Restrict bookings to fixed time slots
Turning on a fixed step replaces the free timeline with a list of slots: people pick 9:00 or 11:00 and nothing in between. The step is set per time range on the Booking hours schedule, and it switches suggestions off.
2026-08-25   ·   https://offision.com/help/en/booking/restrict-bookings-to-fixed-time-slots/
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With a step set, a booking can only start where a slot starts — and a slot somebody already holds is closed.
Before you start:
The rooms must already carry a Booking hours schedule. If they do not, set
one up first — Business hours covers
creating a schedule and applying it to resources.
1. Turn the restriction on
The step lives on the schedule, not on the booking policy — so a room follows
the grid as soon as the schedule it carries has it turned on. Nothing else has
to be paired with it.
Where in Offision: admin app → booking/business-hour (Booking hours)
Select the schedule those rooms use and choose Edit. On its Settings
page, above the week timetable, turn on Restrict booking start times to fixed
steps.
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The Settings page of a schedule, with the restriction turned on.
Turning it on reveals a second choice, External bookings from Outlook /
Google Calendar. Meetings that arrive from a synced calendar were made in
somebody else's client, where the grid does not exist, so Offision has to be
told what to do with one that does not line up:
1. Allow — sync it as it stands. The grid governs bookings made in Offision
and lets the calendar keep its own.
1. Decline if unaligned — refuse it. Use this where the grid exists because
something downstream depends on it, such as a cleaning round between slots.
2. Set the step on each time range
The switch says bookings must start on a step; the Week timetable says what
the step is. Click an open period on the timetable to open its editor, turn on
Enforce fixed intervals, and set the Allowed step in minutes.
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A time range's editor, with a two-hour step.
The step belongs to the range, not to the schedule, so each drawn period
carries its own. A morning drawn 09:00–13:00 can step every two hours while an
afternoon drawn 14:00–18:00 steps every 30 minutes, and a range left without a
step stays free even while the rest of the week is on the grid.
Two things the step does not do:
1. It fixes the start, not the length. Slots run from the start of the range,
so a two-hour step on a range opening at 09:00 offers 9:00, 11:00, 13:00 and
so on. A longer booking is made by taking several slots in a row, which is why
the lengths on offer are always multiples of the step.
1. It is checked per resource. A booking that holds two rooms has to satisfy
the grid of each of them, so two rooms on different steps only share the times
both allow.
3. Suggestions turn off
A schedule can offer Suggested time slots instead — the same idea, but
advisory: "Predefined slots shown as hints when booking — they are never
enforced." The two are alternatives, and the restriction wins.
That holds for the company-wide grid as well. A restricted room does not fall
back to it: its own enforced slots are what people get, and the
company-wide suggestions reach
only the rooms that are not restricted.
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The Suggested time slots page while the restriction is on.
You cannot have both:
While the restriction is on, the Suggested time slots page says so and accepts
nothing: "Suggested time slots are unavailable while booking timeslots are
restricted. Turn off the restriction in Settings to add suggestions."
Suggestions the schedule already held are discarded on the next save, so
turning the restriction off again leaves an empty list rather than the old one.
Write them down first if you may want them back.
4. What people see when booking
Picking one of these rooms replaces the free timeline in the booking form with
a list of the day's slots. There is no way to type a time that is not on it.
[image: ]
The booking form for a room on the grid: a slot list, not a timeline.
Each row is one slot, with its length beside it, and the date it belongs to sits
above the list with arrows either side. A slot somebody already holds is greyed
out and reads Occupied where its length would be; a day with nothing left
says No available slots. Slots that have already passed drop off as the day
goes on, so the first row is always something still bookable — which is why the
morning is missing from the shot above.
A longer booking is made by dragging down the list: the rows you cross are taken
together, and the form's period grows to cover all of them.
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Two slots taken together, for a booking twice the step.
A time that came from somewhere else — a synced calendar, an older booking
being edited — is refused rather than rounded, with the room named and its step
spelled out in minutes: "Huddle Space only allows booking start times every 120
minutes."
5. On the calendars
Both calendars draw the grid behind the bookings, as faint bands, so a room on
a step is recognisable before anyone opens a form. Selecting time by dragging
snaps to the bands.
Where in Offision: admin app → booking/calendar (Management calendar)
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The management calendar, with the slot bands behind the day.
The Resource calendar in the user app draws the same bands.
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The Resource calendar in the user app, on the same room.
Two details to expect there:
1. The bands need a time axis. The list view, the month view and the week and
month schedule views have none to draw them against, so they leave the bands
out rather than draw them wrong.
1. A band under an existing booking is not drawn. The booking already covers
that time, so a second grey block behind it would only be visual noise —
which is why an occupied slot looks empty of bands rather than greyed.
Hours the schedule closes stay grey on both calendars, as they always were.
Show full day widens the axis past the open hours; the slots do not follow,
because there are none outside them.
6. Check it worked
Sign in as an ordinary user, open the booking form and pick one of these rooms.
The picker should be a list of slots rather than a timeline, and the times on
it should be the step apart. If a timeline appears instead, the room is not on
that schedule — check the room's Business hour field — or the schedule
carries the switch but no range on it has an Allowed step.
bfe2cfb7a893ff9157392fc0929b454f7a155bec.png
Slot hours

Set when resources are open for booking,
sync public holidays, and apply this
schedule across resources — changes take
effect the moment you save.

Settings >
& Holidays )
Q  Suggested time slots >

@ Information > ®

APPLIED RESOURCE Suggested time slots are unavailable while booking

timeslots are restricted. Turn off the restriction in

o1 Rooms 1 Settings to add suggestions.
TR Desks o

Ci Equipment o

P Parking space 0

T Delete

|




440046385a0bd9562ac678539fd6688867204710.png
y

Book a room

T

L

Add title

19, Aug (Wed) 1:00 PM - 3:00 PM

Huddle Space

Add online meeting provider

Invite attendees.

Meeting notes

single

Recurring  Series

® Private

19, Aug (Wed)

al

1:00 PM

0PM

3:00 PM - 5:00 PM

5:00 PM

7:00 PM

<

>

2hours

2hours

Occupied




6bedc1b905b9e7d91fb912dd8a4cce15b6c5c151.png
y

N
Book a room Snge  Recurng  seres 19, Aug (Wed) < > X

T Addtitle ® Private
100 PM - 3:00 PM 2haurs
19, Aug (Wed) 1:00 PM - 5:00 PM v 3:00PM - 5:00 PM 2haurs
5:00 PM — 7:00 PM Oceupied
[ Huddle Space

O Add online meeting provider

Request service (1 Option)

2. Invite attendees.

@

Meeting notes

\




d2d91a20a51eb44a10065cdd9e11b906b0287f1d.png
Management calendar Bimeert 19 Aug (Wed) > Q & Dailyschedule v

Calendar view of all reservations in the office.

Huddle Space

Gotoday — Aug < > W B

s M T w T F s

» Now

14 15

16 17 21 22 300pM

23 24 25 26 27 28 29

30 31

400

ResouRCE A
[0 Rooms v
TH Desks S00PM I siot demo.
500 PM - 7:00 PM

LB Equipment © oy Chan
P Parking spaces e

@ Other resources.

Q Huddle X

LOCATION ~

All v

& =

© Underground





7dc122d67b2b8b77a7332bf00c7d05ed70c29f5e.png
Resource cal B Today < 19, Aug (Wed) > Doy v | ORooms v ¥ |

Huddle Space

> Now

300 PM

S00PM I siot demo.

5100 PM - 74
My booking

600 PM

7:00 PM





a51dc806d895e4a07adf2dc383d0dc686923b009.png
(© Restriction off — any minute of the open hours

[
L 4

9:30 booked

9:00

B Restriction on — allowed step 2 hours

==
’

Lo
| -9 !

A .

~———

9:30 refused

I
9:00 11:00
|

11:00 booked

13:00
Occupied

[ ]
=v

15:00

19:00

17:00

¥




ddf63cf1982a4cf5b17636fef2c4b0662c466711.png
4 5

Slot hours

Set when resources are open for booking, 2 o Slot hours

sync public holidays, and apply this

schedule across resources — changes take @ Time zone e e e
effect the moment you save.

Restrict booking start times to fixed steps.
Settings > R e e B L S )
B Holidays o External bookings from Outlook / Google Calendar
€3 Determine how to hande exteral calendar invitations that do not match your  Decline if unaligned  ~
standardized time siots.
O  Suggested time slots >
Week timetable
@ Information > Drag on a day to draw an open period. Click an open period to fine-tune.
SIE Sun Mon Tue ‘Wed Thu Fri Sat
(ARELEDIRESOURCE, ® Open ® Open ® Open ® Open ® Open ®Open ®Open
0600
M1 Rooms 1
o700
TH Desks ) 0800
0900
C§ Equipment o
U =aeke 1000
P Parking space o 1100
1200
1300
sooam f| sooam W sooam J soo0am ™
1400 | | |
700PM ooem [ 700em 00 PM o
1500
1600 -
T Delete

|




eae568ba44a3a32c5fcf9466037b5ecde8c8a2c7.png
X
Slot hours @ Time zone Hong Kong Standard Time  ~

Set when resources are open for booking,
sync public holidays, and apply this
schedule across resources — changes take
effect the moment you save.

_, Restrict booking start times to fixed steps
= When on, bookings can only start on the configured step ffor examle, on the hour or every 30 minutes).

External bookings from Outlook / Google Calendar

€3 Determine how to handie external calendar invitations that do not match your ine if unaligned ~
standardized tme slos.

. Settings
Week timetable

(& Holidays
Drag on a day to draw an open period. an open period to fine-tune.

TIME
® Open ® Open ®0pen ® ope

@ Information

APPLIED RESOURCE

Q  Suggested time slots Mon Tue Wed Thu ‘
I
I
I
}
I

o1 Rooms
Sunday Ronge 1
TR Desks

From

Cd Equipment
To

P Parking space
Enforce fixed intervals
Oy alow bookings o start on designated ncremerts.

Allowed step 120 min

W Delete time range





