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Production General Requests and Custodial Requests 
 

Here are the steps to make general requests for Production or Custodial using EMS Campus (ex. general 

moving requests, office moves, request for cleanup, etc.).   

 

• Open your web browser and visit www.royalroads.ca/BookaRoom . 

• Highlight the Reservations tab and select Book a general service request tab. 

 

• Select the appropriate date, start and end time for your request. 

• The building default will be Other – Production/Custodial. For the Location, specify where items will 

be picked up/or where the cleaning is required: i.e. Gatehouse. 

• Complete your Event Name. Specify the action: i.e. general moving request, clean up, etc. 

 
 

• Once completed click Get Services to submit your request. 

http://www.royalroads.ca/BookaRoom
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• You will receive a pop up notice to indicate that you have successfully submitted a service request. Once 

approved a confirmation e-mail will be sent to you.  

• After you close the pop up notice, you will be in your new reservation.   

• Now you can add Production General Requests or Custodial Requests by clicking the  sign under the 

Services tab. 

 
 

• These Available Services provide text boxes for you to specify the details of your request.  

 

 
 

• Please include the number of items to be moved, size/weight (if known) and the location they are 

moving.  

 

• Make sure you select Save at the bottom of the page if you make any changes. 

• If you need more information or guidance, please contact us at scheduling@royalroads.ca  

 

Please note services or changes made within 48 hours may have limited resources available due to the short 

notice. Should you encounter this, please the resource department directly to see what can be accommodated. 

 

CONTACTS: 

 

Custodial   Custodial_Requests@RoyalRoads.ca  

Production Services  RRU-Production-Services-Workers@royalroads.ca 
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