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HOW TO BOOK  
A MEETING ROOM OR  

PRIVATE OFFICE SPACE

1.	 Log into CREB®Link.

2.	 Navigate to the Room Booking page on CREB®Link.

•	 Type creblink.com/campus in your browser address bar and scroll until you see 

the Room Booking option in the navigation panel at the bottom of the page; AND

•	  Click Room Booking.

https://www.creblink.com/About_CREB/Administration_Governance/CREB_Campus/
https://www.creblink.com/About_CREB/Administration_Governance/CREB_Campus/Room_Booking/
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3.	 To book a room, either:

	 •	Use the room finder tool available on the Room Booking page, OR

	 •	Book a room by type, using the navigation panel at the bottom of the Room Booking page.
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4.	 Using the room finder tool on the Room Booking page, fill in your desired date, time,  
	 duration, and room type. 

5.	 Click Find a Room to narrow your search. 
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6.	 The available meeting rooms (or private offices) and times will populate the form.

7.	 Select the room you wish to book by entering your Meeting Name  
	 and selecting your desired time slot.

  

OR

IMPORTANT: 	The meeting name you select, along with your name,  
			   will be displayed on the CREB® Campus screens throughout the building. 

			   **Please ensure that your Meeting Name is professional. 
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9.	 Verify the information is correct and click Book Room to finalize your order.

10.	 You will receive a confirmation message when your request is submitted.

	 •	 Additionally, you will receive an email confirmation with a calendar invite  
		   for your booked meeting room. Please verify that you received this email.

		     o   If you don’t see the email confirmation in your inbox, check your junk folder.

11.	 For room bookings that have NOT been accepted, complete steps 1 to 9 again. 

12.	 To cancel your room booking, either:

	 •	Use the cancellation link at the bottom of the registration page:

		     o   Please note that this page will only be available immediately after your room booking. 

	 •	 Or, click the cancellation button in your confirmation email.

	 •	 You can also contact CREB® Member Support at info@creb.ca for help cancelling  
	     their room booking.

 

For any inquiries on booking spaces not available on CREB®Link,  
please email campus@creb.ca

8.	 If a private office or meeting room has been fully booked for the day, you will see the following warning message:

mailto:info%40creb.ca?subject=
mailto:campus%40creb.ca?subject=

