
DeskFlex - QuickStart Guide 
Reservations 

Go to: 
https://spsnu.deskflex.com 

Select Login with Active 
Directory. Enter your 
northwestern email address, 
Next. You will be taken to the 
Northwestern Online Passport 
to sign in.  

Click New Reservation 
to get started 1 2 

Select your Reservation Day, Start and end time, the map 
will update with available spaces for select period. 

https://spsnu.deskflex.com/


Once your reservation period has been selected, select a green dot to reserve 
a workspace. Refer to the Dot  key to the left to see what spaces are available 
or reserved. Hover over a dot to view the room number. 

Once you select a workspace, you can add reservation 
notes, or invite your colleagues to be notified of your 
reservation. Press to Confirm button to complete 
reservation 



Reservations can be viewed on the Reservation page 


