A BASIC GUIDE TO USING THE WEB ROOM BOOKING SYSTEM

Step 1: Selecting the size and type of room

Select the size of the room
required & desired
building/area from the drop
down menus.

Specify the room facilities
required.

Step 2a: Selecting the date of your booking

If you want to make a
booking for the same day in
multiple weeks or the same
time on multiple days, click
the link to select multiple
days/weeks (see step 2b).

If you are making a
booking for one date,
select the month from the
drop down menu and the
date from the calendar
page.

Step 2b: Selecting multiple days and weeks

Select the day or days
of the week you want
to book.

Select the week or weeks you
want to book. For the purposes
of room bookings the week
begins on a Monday.

Step 3: Selecting the time and duration of your booking

Select the time you want
your booking to start
and end from the drop
down menus.

Alternatively, select the
number of hours you will
want the room from the
drop down menu. Note: you
must still select a start time.

Step 4: Selecting the room

Select the room you require by
clicking in the adjacent box.
Once a room is selected the
“Next” button becomes active.
Note: Only 1 room can be
booked at a time.

Step 5: Your contact details

You can view the
Timetable of each
room by clicking here.

Enter a title for the booking.
Please ensure Ext No. &
Department are also filled in.

Step 6: Your Booking Confirmation

After reading the Terms of the
Booking by following the link
on the left, ensure “Yes” is
selected from the drop down
menu. You will not be able to
confirm the request without
“Yes” appearing in this option.

This is your booking
confirmation.

OTHER INFORMATION

At the end of each screen, you will
see the 3 options above. If you click
“my bookings”, it lists all bookings
made by you using Web Room
Booking.

If you wish to cancel a booking, click
“Cancel” next to the relevant booking.
Note: You cannot amend a booking; if
you wish to make a change, cancel the
original booking and make a new
booking.

