[bookmark: _GoBack]Configuring Bookings for Room Reservations
1. Launch Bookings.
2. Click 'Get it now'.
3. Click 'Add a booking calendar'.
4. Enter your business information.
5. Verify your business information by going to the Business Information tab. Is all your information correct?
6. Go to the Services tab and click Add a service to add your first room to your Bookings page. Name the service (e.g. Lab 1 – Lash Miller Room 101) and fill out the page details. When you get to the Staff section click Save. You will update the staff section later.
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7. Repeat step 6 for as many rooms as you need to add. Under the Service tab you should now have a list of rooms.
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8. Once you have added all your rooms under Services, click on the Staff tab in the sidebar. Click Add staff. 
9. Instead of adding information for a staff member, enter the information for a room that is listed under your Services tab.
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· You must enter an email address. You can either enter a phony email address, or add the email address of a shared resource (see: Integrating Rooms with Shared Resources in Bookings).
· Verify that the availability for your room listed under Staff matches the availability of the same room with the same name listed under Services.
· When you have entered the information for the room click Save.
10. Repeat step 9 for all of the rooms listed under Services.
11. Go back to the Services tab and click on a room. Scroll to the Assign Staff section at the bottom of the editing interface.
12. You will see a list of all of the rooms you have just added to the Staff tab. Click on the “staff member” that matches the room. For example, if you have selected Lab 3 (Service) click on Lab 3 (Staff). You should see a check mark next to your selection.
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13. At the top of the page click Save.
14. Repeat step 12 for all rooms.
15. After reviewing additional settings, click on Bookings Page and then Publish to launch your page.
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Service details

Share your page for this service

Share a booking page URL specifically for this service

https://outlook.office365.com/owa/calendar/LashMillerC...

Share via Email

Enter information about your service

Service name

Lab 3 - LM301

Description

Location: Room 301, Lash Miller Chemistry Labs
Capacity: 2
Equipment: Bunsen burners (2), Beakers (2)

*PLEASE NOTE THAT STUDENTS MUST BOOK LAB SPACE AS
INDIVIDIIALS Snace far araun nraiecte must he hanked
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—+ Add a service

Manage services

Create and edit your bookable services

Service Duration

FINAL PROJECT - CHM211Y1 - L.. 4 hours

Labs 2 hours
Seat 2 - Lab 3 - LM301 2 hours
Seat 1- Lab 3 - LM301 2 hours
Electron Microscope 2 hours
Lab 3 - LM301 3 hours
Lab 2 - LM201 2 hours

Lab 1 - LM203 3 hours
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