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Setting up Bob Room Booking

Before setting up Bob you should have added users into the system and changed your
school details (added logo etc).

Go to the Room booking option under system.
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It will take you to the following screen.
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You will need to set-up the week pattern your school has and the ICT suites you want
people to be able to book.
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Adding Weeks
Click on Set up number of weeks
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Add a week

This screen allows you to set-up your week pattern, a two week set-up is shown. If you
have a regular timetable just leave the week 1’s ticked. You can select when your holidays
are.

The last thing of note on this screen is the show week tick box, you use this option to
select which weeks you want the users to be able to see. You can use this to manage
when people will be able to book rooms.

When you have completed this click on add weeks, this is at the bottom
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Adding Rooms
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You then have the option to click here to add rooms.
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Extras

This screen allows you to name your room. Select the number of lessons that take place in

the room. It also allows you to add the number of computers, DVD players, IWB etc in the
room.
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Adding permeant bookings

Add a room If you click here you can add
timetabled bookings to all

Room created - Room 1 rooms in the system.

Add timetable

Add a room Edit rooms
Room details F f t

Click on the week you want to add the timetabled

Add a timetable _boolfings fqr. You can also delete timetabled bookings
in this section.

Select week
Delete bookings
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Add permanent bookings - Week 1

You are able to select the teacher, then to book a room simply click on the lessons you
wish to book.

You are free to change between week 1 and 2 and change the teacher as you need to.
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Completing the set-up

Your done, to see the system as other people will and add one off bookings click on the
Bob logo at the top of your screen.
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