
How to... MAKE a booking. 
 

 
 
 

 
 
 

1. Having click on Book 

New Meeting (above), 

enter no. of people 

attending. 

2. Change to Internal 

(No Charge) 

3. Chose Date & Times 

4. Change to Internal 

& Click Proceed 

Note: there are more 

rooms available. Click 

Next (in the circle) to 

see them. 

2. Change to Internal 

(No Charge) 

Click on the camera 

symbol to view a picture 

of the room. 



 
 
 
 
 
 
 
 

 
 
 
 
 
 

6.  Enter a name for 

your meeting and any 

notes you may wish to 

add here. 

7. Click Next 

5. Select your room 

8. Click OK to Continue 



 
 
 

 
 
 

9. Click Yes if you are the 

person responsible for the 

meeting, No if you are not. 

10. Click Yes if you now wish 

to add Catering, Setup or 

IT requirements to your 

booking, No if you don’t. 



 
 

 
 

Note: Click on 

Scroll bar button 

to see Setup 

header. 

11. Click on the Catering 

header to reveal the list of 

items available. 

12. Click on the item to add 

it to your booking. 



 
 

 
 

13. Modify your selection: Change the 

Quantity, the time of delivery or add a 

note. 14. Click Save  

(0therwise the  

item will not be 

added to your 

booking). 

15. Click Close when you’ve added 

all your requirements. 

Note: Click on the X to delete any 

item added to your booking. 



 
 

 

16. Click Close to get back to the 

beginning (below) and click X (exit) 

to end your booking session. 


