How to book a venue In
Infrastructure Module (IM)
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Step 2: Click on IM under modules
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Step 3: Read the instructions and click on ¢l Agree’

Read the rules before you start

The official Space Reservation Form must be completed, including all required
details:

- Event Title & Purpose

- Date(s) and Time (Start and End Time)

- Specific Space Requested (Hall/Room Name)

- Estimated Number of Attendees

- Equipment/Resource Needs (A/V, catering, furniture setup)
- Department/Contact Person and Cost Center (if applicable)

- Facility, CAIAS




Step 4: Click on the date for which you want to book the
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Step 5: Fill the details and submit
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Step 6: Booking created successfully
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