How to Create a Provisional Booking using KxCalendar
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All Requests Must Now Be Made Via The Room Booking Site

e refer 1o the Conid-19
lege guidelines for this

g of subrnission email i not 1o be taken as confirmatian that the roam, or the pesmission, has

®

COVID-19 Precautions And Guidance

If You Are A Queens' Student And Your Booking Requires Permission From The
Dean Of College Please Follow The Guidance Below.

&, regardless of whether yo
elerence nuember in the susject

assesment snd capeity combied

) Meeting Roorm Permission Form

By clicking on the
date, it will show
you a list of the
bookings that are
taking place that
day and their
timings so that you
can determine if
there will be any
clashes with your
booking before
you submit it.

The homepage is where you can find
information on how provisional bookings
are processed, as well as helpful links.

Calendar

The Calendar displays room bookings

that are already in the system

You can change the view type to list all the bookings in the month
by clicking on the icon indicated by this red arrow.
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Find a Room

1. Find a Room

Find a room is where you can fill out your room requirements. The system will show the
most suitable rooms with availability for your time. Once you have filled out the mandatory
fields: start date, end date and number of delegates, you can click next. The other fields are

not mandatory but can help to narrow your search.
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1. FIND AROOM

FIND A ROOM -

START DATE END DATE

—

NUMEBER OF DAYS

| # 25DEC2020 — 25 DEC 2020 ﬁ| ‘ 1 |
I HOMEPAGE
START TIME END TIME NUMBER OF DELEGATES
CALENDAR
| 09:00 AM - 10:00 AM | ‘ 6 |
FIND A ROOM
ROOM TYPE SEARCH FOR SPECIFIC ROOM NUMBER OR NAME
I | KNOW MY ROOM | SELECT A SPACE TYPE v | ‘ E.G: 'GREEN CONFERENCE HALL' |

I FAVOURITES

2. Select a Space

FIELDS HIGHLIGHTED BLUE ARE MANDATORY

A list of possible rooms available to book will be displayed. To select a space, simply click on
the tick; it will appear as green when selected. Click next once you have chosen your

desired room/s.
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2. SELECT A SPACE

SELECT A ROOM -

Q SPACES AVAILABLE SORT OPTIONS

09:00 AM, 25 DEC 2020

I HOMEPAGE éﬂ:DUAM, 25 DEC 2020

I ANGEVIN ROOM CAPACITY 8
CALENDAR

BOWETT ROOM CAPACITY 15
ERASMUS ROOM CAPACITY 9
FITZPATRICK HALL CAPACITY 35
I I KNOW MY ROOM LYON COURT MARQUEE CAPACITY 30
I FAVOURITES OSCR CAPACITY 6
SEMINAR ROOM CC43 CAPACITY &
SEMINAR ROOM DD47 CAPACITY &
SEMINAR ROOM DD48 CAPACITY &6

TS s

1 SPACES SELECTED



3. Enquiry

The next section requires you to fill out: Personal information, so we know who is booking
the room.

About event, details can help determine whether it would require Dean’s permission.
Other details, for additional information about the booking that can be provided.

Please see the below pictures for examples of how to fill out the fields.
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et | 3. ENQUIRY

Enquiry

FORENAME SURNAME
I HOMEPAGE ‘ Bty ‘ ‘ Potter ‘

I CALENDAR EMAIL ADDRESS

‘ Your personal address

‘ hjpn3000@cam.ac.uk
FIND A ROOM i | Cupboard under the stairs

RESIDENCY LE
I | KNOW MY ROOM

OWLSTONE CROFT
@ oG i

P | 3. ENQUIRY
BACK

Enquiry

» PERSONAL INFORMATION

* ABOUT EVENT

TITLE OF THE EVENT
Please use the full name of the event you are

CALENDAR requesting to host. (For College teaching space
requests please use the subject field and position

i.e Maths DOS in the title)
FIND A ROOM | Potion supervision DoS:Prof. Sna ‘

|
@ LGN

I HOMEPAGE

3. ENQUIRY

BACK

Enguiry

* PERSONAL INFORMATION

v ABOUT EVENT

ROOM SET UP PREFERENCE ROOM BOOKING TYPE
CALENDAR

e ‘ DOS SUPERVISION / TEACHING v

FIND A ROOM . ADDITIONAL INFORMATION
ARE ALL PARTICIPANTS QUEENS' STUDENTS

I HOMEPAGE

‘ Whiteboard and pens needed ‘ If No, then please add details in additional
| KNOW MY ROOM information
M ves
O no

I FAVOURITES

FIELDS HIGHLIGHTED ARE MANDATORY



If all participants are not Queens’ members, the number of external students and what
college they are from can be specified in the Additional Information section.

Please refer to the picture below for an example of this.

@ oG N
x| 3. ENQUIRY s

Enquiry

» PERSONAL INFORMATION

r ABOUT EVENT

I HOMEPAGE OTHER DETAILS

ROOM SET UP PREFERENCE ROOM BOOKING TYPE
CALENDAR

(3 e o | DOS SUPERVISION / TEACHING v

FIND A ROOM ADDITIONAL INFORMATION
ARE ALL PARTICIPANTS QUEENS' STUDENTS

‘ 2 External Students from Slytherir ‘ If No, then please add details in additional
| KNOW MY ROOM information
O ves
NO
I FAVOURITES

FIELDS HIGHLIGHTED ARE MANDATCORY



4. Confirmation

Once the Enquiry stage has been completed, you will move on to confirmation. This page
will give an overview of your booking. If you need to make any changes, you can click
‘BACK’ and edit your booking.

Once you check over all the details and are happy with it, you can click CONFIRM.

@ woem 4. CONFIRMATION
U Back | | conFirm |

PROVISIONAL BOOKING CONFIRMATION

SPACES YOU HAVE SELECTED FOR THE FOLLOWING PERIOD

SEMINAR ROOM CC43 START TIME  09:00 AM
I HOMEPAGE START DATE 25 DEC 2020
END TIME 10:00 AM
END DATE 25 DEC 2020
CALENDAR OTHER DETAILS
NUMBER OF DELEGATES 6
FIND A ROOM
I | KNOW MY ROOM e
FORENAME SURNAME
I FAVOURITES
HARRY POTTER
EMAIL ADDRESS

HIPN3000@CAM AC UK

COLEEGE RU) comussiore s
OM NUMBER

OR RESIDEN
CY LL.E OWLST

ONE CROFT

» ABOUT EVENT

» OTHER DETAILS

You should then receive an email confirmation of your provisional booking. It will also
explain that a member of the team will be in touch to process the booking and confirm that
it can go ahead, or we may contact you to request additional information or Dean’s
permission if the booking requires it and you have not already sent it.



| Khnow my Room

1.1 Know My Room

‘I know my room’ is a tab that can be used by people who are looking for availability in a
specific room.

You can select the date from the calendar. Input how many attending to help narrow the
suitable room options.

IKNOW MY ROOM -

December 2020 & 60 v
s om

Mo m W WA
12:00 AM  Select options on left to view room availability

n 11 12 13
01:00 AM

14 15 16 17 18 19 20

HOMEPAGE

21 2 B MU 5 w7 02:00 AM

I CALENDAR

FIND A ROOM
28 29 30 31

I KNOW MY ROOM 03:00 AM

1 . DaystoDisplay

I FAVOURITES 04:00 AM

' Display Weekends

II| Numbers Attending 05:00 AM

06:00 AM
22 Queens College
07:00AM
08:00 AM
09:00 AM
10:002m December 2020 & 80 ¥ 10 DEC 2020

Mo LN we ™ #r 5 su
11:00 AM

» CLICK HERE FOR HELP
SHOW AVAILABILITY 03:00 AM
EVENT AND CONFERENGE SOFTWARE —
10 pebl 12 13

14 15 16 17 18 19 20 04:00 AM

2 22 23 24 25 26 27

28 29 30 31 FEELDAY
)
Py 06:00 AM
1 . Days to Display
+ Display Weekends 07:00 AM

l:l Numbers Attending
08:00 AM

YOU MUST CIle On the = Queens College

& Queens College

Queens College tabs on the left hand ¢ Conforence rooms

side. This will display the list of .

bookable rooms on the system. When + Angeuin foom

you click on your preferred rooms and e 1200 P

press ‘SHOW AVAILABILITY’, Lsemnarcemovs v
any unavailable times will be blocked

off in purple.



You can then click and drag on your desired time to create your slot.

| KNOW MY ROOM -

Date 10 December, 2020 Room Seminar room DD48  Start Time 1:00 PM  Duration 3 hours _ The Ove rview Of the Slot you have
= A created will be displayed at the top.

umAM_
1 12 13 -
12:00 PM

14 15 16 17 18 19 20

21 22 23 24 15 26 27

] Once you are happy with the

' ) m— t slot you have created, click on the green
e = tick to confirm.
+ Display Weekends 03:00 PM g
lI' Numbers Attending ] o
07:00 PM
— The site will direct you through the same
B — process of filling out your details like you
would in ‘Find a Room’ (please refer to
- pages 3& 4)

Once that is completed, you will receive the confirmation of your provisional booking.

If for any reason you require more information on how to book a room, or the room you
require, is not displayed, please contact room.bookings@ queens.cam.ac.uk and one of the
team members will happily help.

http://kxws.queens.cam.ac.uk/KxCalendarLive/Client/Home/Index


mailto:room.bookings@queens.cam.ac.uk

	How to Create a Provisional Booking using KxCalendar
	Homepage
	Calendar
	Find a Room
	I Know my Room

