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Step 1: Click on the 9 dots



Step 2: Click on IM under modules



Step 3: Read the instructions and click on ‘I Agree’



Step 4: Click on the date for which you want to book the
venue



Step 5: Fill the details and submit



Step 6: Booking created successfully

Once the booking is created,
the Facility In-Charge will
review the booking details

and either confirm or reject
the request accordingly.


