
How to book a room 
on the Professional Learning and Events Calendar

The Professional Learning and Events Calendar website is located at http://plec.ed.act.edu.au/eventsmenu.aspx and documentation, including this guide, is located at http://www.det.act.gov.au/teaching_and_learning/professional_learning.

Begin your room booking by selecting “Search for an available room” under the heading “Room Bookings at the Hedley Beare Centre for Teaching and Learning”. 
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You will be taken to a screen summarising the requirements for a room booking. Ensure that you have information such as events dates and title, audience numbers and equipment requirements. Ensure that the event title selected with the room booking corresponds to the one that will be used in creating the event.

When ready, select the “Next” button. You will be taken to a screen where you indicate whether the booking relates to an ETD-hosted event, and where you provide the event title.

Select “Next” again. You will be taken to the “Book Room” screen that room options. Select the required room from the drop-down and select your requirements including setup instructions and equipment requests.

When completed, select “Save booking”.
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