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LETTERKENNY - KILLYBEGS

ATU Library How To: Book a Study Room in the Library

1. To book a study room, click into the Book a Study Room box on the library homepage
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2. This opens the weekly calendar:

e The panel on the left-hand side is divided into the days of the week and subdivided
by the 6 study rooms.

e The panel on the top shows the blocks of time to book

e The date in the top right-hand corner can be moved forward to select a different
week
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3. If atime block appears in BLUE, the room is already booked, and is not available
If a block appears in WHITE, it is available to book.

To book a time slot, click into the white block, it will appear green as you hover over it
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4. The booking screen changes to an individual booking page

Begin: start time for you booking
End: you can change the length of time using the dropdown arrow

You can give your reservation a title e.g., group project

Press ‘Create’ in the bottom right-hand corner to set up the booking — you will receive a
confirmation on screen
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Title of reservation

Description of reservation

Send Reminder

15 minutes » hefore the start time 15 minufes » before the end time

Your reservation was successfully created!
Your reference number is 6397 1b4bbsc2d481762859
Dates: 22/12/2022

Resources: Group Study Room 3
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5. Your booking appears in a blue-grey colour
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6. To cancel your booking, click on the blue-grey square that indicates your reservation.
You will be brought into the individual booking page again.

7. Go to the ‘More’ button on the top right-hand corner of the screen. Click on the drop-
down arrow. Select Delete. (If you just press ‘cancel’ beside the ‘more’ button, it just

closes the screen.
You will get a confirmation on screen that the booking is cancelled.
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