
Location 

1. Select the “Locations” option 

 

2. Click to “Select Campus” 

 



3.  Select “Room” by scrolling…  

 

4. Or by entering Building number and then “Filter” 

 



5. Select the room for which you want to check availability 

 

6. Use CTRL-Click to select multiple rooms 

 



7. Scroll to find period/date for room booking 

 

8.  Select the appropriate “Period”  

 



9. View Timetable 

 

 

10.Timetable Report 

Where you have selected more than one room, you have the option of viewing the Timetable 

produced as a combined timetable report (“Merge”) or as separate timetables (“Split”). You can 

toggle between the two views using the “Merge” and “Split” buttons. 

  



a. “Merge” View 

The default view for Rooms is “Merge” which will allow you to view the combined timetable.  

b. “Split” View 

In “Split” mode you can either use the -/+ buttons to collapse / open each course or scroll to see 

the other courses.  

 



11. Is the room you want available?  

 

12. Use arrow buttons to search for other dates 

 

 



13. Or “Return” to the Selection screen to search for a different room/s 
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