
 
From the home page on the intranet, click on ‘book a room’, then click on which room you wish 
to book 
 

 
 
To check availability, you can look at the calendar by scrolling down and clicking across to the 
date you require 
 
 

 
 
Follow the steps.  Select the date you require and the category of meeting you will be holding 
 

 
 
Then select the duration of your meeting, and the time you wish to book, then close 



 
Check that the details you have booked are correct, then click ‘book now’ 
 

 
 
You will receive confirmation of your booking via email. 
 


