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1. The room booking wizard should open automatically as soon as you log in.

If the room booking wizard does not open automatically, select Ww22Y . 22130 ZITHRIN2Y (KS w22Y
. 22150 Y Sy

2. When the room booker wizard page opens you have 3 options:

a. Ineedtofindaroom - This option allows you to process a room booking request for a specified
time and find an available room.

b. I'know the room | want, but need to find a time - This option allows you to process a booking
request for a specified room and find an available time.

c. | know both the time and room | want - This option allows you to process a room booking
request for a specified time and room.
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The option that most people will find useful is option 1 - ‘I need to book a room’ and this user guide
concentrates on that option. For further information on options 2 and 3 please contact the
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Booking a Room.

1. 1SN 824 KIS aSESO0USR dKS 2Lii2y Y want to find a room( {KS date selection page will open.

- . i . S a = T > z S e
= [ 4w :
! ! - P . R— o AL b S — N = ... - ey el ~
= oL EEN s R —_— ST T
Criteria | Room
i L R PRI S, = - B g

\|]| %ﬁ'} v

J;:::{‘Lzﬁuas H_:v.ﬁ ER

b
| _ - I W [ §

eed help? Email
oom Bookings

Booking Date:
Room Criteria

I . Stadare .
2/2019 (Thu) [y —‘ Search Result

|‘ — A December 2019 ey

If.{ 1 Mon Tue Wed Thu Fri Sat Sun

LT

= B_ 12 ]

_— - &
— 8 B

3. Select the date you wish to book the room for. You can use the forward button to select a date in a
future month.

|[E][I] December 2019 [I][E]|

Note: Staff can book a room for up to 100 days in the future. Students can book a room
for up to 14 days in the future. It’s not possible to book a room out with this date range.
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1. From the list of available rooms, click the one you wish to request and click next.

On the specify request details screen you enter details relevant to this individual request. You do not need to
enter request notes or additional participants (steps 3 & 4 below).

1. Ly (kS v.227y3 wSljizSai ¢iitSn Syisu aKI-i (KS 0221ly3 1 1210 20 SEIYLIEST Dli2dl) =200 Wy RIGRaz 1€
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timetable screens around the campus as well as on your timetable or outlook calendar.

Please note, the Space and Timetabling team may have to contact you if the event title does not make
it clear what the booking is for.

Both the requester and email address should
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Confirmation

1. hy0 820 1S1jSa0 KI-4 658y ISHSHER I-yR LRGSR 68 (kS &IOS 1yR iy Sil-otlya GS1-YT 82016 1S0S16S
an email confirming the booking.

Mon 16/12/2019 16:28

Booking reference 805558 has been completed.

15 Time: Wednesday 18 December 2019 14:15-15:
Location: " .
558 by = Motes: Event created for booking reference 209!
Title: 1oy
e e R i B

2. Insome instances, the space and timetabling team may need to contact you for further information or

to query what the request is for. In these instances, your request is not confirmed until an email
confirmation is received, as shown above.

Viewing and Cancelling Your Booking Requests

Viewing your booking requests

The status of your room requests and confirmed bookings can be viewed using the Room Bookings icon on your
Room Booker ribbon.

1. Close down the room booker wizard by clicking cancel in the bottom right hand corner.

2. From the Room Booker ribbon, click the room bookings icon.
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3. Once you have selected the Room Bookings icon, the Booking Request pane will open. To ensure that
you are seeing all of your booking requests, select Show on the Room Booker ribbon and check that
both My Booking Requests and Past Requests are selected.
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Room Type Guide

Room Type Who can request to book
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