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Section A: Create your Room Booking Base and Tables
This section creates the Workspace and tables.

1. Click on the + icon next to the workspace menu item

» o Airtable Q Searct

(A Home

All Workspaces

¢ Starred v
Created time v All organizations and plans v

~> Shared
- Workspace FReEPLAN - UPGRADE

o Workspaces ;) >

Create 3 workspace

2. Change the workspace name to: Room Booking

> Ail’tdb|e All changes saved Q Search
() Home
[Room Booking ]
<7 Starred v

. : ast opened v
Your starred bases, interfaces, and
waorkspaces will appear here

|? Shared

o workspaces + >

3. Click on the create button at the bottom left of the screen

» 1 Airtable Q Search

(N Home -
Room B00k|ng FREE PLAN + UPGRADE

vy Starred v
Last opened v

|« Shared

R Workspaces +

This workspace is empty

Apps in this workspace will appear here.

Create

[P Templates and apps
) Marketplace

& Import

| T




4. Select Build an app on your own

How do you want to start?

Workspace: Room Booking

Build an app with Omni  ~ex

Use Al to build a custom app tailored to your
workflow.

Build an app on your own

Start with a blank app and build your ideal
workflow.

5. Click on the base name “Untitled Base”, change it to “Room booking”

+,
' Upgrade

a Roocin Booking ~ Data Automations Interfaces Forms
Tools v
Room BOOklng W er (=) Group 1T Sort &, Color = [ Share and sync Q
me 2= Notes Q. Assignee
v Appearance
Color lcon
. oy A R A0 0 0
> Base guide
6. Click on + Add or Import
a Room Booking ~ Data Automations Interfaces Forms b0
Table 1 ~ ~ + Add or import
= B Gridview v & Hide fields = Filter E Group 1T Sort
A Mame £ Motes 2, Assignee () Status

+ Create new..
Q Find aview

EH Grid view




7. Select CSV File

a Room Booking

Table 1 v + Add or import

= B Gridvie

Add a blank table

Start from scratch
ime

+

Create new...

Build with Omni

Mewy table
B Grid view
Mew table with web data Beta

Add fram other sources

»a  Airtable base a Team

I o csviile I

Google Calendar a Team
Google Sheets
Microsoft Excel
Salesforce a Business

Smartsheet

8w ¢4 @ ¢ 0O

26 more sources.. >

8. Click on Brose File

£ Local Files
& Lirk (URL)
) Google Drive
@ Onelrive
box Box

3# Dropbox

Dropfiles here olfbrowse files

9. Select the Booking.csv file you have downloaded to your local folder.

Mame ~  Date modified Type Size
D Booking.csv 20/11/2025 2:36 pm Excel.CSV 1 KB
D Room.csv 20/11/2025 2:38 pm Excel.CSV 1KB

D TimeSlot.csv 20/11/2025 2:38 pm Excel.CSV 1 KB




10. Click on Upload 1 File

2 Local Files Clear all files 1file selected

& Link (URL)
# Google Drive
4@ OneDrive
box Box

¥ Dropbox

Awvailability.csv
4.4 KB

Upload 11ile

11.  Click Next

Import your file
Where do vou want to import into?

<+ Create a new table W

Cancel

12.  Click Import

Create a new table in Room Booking

Here's the dala you're importing—check to make sure it's right or let us know if samething laoks wiang,

= Room =] Date ) Time Slot © SlotLabel i= LinkedBoo.. -~ A= IsBooked @ Is Available 4= |5 Availabl...
MesetingRoom A 2025-11-19 T$-0900-1000 09:00-10:00 No Available IF({ls Booked)="...
MeetingRoom A 2025-11-19 T$-1000-1100 10:00-11:00 No Available IF({ls Booked)="...
MeetingRoom A 2025-11-19 T$-1100-1200 11:00-12:00 No Available IF({ls Booked)="...
MeetingRoom A 2025-11-19 T$-1200-1300 12:00-13.00 No Available IF({ls Booked)="...
MeetingRoom A 2025-11-19 T5-1300-1400 13:00-14:00 No Available IF({ls Booked)="...
MestingRoom & 2025-11-19 T5-1400-1500 14:00-15:00 No Available IF(jls Booked)="...
Meeting Room A 2025-11-19 Ts-1500-1600 15:00-16:00 No Available IF(fls Booked)="...
Meeting Room A 2025-11-19 T3-1600-1700 16:00-17:00 No Awvailable IF(fls Booked)="...
MeetingRoom & 2025-11-19 TS-1700-1800 17:00-18:00 No Available IF({ls Booked)="...
Meeting Roomn B 2025-11-19 T5-0900-1000 09:00-10:00 No Available IF(fls Booked)="...
Mesting Room B 2025-11-19 T5-1000-1100 10:00-11:00 No Available IF({ls Booked)="...

All Fields w & Other settings v

Cancel




13. Change Imported table name to “Booking”

E Room Booking v

Table 1 Imported table ~ v + Add or import
= E
® Import data >
+ Cr
I & Rename table
4B Hide table
B G . hanage fields A Team

(3 Duplicate table

@ Configure date dependencies a Team

@ Edit table description

(3 Edit table permissions a Team

X Clear data

@ Delete table

14. Repeat step 6 to 13 for Room.csv and Time Slot.csv and rename table accordingly.
15. Click on dropdown list on Tablel and select Delete.

Note: Tablel is a default table created automatically by Airtable. We can safely delete it
once we have created our tables.

a Room Booking v

Tble1~  Bocking Room | TimeSlet v  +

@ Import data >
A Name

¢ Rename table
& Hide table

= Manage fields & Team

Duplicate table
2 Configure date dependencies A" Team

@ Edit table description

) Edit table permissions A Team

X Clear data

I [@ Delete table I




Section B: Change Primary type & Update Table Relationship
This section is to make sure important field types and primary keys are set correctly
1. Select Booking Table, click on the + at the right of the table column header.

| © Status I + I

A

‘ Q | ind a field type ‘ @

& URL

H# Number

S Currency

% Percent

@ Duration

77 Rating

@ Rollup

Count

& Lookup

B3 Created time
£% Last modified time
£, Created by

Ly Last modified by

il Autonumber

2. Enter “Booking Ref” as the field name

3. Enter the formula below in the formula column and click “Create field”
"BK-" & DATETIME FORMAT (CREATED TIME (), 'YYYYMMDD-HHmm') & "-" &
RECORD 1ID ()

nail (=) Status I + I

Etooking Ref

4. Formula v
Compute values based on fields. Learn more

Formula Formatting

“BK-" & DATETIME_FORMAT(CREATED_TIME(),
“YYYYMMDD- HHmm ') & "-" & RECORD_ID()

A
Preview for Meeting Room A : BK-20251120-0644-recHFUL2bZNSVWaP

Create formula with Al

+ Add description Cancel Create field




4. Click in the dropdown arrow in Room field and select Change primary field
A Room Name 2= Time Slot

& Edit field

(? Duplicate field

=3 Insertright

[& Change primary field

& Copy field URL

5. Select Booking Ref and click “Change primary field”

Change the primary field )

Primary field

£« Booking Ref v

Cancel Change primary field

6. Click on down arrow in Room Name field and select “Edit field”
7. Select “Link to another record”

A Room Name {5 Booking Date £ Tin|

Room MName

Q tiu'u d a field type ®

I 2= Link to another record I

A Single line text

I

Long text

[ Attachment

@)

Checkbox

I Multiple select

) Sirale select

+ Add description Cancel m

@ Autornate this field with an agent @ Corwert




8. Select Room and click Save

A Room MName & Booking Date £ Tin
Room Mame
< Back ' ind a table or data set to link record

=+ Create anew table

Booking

Room

Time Slot

+ Add description Cancel
u Automate this field with an agent @ Convert

9. Set “Allow linking to multiple record” to inactive

A Room Mame & Booking Date £ Time §
Room Mame
== Link to Room v

Link to records in the Room table.

Allow linking to multiple records Set Inactive

Limit record selection to a view
Filter record selection by a condition (2 A Team

Use Al to show top matches when selecting arecord <> New

+ Add description Cancel

10. Click Confirm changes.

Are you sure you want to convert to this field
type?

Conwverting to this field type may clear cell datain this field.

Pressing CTRL Z will undo changes to the field.

O Dor't show this message again

Caricel Confirm change




11.  Click Skip when prompt for lookup field

e
Es

Add lookup fields?

Lookup fields show data from linked records. Sele

fields from Room to add them as Lookup fields in thi

Q Find a field
£ Room Mame

Capacity

ED #

Location
£ Photo

A Booking

Select all  Clear all

L) Don't show again

12. Click on the down arrow in Time Slot field and select Edit field.
AT Time Slot LT Booked By

Iﬁ Edit field I

@ Duplicate field

&  Insertleft

=2 Insertright

13. Select Link to another record

2= Time Slot = Booked By = Enf

Time Slot

I = Link to another record I

A single line text

Long text

Attachment

O

Checkbox

)

i Multiple select

) Sinale select
=+ Add description Cancel

@ Automate this field with an agent @ Corwert




14. Select Time Slot table

= Time Slot 2= Booked By = En

Time Slat

¢ Back Find a table or data se

=+ Create a new table

Existing tables

Booking

Room

Tirne Slot

+ Add description Cancel
@ Automate this field with an agent @ Convert

15.  Set Link to multiple record to inactive

2= Time Slot 2= Booked By 2= Email
Time Slot
= Link to Time Slot v

Link to records in the Time Slot table,

Allow linking to multiple records Set inactive

Limit record selection to a view
Filter record selection by a condition (2) A Team

Use Al to show top matches when selecting arecord < Mew

-+ Add description Cancel

16. Click Confirm changes when you see this window.

Changing the field type will impact 1
dependency and could delete this field’s data in

some records.

Interface elements (1) »

Extensions and APIs relying on this field will also be impacted. Pressing CTRL £ will undo
changes to the field, but changes to dependencies can't be undone,

D Pause alertfor 1 hour v

Share feedback Back to configuration Confirm change




Click Skip when prompt for lookup field

X

Add lockup fields?

Lookup fields show data from linked records. Select specific

fields from Time Slot to add them as Lookup fields in this table.
nd a field
= SlotMame

= StartTime

= EndTime

Select all  Clear all

O Don't show again m

Click on the down arrow button in Status field, select “Edit field”

) Status D +

& Edit field

Duplicate field
Insert left

Insert right

Add in Pending and Cancelled status in the options and set their colours accordingly
© Status +

Status

@ Single select v

elect one pradefi

ption from alist, or prefill each new ce
with a default option

Options

& Color-code options 11 Alphabetize
w  Confirmed ®
v Waiting List X
v Pending X
v Cancelled %
(+) Add optior

+ Add description Cancel

@ Automate this field with an agent © Corvvert




20.

21.

Click on Room table, click on the down arrow in Photo field and select Edit field.

™ Room Booking v

= £ Gridview v

£ Room Name
1 Meeting Room A

Meeting Room B

Training Room

Conference Room

Table1 = Booking Room Time Slot | v +

# Capacity

20

20

[ Location
2001-01-01
2001-01-01
2001-02-01

2001-02-01

00:00

00:00

0000

00:00

Data Automations Interfaces Forms

O pPhoto

<= Booking
& Editfield

Duplicate field
& Insertleft

Insert right

[ Summarize attachment

@  Extract title from attachment

& Hide fid

Change the field type to files and format to attachment. Then click save. And now you

can attached image to Room.Photo field.

O Photo 3= Booking

Photo

D Attachment

Add images, documents, or other files to be viewed or

downloaded.

Format

o9 Files

View and comment on individual files,

+ Add description Cancel




Section C:

Steps:

User Booking Interface (Calendar)

1. Click Interfaces at the top

a Room Booking v

Booking Roorr ~

Data Automations

+ Add orimport

& Grid view

Interfaces JForms

& Hide fields = F
+ Createnew. ## B.. mMName(from.. & Start Datetime f& End Datetime © Book...
1 jRoom A 2025-11-20 09.00 2025-11-20 105 Alice
Q. Find aview
2 jRoom A 2025-11-20 11:00 2025-11-20 12:30 Bob
&8 Grid view 3 jRoom & 2025-11-20 1400 2025-11-20 15:45 Carol
2. Select Build it yourself
Data  Automations Interfaces Forms
Visualize and act on your data with Al
Build easy-to-use interfaces that make even complex workflows sim ple—for
Try building with Al
3. Select Build an interface, then click Next and Next again
How do you want to start? X

=1

Build an interface

Manage and share end-to-end workflows wi

team

Build a form e

with your Quickly collect data from a broad audience, even

outside of Airtable

4. Name your interface “Room Booking (User View) & click Next

Bl &t 2 0omaddo ¢ o
58 M908 H®O0B & ¥ &
& ¢ @ 0O D OB @0 ¢ =

Name your interface

Interfaces are meant to be shared, so choose a name your
team can reference.

Roorm Booking (User View)




5. In Choose Layout, select Calendar & click Next.

Layouts are an easy way to get started by guiding your n and workflow, Layouts are chosen once at the start of your workflow,
. List i o st
2z
Organize and priaritize.
Alrscords  BoadNTS Anmstes [
g8 Gallery SR— Locaten st
Visualize image-heavy records. Thwe Wirvetorm Toam ai Work Beardt BTS B4 Warme By Hawad Cieared
Surt vuns Porec Procmet iunch azas [
Kanban
C[]j Organize records into columns. e Sea— T
Liesnye e o negotisnces
& Calendar T okt awed
Show events by month, week, or day. oot Wit Svrfing Champloniion el ey Cous Res [~
Tha Finad Fromtier of Surfing Education T e I Pt
cl Timeline & Team
& — pas —
Visualize data across time,
0 Beart BTS s nnegotistors
Custom Tha Surtboard, Uniathed Prouct launch s Babi n regatiatern
@ Choose a custorn interface extension
Form
Create new records.
Dashboard
Bal  High-level view of your data using
summaries 8 charts.
Overview B Desktop 0 Mobile
® Highlight impartant pages and resources

6. In Connect to table window, make sure Table is Booking, Start date field is Booking Date
and click Finish.

Connect to a table »
Connect your layout to a table,
Table
Fitlr Sat Q
Booking v Booking
November 2025 € > B redy  wom B Ses mestiegn
Start dal o . - - . . .
B Booking Date v 7 q o
E 4 £ & 7 L] @
0 1 12 13 " 1% 16
L ® 19 (0] n 22 23
BE-20257120-0644- e BK-20251120-0644-1ac
2 F 26 E = El 30
% boatings
Ba(k




7. Click on the Filter or Search icon on the top right of the booking interface
8. Under User Filters, Elements, select dropdown
9. In Dropdowns column, select Room

Page
|2 Share interface
Title Room Booking
Data
E Source Booking v
Filter by Mone &
] Today Week See bookings =
> LN
23 Appearance
= Show description
I Visualizations ~ Calendar &
User filters
Elements ® om (o)
Dropdowns &

10.Under User actions, set search and Add records through a form to active.

User actions

arch o
Filter
Group
Add records through a form [ &)
Buttons Add booking &

11. You can adjust the calendar to show weekly view instead of monthly view.

Page > Calendar X
3 Booking.csv v
Data
Booking
Room MName Q Filter by Mone &
Nov 17 - Nov 23 < B Todsy | week v [ Seebookings =
ort by None ¥
Mon Tue Wed Thu Fri Sat Sun
17 18 19 20 21 22 23 Fields visible &
BK-202511...  BK-202511..  BK-202511 Labe! 1 visible &
BK-202511...
Label image None
BK-202511...

Appearance

Color Status &

User actions

5 bookings




12.You may also turn on the “Click into record details” to enable user to see the booking
details when clicked on any booking. (Optional)

Fage » Calendar
Data
Mone &
ite settings Date settings &
Mone v
1 visible &
1 wisible &
abel image MNone
Appearance
Status &
User actions
rds inline
nt & ©

13.Click Publish before we move on to create the Add Booking interface

D %° Upgrade [} Launch | Share

terface has unpublished char ges « Last pub lished Mow 20, 2025 Publish Share interface

Page » Calendar

1 Shareinterface Q e

Data
Add booking i
SO Ce
Q Filter by MNone &

Note: Only paid plan users can make record coloring and set start & end time bar on
calendar view.




Section D: Create the New Booking Form
Steps:

14. Click on the Add Booking button on Booking Calander Interface.
15. Make sure Action is set to Open Record creation form and click Edit Form

Page » Button

|2* Share interface

Label Add booking

Q Action

Openrecord creatio..

Hay Week ~ See bookings =

) Data
23 Source Booking =
&
I Forr Booking Form v
& Edit form

16. A Room Booking Form is created. Click Create

Booking Form

Meeting Room Booking

Room

—+ Add room
Start Datetime

wyyy-mm-cld hkmim
End Datetime:

- -cld hhmm

YD) Clear form

Note: You must Publish the Calendar view before you can create the Add Booking Form.



