
Half day booking
As of February 4th, 2025 Eptura Engage users will have the 
flexibility to book workspaces in either half-day increments or 
full-day blocks.

Booking Type Time Range Check-in by
AM 8am to 12pm 9:30am
PM 12pm to 4pm 1:30pm

1. Sign in to Eptura Engage, on the menu under Personal Spaces 
choose Book a Personal Space.

2. In the calendar select a half-day time slot (AM or PM) if you plan 
to use your workspace in the morning or afternoon only; or select 
both AM and PM if you plan to work there for the full day.

3. Select the workspace you would like to book.

4. Complete your booking and remember to check in by the 
designated time (9:30am for the morning; 1:30pm for the 
afternoon).

5. Full-day bookings (both AM and PM) only require a single check-
in by 9:30am.

Note: existing bookings will automatically become full-day bookings once the switchover is made. If you would 
like to change an existing booking to a half-day instead of a full-day, please see section on Switching an existing 
booking from full-day to half-day.



Switching an existing booking from full-day to half-day
1. Sign in to Eptura Engage, on the menu under Personal Spaces choose Your Bookings.

2. Click the blue edit icon next to the booking you would like to change.

3. In the calendar pop-up, de-select the slot you would like to
remove (AM or PM).

4. Click Update at the bottom of the pop-up to
confirm the change.

5. Double check the Your Bookings page to verify that the booking has changed from a
full-day to a half-day.


