
 



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 

 

2. Change the workspace name to: Room Booking 

 

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

 



4. Select Build an app on your own 

 

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

 

6. Click on + Add or Import 

 

  



7. Select CSV File 

 

8. Click on Brose File 

 

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

 

  



10. Click on Upload 1 File 

 

11. Click Next 

 

12. Click Import 

 

  



13. Change Imported table name to “Booking” 

 

14. Repeat step 6 to 13 for Room.csv and Time Slot.csv and rename table accordingly. 

15. Click on dropdown list on Table1 and select Delete.  

Note: Table1 is a default table created automatically by Airtable. We can safely delete it 
once we have created our tables. 

 

 

  



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. 

 
 

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_ID() 

 

 
 

  



4. Click in the dropdown arrow in Room field and select Change primary field 

 
 

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

 
 

6. Click on down arrow in Room Name field and select “Edit field” 

7. Select “Link to another record” 

 
 

  



8. Select Room and click Save 

 
 

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

 
 

10. Click Confirm changes. 

 
 

  



11. Click Skip when prompt for lookup field 

 
 

12. Click on the down arrow in Time Slot field and select Edit field. 

 
 

13. Select Link to another record 

 
 
 

  



14. Select Time Slot table 

 
 

15. Set Link to multiple record to inactive  

 
 

16. Click Confirm changes when you see this window. 

 
 

  



17. Click Skip when prompt for lookup field 

 
 

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

 
 

19. Add in Pending and Cancelled status in the options and set their colours accordingly  

 
 

  



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

 
 

21. Change the field type to files and format to attachment. Then click save. And now you 
can attached image to Room.Photo field.  

 

 

  



Section C: User Booking Interface (Calendar) 

Steps: 

1. Click Interfaces at the top  

 
 

2. Select Build it yourself 

 

3. Select Build an interface, then click Next and Next again 

 
 

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

 



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

 
 

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

 
 

  



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 

 
 

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

 
 

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

  
 

  



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) 

 
 

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

 

 

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 

 
 

16.  A Room Booking Form is created. Click Create 

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

 


