
Using Bob the room booking system

1. Starting to use Bob
2. Adding a booking
3. Deleting a booking
4. Room statistics 
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Starting

Go to www.onlineschooltools.co.uk and log in. Your system administrator should have 
given you details of this. 

Your screen will look like this once
you have logged in.

The first thing you should do is change your password, if you haven't already. Click on 
Change you details at the bottom of the screen. 
 

Just enter your desired password 
and press change details at the 
bottom 
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Adding a booking

Click on the bob icon.

You will see a screen showing the room available to book in your school. 

You can select the 
week you want to 
book a room in by 
clicking on the date 
at the top (choose a 
week). Your system 
administrator 
controls which weeks 
are available for 
people to book.

To book a room simply decide which room you wish to book and the period you wish to 
book and click on the book text.

Once you click on the book text, the colour will change to orange and will display your 
username. 
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Deleting your bookings

When you are in Bob on the left hand side of your screen you will 
see this menu. 

To delete a room you have booked click on the View/ delete 
bookings. 

This will show you a list of rooms you have booked. If you no longer need a room just click 
on the delete button. 
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Room booking stats

The stats section will show you who has book the most rooms and 
which room is booked most.

There are a few options in this section:-

• You can view by number of rooms each teacher has booked or number of booking each 
room has had.

• You can select the date range you want.
• The statistic show you the number of non-timetabled bookings. 
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