Instructions for Meeting room booking sheet
Access
To access the system – go to the following URL:
http://cles-mrbs/bios

Log In
At this page type in your University Username & Password
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You will automatically be taken to the room booking page for today’s date.
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To make a room booking:

Select the date you wish to book by either clicking on the date at the top of the page which will drop down a calendar for you to select your date from,
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Or – click on a date on the calendar at the top right hand side of the page.

The rooms are listed across the page so you can easily see which ones are available on the date you require.

Once you have decided which room to book, click on the required start time of your meeting and the following page will appear:
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Enter the following information:

· Brief Description = title of meeting
· Full Description = how many people attending, layout of room, external/internal meeting, any other information
· Start/End = enter the start date & time + end date & time of your meeting
· Rooms = click on the room you wish to book.  If you wish to book more than one room (i.e. for video conference to Streatham/Tremough or booking both of the 328 seminar rooms) then highlight first room, press Ctrl on your keyboard, then click on the other room choices
· Type = please select whether you will be using the room for video conference/presentations/both or just a meeting – so that we can ensure the correct equipment is available at the right time
· Recurring meetings = just like in Outlook you can set up a recurring meeting, so you don’t have to book the room for every month/week you want to use it.  Just add in how often the meeting will recur, an end date if necessary, (and repeat day and number of weeks for weekly meetings).
· Then click Save

You will now receive an email confirming the details of your booking (you will receive one for each room you have booked – even if they are linked for the same meeting), and the meeting room booking will also automatically appear in your Outlook Calendar.

The meeting will show on the room booking sheet – with your name next to it to show who booked it – and will be colour coded depending on the type of meeting.

Edit/Delete a meeting
You may only edit or delete the meetings that you have booked.  

If you wish to edit your meeting:
· Find your booking (by going to that date in the calendar)
· Click on the meeting title and you will get the screen below
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· Click on Edit Entry
· You can then change any of the details of the meeting – then click save when you have finished
· You will then receive an email confirming your changes, and it will automatically update your Outlook Calendar entry

To delete you meeting:
· Find your meeting and click on meeting title to bring up screen as per ‘edit a meeting’
· Click on Delete Entry
· You will get a pop up message asking you to confirm this – so click yes
· The meeting will then be removed from the booking system
· You will receive a ‘delete from Calendar’ notification and the meeting will be removed from your Outlook calendar

Other Options

Returning to home page
At any point in using the system, if you need to return to the main screen then click on Meeting Room Booking System at the top left of the page.
If you need to return to the University Internet at any point, without logging out, then click on CLES, University of Exeter at the top left of the page
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Room Information
If you need to know the size/capacity of any of the rooms that are available on this system – please click on the Rooms button at the top of the page and you will be shown the screen below:
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Viewing by Room
You can view availability of each room by week by clicking on the name of the room.  The list of rooms will be displayed on the top left of the screen (see below) so that you can switch between rooms
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View information by day, week, month
You can change how you view the information (default setting is all rooms for one day) by clicking on the day, week or month at the bottom left of the screen

Help
There is a Help button at the top of the screen which will answer any further questions you may have about the booking system.

Further information
For any further information or assistance please contact one of the Administrators for this system, who are:

Robin Batten – 5158
Steph Barnard – 5155
Anne Walshe - 5171
image5.png
Windows Internet Explorer.

>

Fie Edt

View Fevorites Tods Hel

Ferores [g5]-

[ iosciences - Boscinces -U... | Meetng Room Booking Sy X ‘

fvome - v [f swvese.. | paoe+ i -

Descripton:

Room:

St Time:

Durstion:

End Time:

Type:

Crestea By:

LsstUpdsted:

Repeat Type:

EditEntry

Delete Entry

Copy Entry
ExportEntry

V McKenna ( Barnard)

Hestng
Bezoens-swECiz
0300:00-Trursday 18 August 2011
2tnu

11:30.00- Thursday 18 August 2011
Hastng

Stagn Samars

183425 - Foday 12 August 2011
Ner

Return o previous page.

—— ---—

ViewDay:
View Week:
View ontn:

Aug 12 g 13 Aug 14 Aug 15  Aug 16 Aug 17| [Aug 15| Aug 18 Aug 20| A 21| Aug 22| Aug 23  Aug 28 1 Aug 25

Jul 18| Jul 25 | Aug 01 | Aug 03| [ Aug 15] | Aug 2 | Aug 25| Sep 05| Sep 12

Jun 2041 1 Jul 2011 | [Aug 2011 ] | Sep 2014 | Oat 2041 | Nov 2011 | Dec 2011 | Jan 2042  Feb 202





image6.png
Windows Internet Explorer.

>

Fie Edt View Favores Toos Hel

g Fevortes ‘gg - | B sesdences -iosciences ... | @esting Room Bockng . x‘ 2 vome + [ newvinon [ save ss... ‘Pagtv Pt -

—— ---—

Room Details

e

Rooms in Biosciences

I T I

StrGrazss ‘Lirge mastng room 313 foo Geofiray Pope 45 R Estn@ecerso vk
strGPan ‘Sl mesting room 3 foo Geoftrey Pope 2 | REstengoe s sk

swractz ‘Sl mastng room 15t for Socat 2 | REstengoe s

Trem Aquarium ‘Smal mesting rom Tramough s

Trem Athenzeum room | Largs mstng o Tremasgn B

ViewDay: Aug 12 g 13 Aug 14 Aug 15  Aug 16 Aug 17| [Aug 15| Aug 18 Aug 20| A 21| Aug 22| Aug 23  Aug 28 1 Aug 25
Viewviesk:  Jul18 | Jul25 | Aug 0| Aug 08 | [Aug 15 | Aug 22| Aug 28| Sep 0S| Sep 12

ViewMonth: __ Jun 2011 | Jul 2011 [ Aug 20111 Sep 2011 | Oot 2011 Nov 2011 | Dec 2011 | Jan 2012 | Feb 2012





image7.png
Meeting Room Boo ystem - Windows Internet Explorer

GO~ i

Fie Edt View Favores Toos Hel

>

fvome - v [f swvese.. | paoe+ i -

———— ---—

uy 2011 August 2011 September 2011
o Tus Ve ThoF SatSun on T Wes TruFrSstSun anTus WeTou FrstSun

« [ Bsoscences -Boscences -u.. | @eetng Room sockng ... X

Biosciences - Str GP328a

GoTo This Wieek Go To Viesk iter>>

<<Go To Week Bsfore Go To This Wesk Go To Viesk iter>>
ViewDay: ug 09 Aug 10| Aug 111 Aug 12  Aug 13 Aug 141 [Aug 15] | Aug 16  Aug 17 Aug 18| Aug 18 A0g 20 | A 21 | Aug 22
ViewWieeki  Jul 18 Jul25 | Aug 0| Aug 08 | [Aug 5] | Aug 22 | Aug 29| Sep 0S| Sep 12

ViewMonth: __ Jun 2011 | Jul 2011 [ Aug 20111 Sep 2011 | Oot 2011 Nov 2011 | Dec 2011 | Jan 2012 | Feb 2012 =





image1.png
[ iosciences - Boscinces -U... | { Meeting Room Booking . x‘ ‘

Name:

Password:

CLES, University of Exeter E3

Meeting Room Booking System

You do not have access rights to modify this item

Please log in

Unknown

Log

| f -] o -

@ i




image2.png
Meeting Room Bool ystem - Windows Internet Explorer

G- «x : BB o-
Fle Edit View Favorites Tools Help
i Favortes ‘gg - | B esdences -Biosciences ... | @esting Room ockng . x‘ B vome + [ ewwindow | seve . ‘m. e -

szt A1 —

o Tus Ve ThoF SatSun on T Wes TruFrSstSun anTus WeTou FrstSun

Thursday 25 August 2011
<<GoTo Day Before GoTo Todsy Go To Day Ater>>
Trem @
jo=00)
CEE
jo=30)
=
j oo0)
EE
=
=
o)
EE
Ey
Ry
=)
[z 5]
=
=
=
EHE
=
=
)
EE
=
=
=]
=)
=
=
ez
EE
=
=
=
AR
=
=
=)
<<GoTo Day Before GoTo Todsy G0 To Day Ater>>
I O oot e
View Doy Bug 18 Aa 20 | A 21 Aug 2 Aug 2| Aug 24 [Aug 23] | Aug 26| Aa 27 | Aog 20 | Aug 29 Aug 90 ug 11 Sep 01
Viewtiesk  Jul25 | Aug 1 | Aug 08 Aug 15| A 22] | Aug 23| Sep 03 S 12 Sep 13

ViewMonth: __ Jun 2011 Jul 2011 [ Aug 20111 Sep 2011 | Oct 2011 | Nov 2011 | Dec 2011 | Jan 2012 | Feb 2012





image3.png
GO i

Fie Edt View Favores Toos Hel

Ferores [g5]-

B soscences - Boscences -U

Mo T we TR oS s

uy 2011 August 2011 September 2011
o Tus Ve ThoF SatSun on T Wes TruFrSstSun anTus WeTou FrstSun

August 2011

<<Go To Day Bsfore GoTo Day iter>>

<cG0 o Day Betore GoToTodsy 5o To Day >
View Doy Rug 5 s 10 s 2 A 22 A 3 g 281 g 251 Aug 25 s 21 /g1 Ao 23 Ao T8 Aug 1 p 1

ViewWesk: 25 aug01 | Aug 08 aug 15| (00 221 Aug 25| Sep 03 Sep 12 S 18

Viewonth.___Jun 2011 1204 Lnug 2171 Sep 201 | Ok 2041 Row 211 D 204 4an 2072 P 2012

pare [ T TG -] &% -

@ i




image4.png
Windows Internet Explorer.

>

Fie Edt View Favores Toos Hel

Ferores [g5]-

Bl cssences - Bossences L., | (@ Mesting Room Booking S x‘ iy vome = [ vewwndon [ save s ‘m. e -

—— ---—

Add Entry

Bl e —

Fut et
omver o plopi .
et
“
st (@@ | [m v O M
End: (18052011 | [1200 (30 minuten) ]
Rooms: [Srommm " UseComciok st e one
Bl
T A
T e
L —

RepestTyps: @Nerz O Dy O Wesky Clieriny O vesry O aniny, ssvssssnang day O niesky

SRS
g oo D DTy Diesiy Dmossn sy Dosesy Qo
o
e

e

ViewDay: Aug 12 g 13 Aug 14 Aug 15  Aug 16 Aug 17| [Aug 15| Aug 18 Aug 20| A 21| Aug 22| Aug 23  Aug 28 1 Aug 25
ViewWieeki  Jul 18  Jul25 | Aug 0 | Aug 08 | [Aug 5] | Aug 22 | Aug 28| Sep 05 | Sep 12
ViewMonth: __ Jun 2011 | Jul 2011 [ Aug 20111 Sep 2011 | Oot 2011 Nov 2011 | Dec 2011 | Jan 2012 | Feb 2012





