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Room Booking Wizard 

Using the wizard. 

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

 
If the room booking wizard does not open automatically, select ΨwƻƻƳ .ƻƻƪŜǊ ²ƛȊŀǊŘΩ ŦǊƻƳ ǘƘŜ ΨwƻƻƳ 
.ƻƻƪŜǊΩ ƳŜƴǳΦ 
 

  
 
 

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

 
a. I need to find a room - This option allows you to process a room booking request for a specified 

time and find an available room. 
b. I know the room I 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. I know both the time and room I want - This option allows you to process a room booking 

request for a specified time and room. 
 

 

 

 

 

 

 

 

 

 

 

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 timetabling team.  
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Booking a Room. 

1. !ŦǘŜǊ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘƘŜ ƻǇǘƛƻƴ ΨL want to find a roomΩ ǘƘŜ date selection page will open.  
 

 

2. Click on the calendar icon alongside the start date box to open up the date selection calendar. 
 

  

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. 
 

 

 

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.  
 

 

 

 

Specify Request Details 

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. Lƴ ǘƘŜ Ψ.ƻƻƪƛƴƎ wŜǉǳŜǎǘ ¢ƛǘƭŜΩ ŜƴǘŜǊ ǿƘŀǘ ǘƘŜ ōƻƻƪƛƴƎ ƛǎ ŦƻǊΦ  CƻǊ ŜȄŀƳǇƭŜΣ ΨDǊƻǳǇ ²ƻǊƪΩΣ ΨLƴŘƛǾƛŘǳŀƭ 
{ǘǳŘȅΩΣ Ψ{ǘŀŦŦ ǘŜŀƳ ƳŜŜǘƛƴƎΩΣ ΨƳŜŜǘƛƴƎ ǿƛǘƘ ȄȄȄȄΩ ŜǘŎΦ  ¢ƘŜ ōƻƻƪƛƴƎ ǘƛǘƭŜ ǿƛƭƭ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ƭŀǊƎŜ 
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. hƴŎŜ ȅƻǳǊ ǊŜǉǳŜǎǘ Ƙŀǎ ōŜŜƴ ǊŜǾƛŜǿŜŘ ŀƴŘ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ ǎǇŀŎŜ ŀƴŘ ǘƛƳŜǘŀōƭƛƴƎ ǘŜŀƳΣ ȅƻǳΩƭƭ ǊŜŎŜƛǾŜ 
an email confirming the booking.  

 

 

 

 

 

 

 
2. In some 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.  
 
 

 

 

 

 

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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4. ¸ƻǳΩƭƭ ǊŜŎŜƛǾŜ ŀƴ ŜƳŀƛƭ ŀŦǘŜǊ ȅƻǳ ǊŜǉǳŜǎǘ ǘƘŜ ŎŀƴŎŜƭƭŀǘƛƻƴ ŀƴŘ ŀƭǎƻ ŀŦǘŜǊ ƛǘǎ ōŜŜƴ ŀǇǇǊƻǾŜŘΦ  
 

 

5. 
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Room Type Guide 
Room Type Layout Who can request to book 
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