
How to reserve a work space or the conference 
room at Hack & Grind Coworking 
 
Visit https://hack-grind.basaltchamber.org/. It will be easier if you are logged in prior to the next 
steps. 
 
From the top menu, under Reservations, select the resource you would like to book (e.g. 
Conference Room or Desk reservation) from the drop down menu. 
 

 
 

See what is available 
View the calendar to see the current availability of all desks (or the conference room). Click the 
Book Now button. 
 

https://hack-grind.basaltchamber.org/


 
 

Pick your date and choose your time.  
First select the appropriate date, then pick a work space. Click within the light gray section of 
the day (between 8 a.m.- 6 p.m.) NOTE: If the area is dark gray, that time has passed and 
cannot be booked. 
 

 
 
You can drag the indicator to extend the reserved time (wait until you see ↔ on rollover), as well 

as move the time slot (you will see an icon with arrows in all 4 cardinal directions).  
 



Once you have selected the date, time and workspace, click the Book Now button above the 
selected time. 
 

Add reservation info 

 
Under Reservation info, please add your Name (First name, last initial), and purpose. This is 
what will appear on the calendar from an earlier step. 
E.g.  

●​ [Work space] Kris M. Drop-in work  
●​ [Conference room] Kris M. Client meeting  

 
In this step, you also have the ability to make this a recurring reservation. Select the check box 
on the bottom for more details. 
 
When done, click Continue. 
 

Review reservation 
Read over the details of the reservation to ensure they are correct. If you need to fix a detail, 
use the Back button. If everything is accurate, click Complete Reservation.  
 
NOTE: At this time, conference room reservations are complimentary with a drop-in, punch pass 
or higher level membership. This is subject to change. 
 
The next screen will confirm if the reservation request was submitted successfully. All 
reservations are then approved by H&G staff, after which you will receive a confirmation email.  
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