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 TimeEdit Quick Guides 

 ⏵How to Book a Room 

About Reserve  
Reserve is an effective reservation tool used for the management of shared 
resources used by staff and students.  

 

Instructions: 

Step Action 

1 From the Fine Arts and Music Student Entrance select your area of study 

2 Available locations are on the left of the calendar, and available times are shown in the 
white space. 

3 Use search and filters to find specific locations. 

4 Use the calendar or arrows for more dates. 
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Instructions: 

Step Action 

5 Select the day you wish to book 

6 Select the start time of your booking 

7 Select the end time of your booking 

8 Complete the booking form 
Note: You can add additional students as attendees for group bookings 

9 Select Reserve, your booking is now confirmed. 

10 You can now see your booking in the calendar 

 


