Checking room availability

If you wish to know if a room has been booked for you, or if you wish to find out what is free on a certain day or days, follow this procedure:

From the Estates and Buildings homepage http://www.ed.ac.uk/schools-departments/estates-buildings
Select the link in the top right box ‘room booking login’.  As the page loads you will be asked to accept a certificate – click ‘yes’, and then ‘run’.

You should now be at the following page:
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Then on the far left of the page under reports expand the first report – room booking report (click on the +).  Select the top report – ‘timetable by date range’.  When the screen appears enter the date or dates you are interested in (see below).  Then for Building either enter 1 (for Old College) or click on the dots to get a drop down list of buildings, find the one you want and click on the number to select it.  
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You can repeat for floor and room if you are only interested in the availability of a specific room or keep it at building level.  Clicking on enter will show you what rooms have been booked – and you can find out more information by clicking within a booking.  You do not need a password to look at any of the reports.
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