How — to Guide for departments booking bed and breakfast accommodation
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Accommodation

Partners. Venues Address

- — Click on the UoY Staff and Students drop down box and select ‘Internal Accommodation’

- — Click on ‘this link’
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Keep It On Campus Bed and breakfast

We've simpified the process for intemal bookings. This process s for anyone booking with an intemal workorder
Here's a quick guide before you head 1o the login page

« Your department should have been sent a username and password 10 ogin 1o the internal booking page. You'll
need this before you head to the next page so If you don't have this, give us a call on 01904 328431 or request
an information pack from conferences@york ac.uk

« When booking on behalf of someane else, please use your name, you'l be asked o enter the name of the
person staying In the room kater In the booking process

« Please enter your workorder into the ‘Additianal Information’ bax (a booking can't be fully confirmed unfil a
correct workorder Is entered)

+ Once confirmed. you' automatically receive confirmation and some useful information about your booking. If
the booking In't for you, you may wish {0 forward this 10 your guest

Note: The rates you will see are inclusive of VAT. VAT will be removed when the intemal recharge takes piace.
uniess you are staying at Fragiag House. Frankiin House Is an external company and therefore we cannot walve
VAT

dy to book? Follow

Bed & Breakfast

Subscribe to Newsletter

Check Availability
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Internal Bookings
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-. Enter arrival date & the
correct number of nights & guests

2 (optional)

The University
> of York
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Internal Bookings

Tuesday 04 March 2014 for one night

£ ) ey e

copic @  Available Price per night ©

- Select the accommodation

block & number of rooms required

Avalabiry correct as of 15:05 on 21 Fabruary 2014,
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Internal Bookings

BEEBIA Check that the booking

I [ ey e
summary is correct

£52.80

My basket (one booking)

Bemove bookng >
anctne:

bookng here >
Total price: £62.80

his
he &

the total price that you wil pay, and in

5 8l booking fees and taxes where appicatle
| amount of tax inchided In the above price is 23,80

Continue wih my booking
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Post pode'or ZIP code;

- Enter your details as the

Tesephone

booker -

Sepeat ema:
Car ragistration:
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Information about your group £ [ ey e

Peopie aged 10 or under
People sged 11 - 11

Peaple sged 18 ar over

I disatied sccwns requied?

BEEBIS Enter Work order number
here
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dnesday 5 March 2014

BEEBNIE £nter the name of the

guests that will be staying
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- Arrival time if known
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Confirm your booking

@ ihave read akthe nformatin regarding Frankin Mouse Universey of ver
< 1agres to the Terms and Condilions

Total price: €52.80
This s the total price that you wil pay, and nciudes all beoking fees and taxes where agpicable

The total ameunt of tax eludsd 7 the sbove price is €3

Booking summary

Franklin House, University of York —£52.80

4 March 2014 - Wedneaday § March 2014 (1 night

Q
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Subrit buaking >

- Confirm the booking &

confirmation email will be sent to
the email address provided



