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How to reserve a meeting room, desk or
parking space

1 Navigate to https://essexcf.bookedscheduler.io/ Click "Log In"

https://scribehow.com
https://essexcf.bookedscheduler.io/
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2 Click "Dashboard"

3 Your Dashboard will be displayed. This shows any messages from ECF, Any
upcoming bookings and availability for the current date.
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4 Click "Reservations" > "Resource Maps"

5 A floor plan will be displayed. Use the "Map" dropdown to select our "Ground
Floor" or "Car Park"
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6 Select the Date and Time you require and click "View Availability"

7 Click "Resource Calendar"
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8 Available facilities will be shown in Green. Red indicates that the facility/room is
booked.

9 Click "Reserve"
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10 State the purpose of the booking (e.g. Team Meeting, Training etc.). If you are
booking a meeting space please tell us how many people will be attending and
make sure that you agree to the Terms and Conditions of Use.

11 Click 'Change' to add additional desks or parking spaces (if available)
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12 Click the "Desk 8" field.

13 Click "Create" to confirm your booking
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14 Click "Close". You will shortly receive an e-mail to confirm your booking.


