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! Problems? See reverse for 
troubleshooting tips.

How to book a room.

Go to: http://www.officeexec.com 
At the bottom click the blue button that says ‘Book A Room’ 
(or go directly to http://www.officeexec.com/booking)

2 Select your location

3 Select your room

4 Select an available time

1 Select a date

At the Login Screen provide your 
username and password.
If you have misplaced your password please email webmaster@officeexec.com

or ask your office administrator who will contact IT on your behalf

Use the date selection tool to pick the year, 
month and day. By default, today’s date is  
selected.

Choose the building you want to book. By 
default 1200 Bay is selected.

Choose the room you want to book.
By default the “Day Office” is selected.

Click on the white/gray area near the time you
want to make a booking. If the time is not 
available it will not be clickable.
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! Troubleshooting Tips

1. If all you see is a white screen try downloading the latest version of Flash Player. 

Here is the link: http://www.adobe.com/software/flash/about/

2. Ensure you have Javascript enabled

3. Try a different browser - sometimes browser settings will prevent default behaviour

4. Still having trouble? Email your specific problem to webmaster@officeexec.com.

? Frequently Asked Questions

Q: Will this work on my smartphone?

A: No, the current version is not optimized for the smart phone.  

Although it will work, it will be very difficult to navigate. 

Q: How do I get a username and password?

A: Your welcome email should have included your username and password. If you’ve lost it please   

contact your office administrator - who will contact IT on your behalf to retrieve it for you.

Q: I don’t have Flash - how can I book a room?

A: Unfortunately Adobe Flash player is required. The Flash player is available for free and is a simple 

install. We choose Flash as it would provide a unified user experience accross different browsers and 

operating systems. Alternatively, you can install the Google Chrome browser which has Flash build-in.

How to book a room.


