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Book a Study Space  
CMISGo Room Booking Guide 
 

Step-by-step guidance on using the CMISGo room booking system to book a study space. 
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1. Logging in to book a room 
 

Login to the Student Hub: https://abdn.ac.uk/studenthub  

 

 

 

 

Click the red 'Book Study Space' button on the top right of the screen. You’ll be redirected to the 
Terms and Conditions for booking a room. Please review these and select the button ‘I agree to 
these terms’.  

 

 

 

 

 

 

https://abdn.ac.uk/studenthub
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This will take you to the room booking landing page titled Timetable. From this screen, you will 
be able to get an overview of your existing booking in the timetable view, which can be 
configured to show your scheduled bookings by day, week or month. 
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You can use the back and forward arrows to move in time or use the ‘Go to date’ button 

 

2. Find and book 
To search for room availability, click on the bookings tab on the top left corner of the page and 
select ‘Find & Book’. 

 

This will open the below window. From this page, follow the steps to your booking confirmation. 
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Step 1: Where 
The number of attendees field is mandatory. To see all rooms available, leave all other options 
blank. If you have more specific preferences you can select these using Site, Zone etc.  

Note: Being too restrictive will limit the available rooms returned. 

 

One you have entered your search criteria, click on the ‘Next’ button to proceed. 
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Step 2: When 
From this screen, select your start and end time and the date 
required. 

Note:  

• Rooms can only be booked 7 days in advance  
• Students can only have one booking at a time 
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Step 3: Select a room 
You are now presented with a list of available rooms matching 
your search criteria. 

Click on the + button to view additional room details 

 

Select the + icon for addition information and an image of the room, if this is available.  
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These bookings will be flagged to the central room booking team for approval. A confirmation 
email will be received upon approval. 

 

Select your preferred room by clicking the row for the room. The row is highlighted in a darker 
shade of grey. Click the ‘Next’ button to proceed. 

 

Step 4: Add contacts 
The contact selected field is automatically populated from your user ID used to log in. 
Therefore, where possible, students should book rooms by logging in with their own username.  

Click on the ‘Next’ button to proceed. 

 

 

Step 5: Book 
This is the final step to your booking. To proceed you will need to add a Name & Reason for your 
booking. 

This screen also gives you a booking request summary based on the criteria entered in the 
previous steps. 

If you are satisfied with the information displayed on this page, click on the ‘Book’ button to 
proceed. 
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Step 6: Booking confirmation 
You have successfully made a booking! A booking reference is automatically generated. A 
confirmation email is sent automatically to person booking.  
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3. Manage bookings 
To retrieve your booking, click on the ‘Bookings’ tab and select ‘My bookings’ 

 

This will display all your existing bookings 

 

 

 

From this page you can manage your bookings. Select your booking by ticking the box on the left 
of your booking. 

 

 

Cancel bookings 
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To select a booking, click on it. You can then cancel your 
booking by clicking on the ‘Cancel’ button at the bottom of the 
page. 

 

A pop-up window will ask you to confirm that you wish to cancel this booking. Click the ‘Yes’ 
button to confirm or ‘No’ to revert back. 

 

Your booking has been cancelled and its status has been updated in the status column. 
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Please note: bookings cannot be amended. If you need to modify your booking, cancel and re-
book it through the ‘Find & Book’ process demonstrated above. 

 

4. Help & support 
You can find more help on how to use CMIS Go by clicking on the ‘Help’ tab on the top right 
corner of the page. 

 

Click on any of the contents tabs to the left to learn more. 
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