
Lab Booking Instructions for Web Browsers 
 
 
1. Access http://office.dsbn.org/ through any supported web browser.  
 
2. In the bottom left corner, click the calendar icon. 
 
 
 
 
 
 
 
 
 
 
 
3. Choose a date and then click in the circle next to the lab you want to check for availability. 

  
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4. Uncheck your personal Calendar and click “+ New event”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. Click the down arrow and pick the space 
 you’d like to book. 
 
 If you don’t do this, the event won’t show 
 up in the correct calendar and other 
 teachers won’t be able to see it - this could 
 lead to multiple bookings of the same 
 space. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6. Make sure to enter which period you’re booking for (P1, P2, P3, P4) and your last name. 
  
 Change the starting and ending times to the correct values. 
  
 Double-check that you’re not overlapping someone else by looking at the rightmost column. 
  
 Set “Remind me:” to “Never” unless you want a reminder. 
  
 Click “Save” in the upper left. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Lab Booking Instructions for the Android App 
 
 
1. Load the Android app on your device. 
 
2. Tap the calendar icon in the bottom right. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3. Uncheck all of the calendars in the list except for the space you want to book. 
 
 Choose a date and check for availability in the calendar view on the right. 
 
 Tap the “+” button in the bottom right once you’ve picked a date. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4. Choose the right calendar by tapping the down arrow under “New Event”. 
 
 The “Title” should be the period you want to book and your last name (see example on next page). 
 
 The “Time” should be an available block of time in that space. 
 

  
 
 
 

  
 
 
 



  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



5. Set “Alert” to “Never” unless you want a reminder. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Lab Booking Instructions for the iOS App 

 
 
1. Load the iOS app on your device. 
 
2. Tap the calendar icon in the bottom right. 
 
 
 
 
 
 
 
 
 
 
 
 
3. On iOS, all calendar events are displayed all at once (at least on my iPhone). 
 
 Pick the day you’re interested in and tap the “+”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4. Choose the right calendar by tapping the down arrow under “New Event”. 
 
 The “Title” should be the period you want to book and your last name (see example on next page). 
 
 The “Time” should be an available block of time in that space. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



5. Set “Alert” to “None” unless you want a reminder. 
 
 


