
Book Study Space 

Quick Guide 



Click here to show the 

rooms that meet your 

requirements – these are 

not guaranteed to be 

available. 

To refine your search 

select the capacity of the 

room required (if you want 

you can also specify a 

zone or building. 

To refine your search 

select suitabilities (that 

reflect the attributes of the 

room) – hold control or 

shift select multiple values 

For single bookings 

Choose the date of your 

booking 

For recurring bookings 

click here to open the 

weekdays and weeks 

view that allow you select 

recurring days 

Choose the start and end 

time for your booking – 

then click Next> to 

continue 



This page returns the 

available rooms that meet 

your requirements. 

Use the tick boxes to 

select the room you wish 

to book or use the buttons 

to view other available 

days and times for these 

rooms 

Click Next> to make your 

room booking 



Complete your telephone 

number, the department 

you are booking for and 

the event title (please 

note the event title will 

appear on web timetables 

and outside rooms with 

booking display monitors) 

Click “Confirm Booking” to 

submit a request to the 

system 



Confirmation of your 

booking request or where 

you have permission to 

book directly this will book 

the room 

Click My Bookings to 

view all the booking 

requests you have made 

and see if they have been 

confirmed 

Click Request a Room to 

start another booking from 

the first page. 



Click Cancel if you wish 

to cancel an existing 

booking. 

This page includes all the bookings you have request so far.  

Where they are Unconfirmed they booking has not been agreed 

with the Timetabling Unit or the Local Gatekeeper 

When a request is granted or denied you will be emailed 

confirmation, but you can check here too! 

To view your cancelled 

booking tick “Include 

Cancelled Bookings” 


