
9 steps to book lab facilities 
in the Animal Facility



1. OPEN A «NEW APPOINTMENT»

2. Type your subject

3 Set date and time for booking

4 invite attendee



5. Click on «to» to open adress book
6 start to type k1viv and the list of rooms  come up

7. Select the room you want to book



8 use «send» to send  request for room booking



9 Check your e-mail
A response is sendt you your email if the request was declined or accepted 



Check availability of a room



A use «room finder»

B select K1Vivarium rooms

C check on list of availibility

Set date and time you like to book



Select open kalendar

Select «room list»

Type «K1viv» and select the rooms you like to include



The rooms you select will know show in your calendar – as well as their availability


