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Using the LightStay Meeting Calculator

1. Log In to ‘the Lobby’. 

The LightStay

application can be 

found under 

‘My Applications’ 

2. If you cannot locate the 

LightStay application under 

‘My Applications’, request 

for access by clicking ‘Add 

Applications’
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3. Once you are in the 

LightStay application, click 

on “Tools & Resources” 

from the Menu options. This 

will open the Meeting 

Calculator

Using the LightStay Meeting Calculator
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4. Enter the Month & Year of the event. 

Leave ‘Room Block Total’ and ‘Number of 
Participants’ blank. The Clean Air Program in 
APAC only calculates carbon emissions from 
meetings and events, not room nights. 

Using the LightStay Meeting Calculator
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5. Key in the floor space used for the event per day. 
If the amount of space used per day is not the same, 
key in the average. 
- Example: For a 2-day event, 300sq m was used on 
Day 1 and 700 sq m used on Day 2. Calculate the 
total space (1,000 sq m), divide by 2 days and key in 
500 sq m. 

Duration can be in days or hours. For events that are 
less than 1 day (eg a wedding dinner) key in by 
hours. Do not leave a zero.

6. Enter the total no of covers for 
each meal for the whole event. 
- Example: 60 delegates ate 120 
breakfasts over a 2-day event.
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7. Key in the details of the 
event, which will be shown 
on the report title page.

8. Click “Title Page” and 
“Event/Meeting Details”

Using the LightStay Meeting Calculator
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9. Select  “Metric”

10. Click 

“Generate Report”

Using the LightStay Meeting Calculator

Leave this section blank
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CO2 emissions = 1.27 tonnes

Customer and event inputs in step 7 will 

get displayed in the report title page.

You may share this report with your 

client!  Updated copy will be added to 

brand proposals.  

Using the LightStay Meeting Calculator
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Program Support for Clean Air Program
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Finance/payment-related queries: 

 Hilton@climatefriendly.com

Sales/customer-related queries: 

 your Regional Director of Sales, or 

 Gareth Walters (Gareth.Walters1@hilton.com)

LightStay Meeting Calculator-related queries: 

 Sylvia.Low@hilton.com

Delphi/Reporting Template-related queries: 

 Sen King Lim (SenKing.Lim@hilton.com) 
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