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AMLF Booked reservation site user guide: 

1) Here is the URL to the Booked site:   http://amlf.cs.mcgill.ca 

Select ‘Change Language’ to set the interface 
language to one other than the default 
(English US): 

 

 

2) Log in with your McGill Username and 
Password: 

 

 

3) Select ‘My Account’>> ‘Notification 
Preferences’.  Set preferences to ‘Send me an 
email’: 

 

 

4) Select ‘Schedule’>> ‘Bookings’ to see the 
calendar:  

 

 

5) Click the icon that looks like a calendar next to 
‘Default’ to Show Navigation (click again to 
Hide):  

 

 

6) Select the date on the calendar for which you 
want to reserve:  

 

 

   

7) Find the row for the room you want, and click 
on the box that corresponds to your start 
time: 

 

 

   

8) Choose your ‘Begin’ and ‘End’ time.  Select 
‘Change’ to choose a different room, or to 
book more than one room at once.  ‘Repeat’ 
allows you to make multiple bookings 
according to a recurring pattern: 
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9) Fill out your reservation details: ‘Title of 
reservation’ MUST include the Subject, Course 
number, and Section number, e.g. FRSL 101-
001. 

 

 

Use ‘Description of reservation’ to list the 
activities planned for the class. 

  

Use ‘Add an internal comment/message’ to 
include information that will only be seen by 
the System Administrator.  ‘Instructor’, ‘CRN’ 
and ‘Name of the course’ should be left for 
the System Administrator to enter, and will be 
visible to everyone. 

 

 

10) Click on the ‘Create’ button to submit your 
reservation request: 

 

 

You will receive email updates on the status of 
your Reservation according to the preferences 
you set in step #3. 

 
 

11) Follow steps 4 through 7 to open a 
Reservation that you have already submitted.  
You may make changes, and then submit 
them for approval using the ‘Update’ button.  

 

 

12) Select ‘More’ to reveal the ‘Duplicate’ 
function, which allows you to make additional 
Reservations without having to re-type 
everything. 
 
‘Add to Calendar’ adds the Reservation to 
your Outlook calendar.  
 
‘Delete’ allows you to Remove (i.e. cancel) the 
Reservation. 

 

 

 

 


