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Resource Booker Quick Start to request, view, amend and cancel room 

bookings 

1. Accessing Resource Booker 

 Resource Booker works best in a Chrome browser or Internet Explorer 11. 

 Resource Booker is available at https://mybookings.lse.ac.uk/ 

 Click on LOG IN and enter your LSE username and password when prompted. 

2. Making a Booking 

i. Searching for an Available Room 

 

 Click on Bookings on the left hand menu. 

 Click on one of the large icon buttons (e.g. Music Practice Room). Note: If no icons are displayed 
you will need to request permissions from the LSE Room Bookings Office giving them your LSE ID 
number, as printed on your LSE ID card.  

 Enter your search Criteria under “REFINE SEARCH”.  As you enter the criteria, the rooms that fit 
those criteria will automatically appear on the screen. If no rooms appear that means there are 
no rooms available for the criteria you have used.  Amend the criteria until one or more rooms 
appear.   

 To find out more details about the room (e.g. location, floor, capacity, web link to photo), click 
on the  button next to the room. 

ii. Booking an Available Room 

 Click on one of the rooms listed (e.g. Music Practice Room – Shaw Library) to bring up the current 

availability (Month, Week, or Day calendar views) for that room. 

 Double click on one of the available time slots to bring up the room booking form. 

https://mybookings.lse.ac.uk/
mailto:lse.roombookings@lse.ac.uk?subject=Request%20Access%20to%20Room%20Bookings
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 Complete all the fields on the form beginning with entering the “Event title”, and click the BOOK 
button at the bottom of the form. Note: Your room booking will not be confirmed until you 
receive the appropriate notification from the LSE Room Bookings Office. 

 

3. Reviewing your Bookings 

 Click on My Bookings on the left hand menu to view your room requests and bookings in Month, 

Week, or Day calendar view.  Navigate through the calendar using the left and right icons. 

 Click on the booking to view full details of your booking. 
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4. Cancelling your Bookings 
 Click on My Bookings on the left hand menu.   

 Click on the booking. 

 Click on CANCEL BOOKING. 

5. Notifications 
 Once the LSE Room Bookings Office has reviewed your requested booking they will respond 

either confirming the booking or requesting more information.  

 Click on Notifications to display your notifications (which are also emailed to you).  

 

6. Logging out 
 To log out of Resource Booker click on the log out icon on the top of the dark grey menu field 

 (for Internet Explorer 11), and the LOGOUT button in Internet Explorer 10. 

 Click Yes. 

 Your session will also expire after a period of inactivity. 

7. Help Using Resource Booker 
 To access the full user guide, click on: User Guide 

 To contact the LSE Room Bookings Team, click on: LSE.roombookings@lse.ac.uk  

 

http://www.lse.ac.uk/intranet/LSEServices/IMT/ITProjects/roomBookingProject/home.aspx
mailto:LSE.roombookings@lse.ac.uk

