Booking Accessible Study Rooms
[bookmark: _Hlk177641692]To request this document in an alternative format, please contact Viki Galt by email viki.galt@ed.ac.uk 
Overview
This document shows how to book an accessible study room on a desktop and mobile device, how to cancel or update a booking, and adds other useful information. 
Booking an Accessible Study Room on a computer
Finding a link to the room booking system
1. Log in to MyEd
2. Select ‘Studies’ tab on the top-left corner of the page
3. Select ‘Book a study space’
4. Select ‘Booker – accessible rooms’ (a link will open in a new tab)
[image: Screenshot of MyEd website with 'Studies' tab open and 'Book study space' link overlined ]
[image: Screenshot of MyEd website with an overlined button for the accessible study rooms booker]

Logging in
Once the Booker system opens, enter the username (your University email, such as s0000000@ed.ac.uk) and password (your usual University login password) to log in into the system
[image: Screenshot of Login screen of the booking system] 
Making a booking
1. To make a room booking, firstly, make sure that the ‘Rooms’ icon is selected. [image: Screenshot of the room booking system with rooms icon selected]

2. Then, choose ‘Accessible Study Space’ from the drop-down menu or type ‘Accessible Study Space’ in the Search box. 
[image: Screenshot of the room booking system with 'Accessible Study Space' selected in the search box]







3. Choose your dates and times. 
[image: Screenshot of the room booking system with start time menu open]

4. Click on ‘Search’
5. You should see all available options, so choose the room you have a key for and select ‘Book’. You can click on the star icon to add the room to your Favourites. 

[image: Screenshot of the room booking system with an example list of available accessible study rooms each of which has a button to book the room and a star button to save the room to favourites]






6. Fill in the fields marked with a red asterisk * and then click on ‘Make Booking’. 
[image: Screenshot of the room booking system with an a booking form open with the button 'Make Booking' on the bottom right-corner. The form asks for a booking title (mandatory field), type, who it is booked for, description, date, start and end times, number of attendees (mandatory field), and options to ask for additional help, services or catering as well as a field to add budget type (for bookings at Bob's at Roslin)]

7. You should be able to see your bookings by pressing a ‘Bookings’ option at the top of the page and then selecting ‘My Bookings’.


Example of how a booking will appear:
[image: Screenshot of an example of how a booking will appear in the system, with the date, time, title, and room number of the booking ]

Cancelling or updating bookings
1. Bookings can be cancelled or edited by clicking ‘Bookings’ option at the top of the page.
a. Choose ‘Cancel Booking’ to cancel. Importantly, Bookings can’t be cancelled once the booking has started but they can be ended early to free up the room for another student.
[image: Screenshot of the room booking system with an a booking form open with the button 'Update Booking' on the bottom right-corner and an overlined button 'Cancel Booking'. The form asks for a booking title (mandatory field), type, who it is booked for, description, date, start and end times, number of attendees (mandatory field), and options to ask for additional help, services or catering as well as a field to add budget type (for bookings at Bob's at Roslin)]
b. To change times or end a booking early, amend the Time fields and choose ‘Update Booking’.
[image: Screenshot of the room booking system with an a booking form open with the overlined button 'Update Booking' on the bottom right-corner and an overlined button 'Cancel Booking'. The form asks for a booking title (mandatory field), type, who it is booked for, description, date, start and end times, number of attendees (mandatory field), and options to ask for additional help, services or catering as well as a field to add budget type (for bookings at Bob's at Roslin)]











Booking rooms on a mobile phone
The booking system looks slightly different on mobile phones. 
1. Find the ‘Home’ page and click on ‘Search’.
[image: Screenshot of the room booking system menu open on a mobile device. The menu has the options: Home, Search (overlined), Bookings, Favourites, My Building, Data, Reports]
2. There is no drop-down menu, so use the ‘Search’ box to find ‘Accessible Study Space’. 
[image: Screenshot of the room booking system open on a mobile device. The search menu is open with the 'Accessible Study space' option chosen]
The rest of the booking process is the same as the desktop version.

Useful information
· Rooms can be booked once a day for up to 4 hours.
· Rooms can be booked 14 days in advance.
· Rooms can be added to Favourites (by clicking on the star icon) to make booking easier.
[image: ]

Regulations/Etiquette
· Bookings can be made for a maximum of 4 hours.
· Users can only make one booking a day.
· Rooms are for individual usage and are not available for group work*.
· Eating is not permitted in any of the study rooms.
· If studying with music, headphones must be used.
· Do not use the room to make social mobile calls and keep all other calls, including Teams meetings, to a minimum as this can disrupt other users.
· Lock the door when you leave the room.
· If the room is vacant but booked, you may use the room until the booker shows up for their session.
· Ensure you take all belongings with you when you leave and do not leave personal belongings in the room.
· Leave the space clean and tidy and remove all litter.
*Students may be accompanied by support workers
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You must check-In and check-out ot study spaces with the QR code or desk name.
9 Check-in / check-out

Group study space

You can book group study space in general teaching space and the Main Library, the Noreen and Kenneth Murray Library at King's Buildings and the Law Library.

* To login to Booker, enter your username in the format uun@ed.ac.uk, e.g jbloggs@ed.ac.uk or s1234567@ed.ac.uk. Then select your Microsoft account uun@ed.ac.uk on the
Microsoft 0365 login page.

* Booker Guidance Videos

« Ifyour login is unsuccessful, and you are asked to login via your external provider, please amend the URL so it only shows https://booker.is.ed.ac.uk/ - you should then be able to
successfully login, again using your: uun@ed.ac.uk.

Accessible study rooms

There are accessible study rooms available in the Main Library and at Kings Buildings, for students who require additional learning support or the use of assistive technology. Please
contact the Disability and Learning Support Service to arrange a consultation if you require access to an accessible study room.

% Booker - accessible rooms

Study spaces information

Find out more about study spaces across the University
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