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On the Hospital main intranet page click onto the Room Booking System which is
highlighted by the Red Arrow (see above image) click onto this.
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This will take you to the Room Booking system which will show all the
teaching/meeting rooms within the Hospital. From this page you can scroll through all
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the rooms available. Click on the room that you require and the time, this will then
take you to the next page.
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Once you have this page up it will show you the information for each individual Room
and how many people it holds and the available faciliies. When you have found your
preferred location you can book the room as below and the following screen will appear
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Make a Booking:

ROOM 3, EDUCATION CENTRE

& About You:

[ RGOM ADMIN:
If you are

ng a haaking for someon
their contact details rather than your own.

Your nam
Tony Rathbor

Your contact extension™:
6085

Your email address":
tony rathbone@bfwhospitels. nhs uk

(¢ Booking Details:
You are making a booking for;
Room 3, Education Centre on 03/02/2017

Please complete the following
Meeting name":

Meeting starts at 07:30 and ends at": 0300w

Number of people attending the meeting":
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Complete all the required fields on the page and submit. Once this has been submitted
it will go to the Room Booking Administrator for approval and you will receive an email
confirming that your Room Booking has been successful.



