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General Instructions

To access the Scheduling Portal, you will need to follow this link:
https://infosilem.nait.ca/portal/p/Home

To avoid the following error, please use Google Chrome or Firefox when selecting your internet
browser.

You are currently running Microsoft Internet Explorer in compatibility mode or you are running a version of Microsoft

o Internet Explorer that is no longer supported by Infosilem EnCampus websites, If you are running Microsoft Internet
Explorer in compatibility mode, please remove the compatibility mode option. If you are running a version of Microsoft
Internet Explorer that is no longer supported, please use a recent browser version.

You will be asked to login to the site with your NAIT username and password using our single
sign on login process.

Home Page

Once you are logged in, you will see the portal home page. Please note: this page may look
different if you are using a mobile device versus a desktop. Once you access the menu, all the
same options will be available to you; for the ease of this user documents, we provide screen

shots from a desktop application.

fr Home A MESSAGE TO OUR AMAZING STUDENTS

Desktop View:

E My calendar Welcome to your online booking system! Here you can easily book student space
’ Students have 3 options for bookings:
* Study/Meeting reams
= My bookings * Well-being Spaces
* A/V Soundbaoths

= Newbooking

The menu on the left displays all the items to which
you have access.

Q, search
Q. Rooms

On Campus Bookings ~ ~

This Month's.
Activities

1fvou need sny hele, you can call us at 780-471-7620 during regular business hay

A MESSAGE TO OUR AWESOME STAFF
This Week's
Activilies

B

Mobile View:

A MESSAGE TO OUR AMAZING STUDENTS (

Welcome to your online booking system! Here you
can easily book student spaces.

Students have 3 options for bookings:

* Study/Meeting rooms

* Well-being Spaces

'Th‘”s"""“ﬁ'"' i To access the menu in mobile view, click on the white stacked
epavame(srs restrictions) around student ings
e button on the top left.

* Bookings can be made up to 30 days in advance
* Bookings are for a minimum of 30 minutes and a
maximum of 2 hours per user per day

* Maximum of 3 days in a row for recurring daily
bookings

* Maximum of 4 weeks in a row for recurring weekly
bookings

Self Service bookings receive immediate confirmation
and can be completed under the "New Booking"
category.

Please Note: if a room in the library area is locked, the
library staff can assist. If a CAT room is locked, you
will need to contact Security to open

You are only permitted to be in the room for the
duration of your booking. Please be respectful when


https://infosilem.nait.ca/portal/p/Home

Home

B >

My calendar

My bookings

New booking

O, search

O, Rooms

On Campus Bookings ~

This Month's
Activities
This Week's
Activities

Menu Options

If you click on ‘My Calendar’, you should be able to see a schedule
of any bookings you have made in a calendar view. If you click on
‘My Bookings’, you will see a list of all your bookings.

‘New Booking’ will allow you to make actual room bookings in
spaces that are designated for student use only.

New Booking

To complete a room booking, you have two starting points:

1. You have a date and time in mind and would like to
find an available room.

2. You have a specific room in mind and want to
find an available time.

Start by clicking on the ‘New booking’ feature.

A Home

New booking

Ad-Hoc Bookings

Room criteria

™ My calendar

= My bookings

&= New booking

@ select a time range and duration to view room availabilities.

Q, search
Q. Rooms 2:45 PM to 3:00 PM
Oon Campus kil ~
Duration: 0:15 -
This Month's
= Activities
@ [select a datefto continue.
This Week's
Activiti
s August 2023~ >

Room criteria

Tulding
All

Room types
{Studenl Study Rcomsl

+/ Student Study Rooms

= K

Selected Campus 1 Bulding Room | Capaclty Description

O mam CAT  CAT205§ 6
0O wman GAT  CAT200§ 16
O MAIN u usi | 6

m A rat catatn] 7

Shirdant Bankahle Snora  Shrdant S

Q

Room Type Additional information

Student Bookable Space  Student Study Rooms  Room details
Student Bockable Space  Student Study Reoms  Room details
Sludent Bookable Space  Sludent Sludy Rooms  Room delails

Drnme  Banm detaile

CANCEL APPLY

The system
automatically
defaults to a
standard
booking type
and location.
Choose the
booking type
you require.

(Ad-HDC Bookings

Ad-Hoc Bookings

Book a Student Study Room

Book a Library A/V Sound Booth

Request for Meeting or Study Room

Request for Advisor Appointment

Request for Learning Advisor Appointment

Request for Writing Tutor Appointment

Request for Math Tutor Appointment

Request for Assistive Technolegy Advisor Appointment
Request for Learning Strategist Appointment

Book a Well-being Space

To see what rooms you can access, you
use the drop-down menu to choose
between Room Type, add your required
capacity and all available rooms will be
shown below; click on the specific room
you wish to book. Alternatively, you can
leave the rooms unchecked and select
apply to bring you back to the booking
filters. By leaving the room unchecked, you
can enter the specific time and date and
find what rooms are available during your

required times.



You can look for a room using one of three options:

1. Check a specific date and time

2. Find a date

3. Make a recurring request

New booking

Bocking type
Book a Student Study Room

Room criteria
Student Study Rooms, Minimum capacity: 5

o Select a time range and duration to view room availabilities.

215 PM to| 3:15PM

@ Select a date to continue.

November 2023 ~ <

v

@ scif senvice Requires approval

Unavailable @ selected

» Recurring

0 Select a time range and duration to view room availabilities.

Timelrange:] 230 PM o 600PM

Duration: 1:00

(0 Select a date to continue.

November 2023 ~ < >

000000
@ seif service Requires approval
Unavailable ® selected
Recurring

0 e T )
230rM @ || O 245 @ | O 200Pm @

Option 1: Check a
specific date and time

Leave the rooms unchecked
in the Room Criteria Filter.
Enter the time you are looking
for. This will bring up a
calendar showing all available
dates that can be booked
through self-service using the
room criteria entered. You
may only book one month in
advance. Click on any green
octagon within that month.
The yellow octagon will have
rooms which require approval
prior to being booked. Grey

squares mean that no rooms of your requested room criteria are available. A blue circle is the

date you have selected.

Entering a specific time range will reduce room availability. For maximum room availability, add
the longest time range you have available and add the specific duration that is required. The
minimum duration must be 30 minutes and the longest duration can be no more than 2 hours.
This will give you a list of start times that are available during that availability time frame. You
may book anytime up to 1 minute prior to the booking begins. Click on the booking time you
prefer and a list of all available rooms at that time will show up. Select the room you prefer.

Results
3:00 PM TO 4:00 PM @)

@ Sselect the desired room.

Campus Building Room
MAIN CAT CAT205B
MAIN CAT CAT200C
MAIN CAT CAT310
MAIN CAT CAT313
MAIN CAT CAT207
MAIN CAT CAT211
MAIN CAT CAT184

Capacity Description

6 Student Bookable Space
16 Student Bookable Space
Student Bookable Space

Student Bookable Space

o @ oo

Student Bookable Space
Student Bookable Space

12 Student Bookable Space

Room Type

Student Study Rooms
Student Study Rooms
Student Study Rooms
Student Study Rooms
Student Study Rooms
Student Study Rooms

Student Study Rooms

Q

Additional information

Room details

Room details

Room details

Room details

Room details

Room details

Room details




When you have chosen the room, you will get a pop up which you will then click continue.

You must complete the confirmation page to confirm the booking for this room: MAIN CAT CAT310.

‘ CANCEL ‘ CONTINUE

At this point, a booking confirmation will pop up in which you will confirm the number of
attendees, date, time, and room and add the reasons for booking.

Booking confirmation

CAT

Room
. MAIN CAT CAT310
Booking type

Book a Student Study Room Room type
Student Study Rooms

Booking confirmation

. Self Service

Mumber of attendees

Room configuration
- 5 petat

Time information
Other information

Student Last Name and ID Number 11/1/2023

Dod XXXXXXXX Start time
3:00 PM
Why are you booking this space? (for information only)
4:00 PM
O Quiet Space Studying [J Meeting [J Group Work [J Other
Duration
1:00

Requested room criteria

Room types Floor levels
Student Study Rooms <not specified>
Pavilions Characteristics
<not specified> <not specified>
Configuration types Minimum capacity
<not specified> 5

Minimum area
1]

Your booking will be submitted to
NAIT Scheduling Office




Option 2: Find a date in a specific room

This feature will look for a time in the specific room you require. Enter the room criteria and
choose the room from the list of available rooms.

Room criteria

Al

= B

Room (MAIN CAT CAT310)

Room criteria

Student Study Reoms, Minimum capacity: 5[MAIN CAT CAT310

@ select a time range and duratien to view room availabilities

|Timerange‘ 215PM

to| 6:30 PM
Duration: 1.00 -
November 2023 ~ < >

2 0000
Selected Campus 4 Building Room Capacity Description Room Type Additional information °° °°° ° 1
O maN CAT  CAT205B 6 Student Bookable Space ~ Student Study Rooms  Room details
0O maN CAT  CAT200C 16 Student Bookable Space  Student Study Rooms  Room details °° °°° °°
0 wman u U3 6 Student Bookable Space _Student Study Rooms _Room details °° ooe °°
| Eﬂm MAIN CAT CAT310 7 Student Bookable Space  Student Study Rooms  Room details °° °°°
O~ VAN CAT  CAT313 6 ‘Student Bookable Space  Student Study Rooms  Room detals
O maN u uzoe 12 Student Bookable Space  Student Study Rooms  Room details
D MAIN CAT CAT207 8 Student Bookable Space  Student Study Rooms  Room details . Self service Requires approval
0O wmaN CAT  cAT211 8 Student Bookable Space ~ Student Study Rooms  Room details Unavailable @ sected
O maN u UBH 6 Student Bookable Space ~ Student Study Rooms  Room details
O  man CAT  CATIB4 12 Student Bookable Space  Student Study Rooms  Room details
M Recurring
Results

@ Select a date to continue

November 2023 ~ < >

. Self service

Requires approval

| Unavailable . Selected
2 Recurring
Results

‘ 230 PMTO 3:30 PM @) |

BOOK ROOM: MAIN CAT CATEHU

@ select the desired start time

O zisem @ || [ 230pm @
0O soorm @ 0 sisem @

0 245 @ [ zoorm @ 0 zisem @ 0O =3
0O ssoerm @

e

Select the maximum time range to find all available start times on
the date you choose in that specific room. You may only book
one month in advance. Click on any green octagon in the
calendar during that month time frame. The yellow octagon will
have rooms which require approval prior to being booked. Grey
squares mean that no rooms of your requested room criteria are
available. A blue circle is the date you have selected. The
duration must be no less than 30 minutes and no more than 2
hours. Select the start time which suits you best.

The time you have requested will be listed below and a Book
Room button listing the room you have chosen. Click on this
button.

You must complete the confirmation page to confirm the booking for this room: MAIN CAT CAT310

Click Continue to confirm the booking. Your booking confirmation will request your name and ID
then ask why you are booking the room and all relevant time and room information.




Booking confirmation

. Self Service

Booking type
Book a Student Study Room

= i

Building
CAT

Room
MAIN CAT CAT310

Room type I
Student Study Rooms

Room configuration
Default

Date

e 117172023
Start time
Student Last Name and ID Number -
Doe, XXXXXXX End time
330 PM
) . 5 ) .
Why are you booking this space? (for information only) Duration
O Quiet Space Studying [J Meeting [J Group Work [J Other 1:00

Booking confirmation

Booking saved successfully. (Booking #099677)
This booking will be displayed cn calendars in a few moments.

Click on Submit and a booking confirmation will pop up. You
are done. You will be redirected back to ‘My Bookings’ page.
An email will be sent to you with your booking reservation
information attached.

Option 3: Make a Recurring Request

New booking
Booking type
Bock a Student Study Room

Room criteria
Student Study Roeems, Minimum capacity: 5

@ Select a time range and duration to view room availabilities.

|Time range: 11:30 AM o 6:00PM

}Jura(ion: 1:00 -

@ Select a date to continue.

September 2023 ~ <

v

. Self service Requires approval
Unavailable . Selected

A recurring request will occur each day or week over a
specified period of time. This option allows you to find the
same room for events that happen more than once.

Select your room criteria and maximum time range for the
most room availability. Select the duration you would like for
the booking; duration must be a minimum of 30 minutes to a
maximum of 2 hours. This will give you a calendar of all
single dates available. Select your starting date. If you
would like to make a recurring booking, toggle the
‘Recuring’ button under the calendar.



Recurring Here you can choose Daily (the event will occur

’ ’

every day from the start date to the end date to a
maximum of 3 days in a row); Weekly (the event
will occur each week on the day(s) selected until
the end date to a maximum of 4 weeks in a row).

O e [l 10 [l e You cannot select monthly because you can only

@ trawy| oz @ book one month in advance. You also cannot
Occrs every wsks)on Wodneday il 0/11/2025. choose yearly because adhoc bookings are only
available for the current academic year.

/@ Select the day of the week you would like your

- bookings to take place. You can choose to end
Wed Oct11  » after X number of occurrences (a maximum 3 days
S, or 4 weeks) OR you can select a specific date. You
s otow ot oe will have a summary of your choices above your
L 0 . occurrences. Select the arrow on the right.-ha_n_d

EREEEAEE - ERER side of the ‘Occurrences’ bar to see each individual

2 e 2

o w3

2

date chosen.

. You can choose to modify or delete specific

occurrences. In this instance, we are choosing to
change one Wednesday to a Thursday. Alternatively, you can select the X and cancel this date

all together.

Once you have made any changes, a list of the available start times will be shown below.

@ select a date to continue.

September 2023 ~ < >

. Self service

Unavailable

Requires approval

. Selected

| @ Recurring | / EDIT |

Results

o Select the desired start time.
O zooem @ || O 12z1sev@ || O 12z0em@ || O 1245em@ | O 100rm @

Choose your preferred start time to get
a list of all available rooms. You may
only choose one room. You may book
up until 1 minute prior to booking start
time.

Select the room and continue on to the
confirmation page.

On the booking confirmation page you
must enter the number of attendees,
your last name and student ID number.
Let us know why you need this room
and submit.




Booking confirmation

Room information

Campus
‘You must complete the confirmation page to confirm the baoking for this reom: MAIN CAT CAT207. MAIN
CANGEL Building
CAT
Room

MAIN CAT CATZ07

Room type
Student Study Rooms

Room configuration
Default

Time information

Date
9/11/2023

Start time
12:30 PM

End time
1:30 PM

Duration

At this time, you will be redirected to ‘My bookings’ page 100
with a list of all bookings you have made. An email with Occurs every week(s) on Wednesday unil 10/11/2023. )

the details of your booking will be sent to you. _

Reguested room criteria

Room types Floor levels
Student Study Rooms =not specified>
Pavilions Characteristics
<not specified> <not specified>
Configuration types Minimum capacity
<not specified> 5

Minimum area

0
Find an Available Time

Rooms

[

Al -

Additional room criteria E

Student Study Rooms, Minimum capacity: 1

QU

Campus Euilding Room Capacity Description Room Type Calendar
MAIN u uzloe 12 Student Bookable Space Student Study Rooms =]
MAIN u 3104 6 Studen Bookable Space Student Study Rooms (=]
MAIN CAT CAT205B 6 Student Bookable Space ‘Student Stugy Rooms =)
MAIN AT CAT200C 16 Student Bookable Space Student Stugy Rooms (=)
MAIN caT CATIg4 12 Student Bookable Space Student Study Rooms (=]
MAIN cAT CAT205A 4 Student Bookable Space Student Study Rooms =)
MAIN CAT CcAT211 8 Student Bookable Space Student Study Rooms. =)
MAIN u UZ10H 6 Student Bookable Space Student Study Rooms. (=]
MAIN cAT CAT323 4 Student Bookable Space Student Study Rooms =]
MAIN CAT cAT207 8 Studen Bookable Space Student Study Rooms (=)
MAIN CAT CAT310 7 Student Bookable Space Student Stugy Rooms =)
MAIN cat CAT313 6 Student Bookatle Space Student Stugy Rooms =]
MAIN cAT CAT205C 4 Student Bookable Space Student Study Rooms (=]
MAIN cAT CAT268 4 Student Bookable Space Student Study Rooms i)

To find out the availability of a specific room, click on ‘Rooms’. Add your room criteria and a list
of all rooms will be shown. You may view each room’s availability calendar or view a calendar of
all room availabilities.



Clicking on the
specific room will
bring up that room
description and
photo if available.
You can choose to
book here by
clicking on ‘New
Booking’ and fill in
the information as
described above.

Or you can view the
room calendar and
choose to create a
booking by clicking
on the time you
would like to book.

MAIN CAT CAT310

e

Capachy

]

To view all room availabilities, click on the calendar view.

Rooms
Al
Additional room criteria
Student Study Rooms, Minimum capacity: 1

Campus 4 Building
mam u
WA u
MAN car
e ear
e car
mam car
WA car
MAN v
mam car
mam cat
WA car
AN car
s car

By
Room Capacity
we 12
ws10) s
15
2
4
B
4
s
4
4

0000300033338 ¢ P

10



This will include
a calendar of all
rooms and their
bookings;
choose the
date you need.

MAIN CAT CAT184
MAIN CAT CAT200C
MAIN CAT CAT2054

You may choose a time AN AT oaTse
here and click on the
time box to create a

booking.

MAIN CAT CAT3

MAIN CAT CAT211

MAIN CAT CAT323

MAIN U U3106

MAIN U U310H

MAINUU310J

Booking Confirmation Page

Booking confirmation

. Self Service

Booking type
Book a Student Study Room

=2 B

Student Last Name and ID Number

Doe, XXXXXXX

Why are you booking this space? (for information only)

O Quiet Space Studying [0 Meeting [0 Group work [J Other

Booking confirmation

Booking saved successfully. (Booking #099677)
This booking will be displayed on calendars in a few moments.

Lot

Calendar view
¢ Wednesday, September 13th, 2023 4

9am 10AM 1AM 1zem 1o

Student Booking 033626
11:00 AM - 1:00 P

9/13/2023
10:00 AM - 11:00 AM

[e— |

LLTC, Stydient Booking 033650
T2:30 PA - 1230 P

ent Boeking 099643

ydent Soeking 095573
N P

Please enter the number of attendees, your name and
student ID number. Review the details of your booking.
The Confirm button will activate (turn blue); please
click.

Please note: this information is not visible in the
booking; your booking confirmation number will be the
reference number for this booking.

Once your booking has been confirmed, you will be
able to see it in your ‘My Bookings’ list and_‘My
calendar’.

11



Confirmation Email

Whichever way you have booked your day, time, and room, once you have completed the
booking, you will receive a confirmation email with this text:

The Following Self-Service Booking Portal Request has been created:
Portal Request Number: 006720

Room Number: U310G

Portal Reguest Type: Eequest for Library Room

Requestor: Test Student

Requested Start Date: 3262016

Requested End Date:3 262016
)

Requested Start Tume: 2:45 PM

Requested End Time: 3:45 PM

Requested Duration: 01:00

Comments:

Please note: Your Portal Request Number is your reference number for this booking.
My Bookings

To see each date in a booking, click on the ‘By occurrence’ box.

My bookings

alese)e)a) e/
o000 o000l

This will show you a list of each date if you have made any recurring bookings. Click on each
row to view the complete booking details.



My Calendar

To see a visual calendar of your bookings, click on ‘My calendar’. This will bring up a calendar
view of all bookings you have made.

My calendar
A Home < 1231 s>
9/1/2023-12/15/2023
My calendar sun Mon Tue Wed Fii
Start date:| 9/1/2023 ]
8AM
-
&= Mybookings End date: | 12/15/2023 (%)
9AM
-
= New booking CANCEL oK
Q,  Search 10 AM
Q_ Rooms
1AM
On Campus Bookings ~
12PM
This Month's
B Activities LTC Student Booking 059680 LTC Student Booking 095680 LTC Student Baoking 059680
E -1 12:30 PM - 1:30 P! 12:30 PM - 1:30 PM
1PM MAIN CAT CAT268 MAIN CAT CAT268 MAIN CAT CAT268
Weeks: 3 Weeks: 2 - 3 Weeks: 1- %
B This Week's
Activities 2PM
LTC Student Booking 099677
2:30 PM - 3:30 PM
3PM MAIN CAT CAT310
Vieeks: 10

It is important to note that the calendar will default to the term view, if you want to change your
view to monthly, weekly, or daily choose the grid on the top left corner of the screen.
Alternatively, if you are looking for specific dates, choose the edit pencil under the ‘my calendar’

header at the top of the page.

Cancelling an Existing Booking

To cancel a booking, click on My Bookings to see your list of confirmed bookings.

A Home My bookings
B My calendar Upcoming bookings
o

-

= New booking
O By occurrence

Q. search
Q

Q Rooms
Status Baoking Date Time Approved raom(s) Requested raom Additional information

On Campus Bookings ~ ~
099680 9/1/2023 O 12:30 PM - 1:30 PM MAIN CAT CAT268 MAIN CAT CAT268 o

This Manth's

9677 11717202 2 - 33 MAIN CAT CAT310 WAIN CAT CAT310
Activities ) 09 1172023 30 PM - 330 PM MAIN CAT CAT310 MAIN CAT CAT31 0

B

This Week's
Activities

B

Click on the booking you wish to modify or cancel.

13



Booking'#099677

Booking details

Booking type
Book a Student Srudy Room

Submitied to
NAIT Scheduling Office

Humber of attendoes:

Status
@ Aoroved

me Infarmation

/2023

End time
330PM

Room informatio

Room
MAIN CAT CATAID

Room configuration
Defauit

Requested room criteria

Room types
Student Study Rooms

Favilions

<aot speciileds

Starttime
230PM

Duration
100

Room type
Student Study Rooms
Floor lavels

Charasteristics

wonry 4 | [emer @ || &

In the upper right had side
you can click on Modify or

Cancel. Click OK.

Cancel booking #099677

A Booking (#099677) will be cancelled.

B -

Booking #099677

Booking type
Book a Student Study Room

Submitted to
NAIT Scheduling Office

Number of attendees:

Status
Cancelled by the requestor
o by a

History

Date 4 T

62412023 357 PM Mo

academic LTC

Subjeet

+ Salf-Service Baoking Portal Request #099677 has been crested (]

My bookings
Date filter
Upcoming bookings

Status filter

All

[ By occurrence

Status Booking

099680

Time

12:30 PM - 1:30 PM

Approved room(s)

MAIN CAT CAT268

This booking will still be on your list
with a cancelled flag on the left; you
will also receive an email confirmation.

The cancellation screen will show up
to confirm the booking has been
cancelled.

Requested room

MAIN CAT CAT268

099677
(<

230PM-3:30 PM

MAIN CAT CAT310

Additiona

14



To cancel a single day within a recurring booking, click on the booking you wish to modify and

select Modify.

Booking #099680

Booking details

|

Booking type
Book a Student Study Room

Submitted to
MAIT Scheduling Office

Number of attendees:
|
Status
Appraoved

g “ep
Time information
Start date End date
9/1/2023 9/15/2023
Start time End time
12:30 PM 1:30 PM
Duration
1:00

Oceurs every week(s) on Monday, Wednesday, Friday until 9/15/2023. ()

Room information
Room Room type
MAIN CAT CAT268 Student Study Rooms

Room configuration
Default

e e

Recurring

DALY WEEKLY  MONTHLY YEARLY

-

M T w T F

@ Endby 9/15/2023 ]

Occurs every week(s) on Monday, Wednesday, Friday until 9/15/2023. ()

Occurrences ~ |

9/1/2023 <]
opase02s -
9/6/2023 /s @
===
9/8/2023 P <]

CANCEL APPLY

In the modification screen select
edit by the recurrance toggle.

Open the occurances by clicking
on the arrow on the right hand
side and click on the x beside
the date which you wish to
remove.

Select apply.

You will be directed to go to
save the booking and it will bring
you back to the ‘Booking
Confirmation’ page.

Confirm the booking. You will be
redirected to the ‘My bookings’

page.

15



My bookings
Date filter
Upcoming bookings

Status filter

All

[[] By occurrence

Q
Status Booking . Date Time d room(s) d room Additional in|
° 099873 9172023 12:30 PM - 1:30 PM MAIN CAT CAT268 MAIN CAT CAT268 o
099680 9/1/2022 Q) 12:30 PM - 1:30 PM MAIN CAT CAT268 [i]
> 099677 11/1/2023 2:20 PM - 3:30 PM MAIN AT CAT310 )
My bookings
T You will see the original booking
B o scounne has been cancelled and the new
v i .. Dbooking has been approved.
© [ ]
S o — o + | If you click on ‘By occurrence’ you
2 - . - will see the previously cancelled
0 s o o classes show a red X on the left
- - | hand side and the newly approved
> ° | booking will have the green check
D omm ° mark.
R ooesn 2w [ ]
° o [ ]
Another way to remove a single

Occurs every week(s) on Monday, Wednesday, Friday until 9/15/2023. ()

9/1/2023

9/8/2023

9/11/2023

9/13/2023

9/15/2023

Room informati

Room

MAIN CAT CAT268

Room configuration

Default

Room type
Student Study Rooms

occurrence, is to open the booking
information page and select
‘Occurences’. This will drop down
a list of all the dates listed in the
booking. You can “ignore” a
specific date by clicking on the x
beside it.

Ignore occurrence? Click

Yes.

16



This will modify the booking withou canceling the original booking. The specific date has been
removed from the booking. The date has been removed from the reservation.

Occurs every week(s) on Monday, Wednesday, Friday until 9/15/2023. ()

9/1/2023

10 AM

11 AM

12PM

My calendar

< Week of 9/10/2023 >

Sun Mon Tue Wed Thu Fri
10 11 12 13 14 15

LTC Student Booking 099873 LTC Student BunIP(ing 099873
MAIN CAT CAT268 MAIN CAT CAT268

Student Self-Service Booking Parameters

To give all students an equal and fair opportunity to use rooms the following must be considered
when making your booking:

One simultaneous booking allowed per user

Maximum 2 hrs booked per user per day

Can book up until the minute before the booking begins
Minimum 30 minutes duration; maximum 2 hrs duration
Maximum 3 days in a row for recurring daily bookings
Maximum 4 weeks in a row for recurring weekly bookings
Cannot book more than 30 days in advance
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