
Skedda: Booking System Tutorial 
 

Step one: click on either of the links below 

- for odd-numbered practice rooms  
- for even-numbered practice rooms  

 Step two: log in 

- click on log in with Microsoft 
- enter your University email, name@louisiana.edu and password 

 

- you may encounter this screen, and will need to Accept to proceed 

 

 

mailto:name@louisiana.edu


Step three: book a room 

- click on date, time, and room on the grid  
- OR use the + sign in the lower righthand corner 

 

Step four: follow the prompts in the pop-up screen 

- note: students can only implement a recurring booking within a 2-week period 

 

 



Step five: confirm your booking 

- note: the program will automatically apply a 30 minute “buffer” before and after the booking (to 
encourage social distancing and air purification)  

 

- note: using this pulldown menu, you can select different views 

 

- note: use these arrows (lower lefthand side) to “toggle” between the two sets of rooms (odd-
numbered rooms and even-numbered rooms)  

 

- note: use this icon to edit your profile  



Additional Notes:  

- For your safety and the efficiency of study, please book rooms on Skedda rather than “drop in” 
- You must observe the 30-minute buffer in between uses – this is for everyone’s safety, and 

violations may be met with serious consequences 
- Do not share these links under any circumstances 
- Do not use the practice rooms for non-music remote course meetings 
- Students can book spaces up to 14 days in advance: if you need permission to book further ahead, 

contact Dr. Bixby or Dr. Bradford for help 
- The rule to resolving room conflicts, for the time being, is “Skedda wins” – this means whoever has 

booked the room in advance gets the space 
- Check out how to bookmark the scheduling page on your mobile device 
- Please return to Skedda to CANCEL any booking if it’s no longer needed 

 

We need your help to test and evaluate this system. Please reach out with questions or helpful comments 
as we move forward with Skedda this semester. Thank you! 

Dr. Bixby (kelly.bixby@louisiana.edu)  

Dr. Bradford (wesley.bradford@louisiana.edu) 

 

 

 

 

https://support.skedda.com/en/articles/812494-is-there-a-skedda-app

