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The Employee Workspace Reservation System (EWRS) is an online booking tool that 

Ontario Public Service (OPS) employees must use to reserve a workspace. 

 

You can access the Employee Workspace Reservation System online. First time users 

are required to register in the system, including identifying your division, manager and 

any delegates that can book space on your behalf. You can reserve your workspace on 

the same day and reservations can be made up to 30 days in advance at your main 

location(s).  

 

Note: OPS Touchdown Centers (OTC) reservations can only be made 6 days in 

advance. Same-day reservation for the OPS Touchdown Centers (OTC) will NOT be 

accepted. 

 

If you have made a reservation and no longer require the workspace, please cancel your 

reservation in the system as soon as possible so that others can reserve the workspace. 

 

 

For Assistance and Feedback 
For technical inquiries or issues including suggestions, please contact 
EWRSfeedback@ontario.ca for assistance. You can also select the Contact Us link found 
at the bottom of the EWRS page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.ewrs.gov.on.ca/
https://www.ewrs.gov.on.ca/
mailto:EWRSfeedback@ontario.ca
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How to Register 
 
Follow these steps: 
 

1. Log into the EWRS homepage and click “Register”. 
 

2. Select your Reporting Manager and Division from the drop-down list. 
 

 

 
3. You can optionally assign up to (5) delegates. To add a delegate, 

enter the name of the person and select from the drop-down list. 

 

Note: A delegate is person who can book a workspace on  behalf 

of an employee.  

 

http://www.ewrs.gov.on.ca/
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4. Review and click the check box to agree to the declaration.  

 

 
 

Note: Your Building Procedures Manual will be sent to you via 

email once you confirm your reservation. 

 

5. Click Register to automatically be entered into the booking 

system. 

 

View Building Design and Development 
 

View Buildings 
 
Follow these steps: 
 

1. Log into the EWRS homepage. 
 

2. From the Home page, click on Display Buildings.  
 

 
 

 

 

http://www.ewrs.gov.on.ca/
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The icons at the bottom of each building represent amenities that are 

available near your building: 

• Pay-per-use parking  

• Daily parking  

• Accessibility access  

• Direct access to TTC  

Note: Hovering over the icons will tell you which amenity it represents. 
 

View Floor Plans 
 
Follow these steps: 
 

1. Follow steps #1 to #2 from View Buildings. 
 

2. Click on the arrow and select the floor from the drop-down list. 

Your Floor Plan will open in a new tab. 
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View Building Procedures 
 
Follow these steps: 

 
1. Follow steps #1 to #2 from View Buildings. 

 
2. Click on the arrow and select the floor from the drop-down list. 

The building procedure will download to your device. 
 

 
 

View Divisions 
 

View Divisions and Division Ministrative 
 

1. Log into the EWRS homepage. 
 

2. Click on View Divisions tab. 

 

 
 

3. Type Ministry or Division name to view division and division administrative. 
 

http://www.ewrs.gov.on.ca/
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Manage Workspace 
 

Book a Workspace 
 

Workspaces can be reserved for the same day and up to 30 days in advance in 
non-OTC locations. Workspace bookings are available Monday to Friday.  
 

Follow these steps: 
 

1. Log into the EWRS homepage. 
 

2. From the Home page, navigate to the Make Reservation section. 
 

 
 

3. Select the desired Location from the drop-down list. 

 

   
 

4. Select the desired Floor(s) from the drop-down list. You may 

select multiple floors. 

 

    
 

 

 

 

http://www.ewrs.gov.on.ca/


10  

5. Select the desired Time Period from the drop-down list. 
 

 
 

6. Select the Start Date you would like to reserve for. 
 

 
 

Note:    

• If you are only booking for one day, you do not need to 

check ‘Repeat’ and select an End Date. 

• If you are booking for OPS Touchdown Centres (OTCs) 

locations, you cannot check ‘Repeat’ for multiple days. 

• Workspace same-day reservation for the OPS 

Touchdown Centres (OTCs) locations will not be 

accepted. You must book for next day. 

 

7. If you are booking for Multiple Days, check the Repeat. You will 

need to select an End Date when booking for multiple days. You 

can also optionally check off specific recurrence days.  
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8. Click the Search button. 
 

Note: Your search will be displayed at the bottom of your screen. 
 

 
 

9. In the search results you can view: 

• Desk number 

• Floor number 

• Features column shows what is available at the workspace: 

• Monitor(s)   

• Mouse  

• Keyboard  

Note: Hovering over the icons will tell you which feature it represents. 
 

10.  Review and select a workstation you want to reserve by clicking the 

Reserve button on the right side of the page. 

 

 
 

 
 

11.  Click Yes to confirm your selected workstation and timeframe. 

 

 

 
 

Your workspace has now been reserved. You will receive two 

confirmation  emails in your Outlook email: 

1. A calendar invitation to the Workspace Reservation 
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Confirmation. Accept the calendar invitation to be saved 

in your calendar. 

 

 
 

2. A copy of Building Procedures. Please review the guide 

before using the workspace. 

 

 
 

Cancel a Reservation 
 

Reservations can be cancelled at any time.  
 

Follow these steps: 
 

1. Log into the EWRS homepage. 

http://www.ewrs.gov.on.ca/
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2. From the Home page, click on the My Reservations tab. All your 

reservations will be displayed. 
 

 
 

3. Find the reservation you want to cancel. 
 

4. Click the Cancel button on the right side of the page. 
 

5. Click Yes to cancel your reservation. 

 

  
 

You will receive an email confirmation that your reservation has 

been cancelled.  Don’t forget to remove the cancelled booking 

from your Outlook calendar. 
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Note: Canceling the reservation from Outlook calendar cannot cancel 

the reservation in EWRS booking system. You must cancel the 

reservation from the EWRS booking system. 

 

Workspace Usage and Support 
 

Check in Workspace Notification 
 

If you have not checked into your workspace: You will receive an email 

notification indicating “You have not checked into your reserved workspace.” 

Email notices are sent out at 10:00 a.m. or 2:00 p.m. 

 

 

 

Check In to your Workstation 
 

You must check in as soon as you arrive at your workspace. 
 

Follow these steps: 
 

1. Log into the EWRS homepage. 
 

2. From the Home page, click on the My Reservations tab. All your 

reservations will be displayed. 

 

 

 
 
 

http://www.ewrs.gov.on.ca/
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3. Find the reservation you want to check in for and click the Check In button on 
the right side of the page. 

 

 
 

You are now checked into your workspace. 
 

Check Out of your Workstation 
 

You must check out when you are finished using your workspace. 
 
Follow these steps: 
 

1. Log into the EWRS homepage. 
 

2. From the Home page, click on the My Reservations tab. Your 

reservations will be displayed. 

 

 
 

3. Find the reservation you want to check out of and click the Check Out button. 

 
4. Click Yes to check out of the reservation. 

 

 

 
You have now checked out of your workspace. 
 
 
 
 

http://www.ewrs.gov.on.ca/
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Report a Problem or Issue with a Workspace 
 
Follow these steps: 
 

1. Log into the EWRS homepage. 
 

2. From the Home page, click on the My Reservations tab. 

 
3. Scroll to the bottom of the page to find the Report an Issue Bar. 

 

 
 

4. Click the drop-down list to expand the Issue Bar. 
 

 
 

5. Complete the form by entering the fields: 

• Location* 

• Floor* 

• Desk No.* 

• Description* 
 Note: Fields with an asterisk (*) are mandatory. 

 
6. Click the Send button. Your report has sent successfully.  

 

 
 
 
 
 
 
 
 

 

http://www.ewrs.gov.on.ca/
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Manage Profile and Delegates 
 

Edit Your Profile 
 
Follow these steps: 

 
1. Log into the EWRS homepage. 

 
2. Click the drop-down arrow next to your name in the right-hand corner. 

 

 
 

3. Click Edit Account.  
 

The Update Profile page will be displayed. Here you will be able to update 
your: 

• Reporting Manager* 

• Division* 

• Delegates 
Note: Fields with an asterisk (*) are mandatory. 

 
4. Once you have made your updates, click Save.  

 

You will return to the Home page and your profile has been updated 
successfully. 

 

 
 

Assign a Delegate 
 

A delegate is a person who can book a workspace on behalf of an employee. 
Please ensure that a delegate is aware that you assigned them this role in the 
EWRS system. 
 

Follow these steps: 
 

1. Follow steps #1 to #3 in How to Edit Your Profile. 
 

2. Under the Assign Delegates section, enter the name of the person 

you want to assign as a delegate. 

http://www.ewrs.gov.on.ca/
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Note: You can assign up to 5 delegates. 

 

 

 
3. Select the name of the person. Your delegate is now assigned. 
 

 

 
 

4. Click Save. 

 

 
 

You will return to the Home page and your profile has been updated 
successfully. 

 

 

 

Remove a Delegate 
 
Follow these steps: 
 

1. Follow steps #1 to #3 in How to Edit Your Profile. 
 

2. Under the Assign Delegates section, click the X next to the name of the 
delegate you want to remove. 
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3. Click Save. 
 

 
 

You will return to the Home page and your profile has been updated 
successfully. 

 

 
 

Book a Workspace as a Delegate 
 

One of your colleagues may have made you their delegate. This means 

you can book a workspace on behalf of the employee. 

 

Follow these steps: 
 

1. Confirm with the employee that they have made you a delegate 

using the EWRS system.  

 

2. Prior to booking a workstation, confirm with the employee: 

• Location* 

• Floor(s)* 

• Time Period* 

• Start Date* 

• End Date 

Note: Fields with an asterisk (*) are mandatory. 

 
3. Log into the EWRS homepage. 

 
4. Navigate to the Make Reservation section. 

 

5. In the Booking For* field, use the drop-down list to select the person for whom 

you are booking for.  

 

 

http://www.ewrs.gov.on.ca/


20  

Note: You will only be able to search for employee(s) who have made you their 

delegate. 

 

6. Follow steps #3 to #11 from How to Book a Workspace. 

 
Once your booking is completed, an email will be sent to you and the 

employee which                  confirms the booking reservation. 

 

 
 

All of your upcoming reservations you booked for yourself and your colleagues 
will be displayed under the My Reservations tab. 
 



21  



22  



23  



 

 

 


