation has been approved? 

You will receive a confirmation email once your request has been approved.  

 

Who are the Reservation Managers for each room/facility? 

Each room name can be clicked on during the selection process, and shows the name 

of the Reservation Manager for each. There are at least three backup gatekeepers that 

can approve the room requests as well. 

 

Why did my reservation request get denied? 

The Reservation Manager for each room/facility will inform you of the reason for any 

denials. Any incomplete room reservations, including reservations submitted without 

start/end times, will be denied. 

 

How do I change my reservation? 

To change your reservation, you must cancel the reservation using the link that was 

sent in either your confirmation of request or approval email.  

 

 

 

 



Can I make a reoccurring reservation? 

As of 12/17/15, you can make a recurring reservation under the “Schedule Information” 

section of the reservation form. 

 

Can I see what rooms have already been reserved?  

Unfortunately, there is no way to see which rooms have been reserved, who has 

reserved them, and the purpose of the reservation unless you are a Reservation 

Manager.  


