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How to book rooms using the online room request system

Guide for using the Bath Online Room Request System (BORRS) to place a room booking

request.
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What is BORRS?

BORRS is the Bath Online Room Request System which can be used by the University community to book
general teaching areas (GTA) and committee rooms on campus.

BORRS is not available for general use by students and is for use by staff members. The only exception to
are official students’ union (SU) societies and groups. In this case the bookings must be placed by the group
Chair, Secretary or Treasurer, failure to do so will result in the booking being cancelled.

Logging in

The link to BORRS can be found on the Room Request System (BORRS) webpage. This will take you to the
BORRS log in screen (figure 1). You will need your University of Bath username and password in order to
log into the system.

Bath Online Room Request System 2021-2022

This service restricts the number of concurrent users. Please ensure that you sign out when you have completed your booking requests and we thank you for your

patience during busy periods
(Note for STUDENTS:

This system is only available to students for SU Clubs, societies and group bookings. ALL student study space requests should use the study space bocking system

Requests for study space use of teaching rooms will be cancelled )

Sign in

Please enter your signing in details

Figure 1: BORRS log in screen

Amending booking criteria

Once logged into the BORRS system before you can select a room to book there are several criteria fields
that need to be completed.

Location

For your booking request you will need to specify some details of the type of room required. This will
narrow down the list of rooms available to choose from.
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This is done in the location section, where you can select the desired room size from the drop-down menu
and can select the type of room you require from the ‘Suitabilites’ section (figure 2). For example, if you
would like a flat room for 24 people you would select 25 from the size field and ***[GTA/FLAT] from the
Suitabilities.

To ensure the best use of campus resources you should select a room size as close as possible to the
expected room occupancy.

1 Location

Define the Suitabilities
kR /'
i
room using . [GI2 -

E
]
- Committee Room] Staff use only
filters. GTAFLAT]
GTAWHEELCHAIR]
"[BWEST]
Select the size and type (‘suitabilities’) of *[CHAN. BUILDING] Web bookings -

View filtered rooms room required.

If you do not change the size filter it will
only show the smallest rooms available.

Figure 2: Location section of the online booking form. Fields that need to be completed in this section are size of room and type of room.

Date

In this section you will need to select the date you wish to make the booking for. The month can be
selected from the drop-down menu above the calendar. The day can be selected from the calendar itself.

Choose a [ April2022  +| >
single date to MDV Tue Wed Thu Fri Sat Sun
book 2 room. You've selected 'Thursday, 28/04/2022 > 2
9 10
Select the month from the drop-down
menu and the day from the calendar. 16 17
23 24
Once selected the date will appear here. 20 1
i 8

Figure 3: Date section of the online booking form.
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Time

In this section you will need to specify the timing of your booking request.

You will need to select the start time from the top drop-down menu. You can also then select the end time
from the drop-down menu, or you can specify the booking duration in hours. If you specify the duration
this will automatically update the end time in the drop-down box.

To view the rooms that are available click the ‘next’ icon in the bottom right-hand corner.

3 Time

o Select a Preferred Start [9:15 v | Duration (Bookings finish at 05 past the hour)
£ ;
F preferred Preferred End [12:15 v [3:00 ]
start time.
You can
adjust it later.
Figure 4: Time section of the online booking form
Availability

In this section all the rooms available of the required size at the specified date and time will be displayed.
To select a room, you will need to select it using the radio button on the left-hand side of the table. Once
you have selected a room click the ‘next’ icon in the bottom right corner to progress to the next section.

If you would like to know more about a specific room, you can click the room name in the description
column of the table. This will take you though to the relevant room information page. These webpages give
you information on capacity, type of room and its various facilities. Where possible pictures of the room
have also been included.
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-4 Time Name Size Description
©
[~}
=
5 - ®
o 14:15-15:15 6E 3.11 (18) [CTA] 18 BE3.11
o
() 14:15-15:15 8W 2.19 (220) [CTA] 20 B8W219
To select the room you wish to book click on ®
the radio button next to the room option. 15:15 8W 2.24 (720) [CTA] 20 8wW224
O 14:15-15:15 6E 2.5 (222) [CTA] To view information about this
location click on the room link.
o
) 14:15-15:15 1WN 3.24 (724) [CTA] 24 1WN3.24
®
@) 14:15-15:15 2.7 (724) [CTA] 24 GE2.7
If you would like to see alternative
@) 14:15-15:15 | times that a specific room is available 24 8W211
click on the clock icon.
[
@] 14:15-15:15 8W 2.6 (724) [CTA] 24 3W26
®
14:15-15:15 8W 2.34 (728) [CTA] 28 8W234
®
14:15-15:15 8W 2.13 (230) [GTA] 30 8w213
Earlier Day Earlier Start Later Start Later Day Show More Options

Figure 5: View of available room options for example day with the search criteria of; room size: 10, time: 14:15 - 15:15, date: 04/05/2022.
Booking information

In this section you will be asked to confirm you booking details and complete some additional information
about your booking.

The location, date, start time, end time, e-mail address, booking size, first name and last name will all be
automatically completed for you. You will need to confirm that all these details are correct. Please ensure
you provide a relevant telephone number in case you need to be contacted about your booking, your staff
extension number is acceptable.

You will need to enter your ‘reason for booking’, this is particularly important for student society bookings
where we require the name of the society and the description of the activity prior to booking. Society
bookings may only be placed by the Chair, Secretary or Treasurer of an official Students Union (SU) society
as listed on the SU website. Failure to complete this section may result in your booking being cancelled.

You will need to select your department from the drop-down list, as well as tell us whether you are a
member of staff or a student. Where your department is not listed please include this in the booking
description.
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If you intend to serve food or any other refreshments, you will need to select one of the ‘Yes’ options from
the drop-down menu. Please note hot food is not permitted in teaching rooms and no permission will be
granted from the Timetabling team for this purpose, this includes pizza. You will need to make your own
arrangements with the Hospitality team and ensure that the room is left in good condition after your

event.

Once you have accepted the terms of booking you can then submit your request but clicking the ‘confirm
request’ icon in the bottom right of the screen.

5 Confirm your booking details

confirm

Location  8W 2.19 (720) [GTA]
Date Wednesday, 04/05/2022

Start 14:15

Enter the reason for booking
here. If you are booking on
behalf of a student society you
MUST put the society name
here. Failure to do so will result
in the cancellation of your
booking.

End 15:15

Email vir27@bath.ac.uk

Booking Size | 10

First Name | First name

Last Name |La$1: name

Number |Enrer telephone number here

You will need to change the
drop down depending on
whether you are a member of
staff or a student.

< Back

Reason for booking E.g. Staff meeting

teaching request via
timetabling@bath.ac.uk

instead)

Department | You MUST select a department

Are you a studentori| Staff

member of staff?

Will your event serve | No

refreshments? (Permission
is required. NO hot food or

Pizza is allowed).

Acceptance of Terms of | No

Booking

Figure 6: View of the booking confirmation section.

Confirmation of booking request

Select Yes' if
planning to serve
refreshments for
this activity.
Refreshments
should be booked
through the
hospitality team.

Confirm Request

After your booking has been submitted you will see the confirmation screen as shown in figure 7.

If you wish to place another booking with the same room criteria select the ‘book a room’ link at the

bottom left of the screen.
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To view your booking requests, you can select the ‘my bookings’ link from the bottom middle of the
screen. This will take you through to view all your requested bookings from this you can see whether they
have been confirmed. You can also cancel any bookings you have placed previously.

Booking Requested

8W 2.19 (?20) [GTA] has been requested for you from 14:15 to 15:15 on Wednesday,
04/05/2022.

THIS IS A PROVISIONAL REQUEST ONLY.
We cannot always honour all requests so please check any emails carefully.
Weekday evening booking requests must be received by 4pm. Weekend bookings
requests must be received by 4pm on the preceding Friday.

Late booking requests may not be processed.

Remember you can follow the link below to ‘'my bookings’ for an up-to-date

overview of your booking's status.

Location Reference Request?

8W 2.19 (720) [GTA] BKSE3D4E R

If you need to book another room with the same booking

criteria select the ‘book another’ icon. If you need to To view your requested booking click the ‘my bookings’ link. Here you can
make another booking but for a different date and time check the status of your booking and you can also cancel any bookings that
select the ‘book a room’ link. are no longer required.

L s bookaroom my bookings  sign out (VIr27)

Figure 7: Image of the booking request confirmation screen.
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