Language Learning Centre

Making Classroom Bookings through Outlook Calendar
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Making Bookings
To make a booking, highlight the empty time slot in the room you would like to use, then right click on it, starting at
the beginning of the hour for your class. (Modify for 2-hour classes/ classes in a row).

- From the options, select New Appointment and the window below will open. Enter your
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The booking is now done! No one but yourself can change or
delete your booking (but LLC staff moderate all bookings).
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Next time you make bookings, you will only have to check for availability and repeat these steps, provided that
you retain the Calendars for VZ-011 and VZ-003 in your Favorites Folder!
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Please observe Guidelines for Booking LLC’s classrooms

e Maximum of 8 sessions per tutorial group per trimester - Above and beyond requirements, and bookings for non-course
activities should be discussed in advance with: Yolande.Young@vuw.ac.nz

o Al bookings must be between 8am-8pm Monday to Friday

e You must enter a course code and contact name to be able to save a booking.

o While bookings in the Outlook Calendar must be made on the hour, the actual start and finish times for classes match those
for Victoria University schedules, e.g. 10-10.50am, 3.10 — 4pm, with a 20 minute lunch break between 12.50-1.10pm.

Please note: You will be able to view all confirmed bookings and availability of the rooms off campus, however you will not be able
to make any changes or create a new booking off campus.
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