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How to use the Web Room Booking system

This guide is designed to assist staff in placing casual bookings through the web room booking system.

Accessing the Web Room Booking system

You can access the Web Room Booking system by clicking on the ‘Timetabling and Room Bookings’ link in the
‘Staff resources’ menu on the Federation University staff page and then selecting ‘Room bookings’.
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Federation University Australia > Staff > Business and communication > Timetables and room bookings
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Timetables and room bookings

Timetabling is responsible for allocating available resources for classes and casual bookings at the
Federation University campuses - Ballarat, Berwick, Brisbane, Gippsland and Wimmera.

View Timetabling_Policy

[ Room bookings

Timetables
Room resources
Higher ed timetable resources

TAFE timetable resources
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Contact us

If you have any queries, please contact Timetabling via email timetabler@federation.edu.au or via phone 5327

8084.
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Making a Room Booking

1. Log into the Web Room Booking System using your FedUni User Name and Password.

2. The room booking home page is displayed

* *- Skip to content  Staff Library Ask FedUni
* ok
=g

UNIVERSITY+AUSTRALIA

I
1 Lecation
£ E::S:Lﬁ;g Minimum Capacity [—— v| Space Type
o Filtars. After Hours preferred spaces
2 Campus [—— v| Classroom A
Functions
Building [ V| HIMSS Specialty Space
Lecture Theatre
Meeting Room
PC Lab
3 ERiDus el SCI TECH spetialised IT Lab
Science Lab v
Studio
2 Dale
Choose a
oW singie date or December 2016 v >
] ook multiple
B days in multiple "
1 2 3 4

5 6 7 B 9 10 "
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31 1
Select multiple days/weeks| 2 3 4 5 6 7 8
3 Time
Selecta " .
o preferred start Preferred Start [5:30 V] Duration [1:00 v]
E fime. You can Preferred End [9:30 v]
= adjust it later.

3. Inthe Location section, narrow the list of available rooms by entering values into the filters:
—  Minimum Capacity (Mandatory)
— Campus (Optional)
— Building (Optional)
— Space Type (Optional)

You can use any combination of filters that suit your requirements. However less detail is better if you are

having trouble locating the room.

Minimum Capacity [15 V| Space Type
Functions
HMSS Specialty Space

Lecture Theatre

Campus | Churchil v

Building [Churchill1E Building v

PC Lab

SCI TECH specialised IT Lab
Science Lab

Studio

Video Conference

Workshop

~
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4. Click on ‘Click here to view filtered spaces’ button to view rooms matching the selection criteria entered into the

filters.

If you require a specific room it may be selected here by selecting the check box to the right of the room
details. Otherwise all rooms will be searched and returned based on their availability at the day/time you

have specified.

If the room you have selected is not appearing in the filtered spaces list, you may need to re-adjust your

filters accordingly.

This list does not indicate if the room is free only that it is a bookable location.

Define the
space using
filters.

room

Click here to hide filtered spaces

Minimum Capacity [15

v]

Campus [Churchill

v

Building [Churchill/1E Building

v]

Space Type

After Hours preferred spaces
Classroom

Functions

HMSS Specialty Space
Lecture Theatre

Meeting Room

PC Lab

SCI TECH specialised IT Lab

Science Lab
Studi

Location

Description

Comments Building

Automatic Confirmation?

i CHLL 1E110 Meeting [15]

Meeting - Centre for Gippsland Studies

CHLL/ME Building

i CHLL 1E213 PCLab [24]

Computer Laboratory

CHLL/ME Building

o

L o

b
e e e

5. Inthe Date section, select the date you wish to make the room booking for.
Hint! If you are making a booking that is on multiple days/weeks click on the ‘Select multiple days/weeks’
button and select the day/s and week/s you wish to make the room booking for.
To select multiple weeks hold down the ‘Ctrl’ key when selecting the relevant weeks.
N < >
wf o book multiple
C ],d;.);i;n multple You've selected Tuesday, 3/10/2017" Mon | Tue | Wed | Thu Fri Sat | Sun
29 26 27 28 29 30 1
2 3 4 g -1 s 8
2 10 n 12 13 14 15
16 i 18 k] 20 21 22
23 24 25 2 27 26 29
Select multiple daysfweeks, 30 31 1 2 3 4 5
6. Inthe Time section, select the ‘Preferred Start Time’ and ‘Preferred End Time’ or ‘Duration’ of the room
booking.
Hint! If you add a value in the ‘Preferred Start Time’ and Preferred End’ fields, the ‘Duration’ will
automatically populate and vice versa.
3 Time
. ﬁi?ie"d ot Preferred Start [8:30 V] Duration [1:00 V]
E time. You can Preferred End [9:30 v
h adjust it later.
7. When all the booking information has been entered, click the Next’ button at the bottom right of the page.
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8. The rooms that are available are displayed based on the values entered into the filters.

Location Timetable column: To view the timetable for a room, press the EZ icon for the relevant room.

Other Times column: To view other times that the room is available, press the ® icon for the relevant
room.

‘Comments’ column: When there is a comment for a room e.g. a room has restrictions, timetabling have
been advised that a lectern is not working. This information will be displayed in the comments column.

‘Automatic Confirmation?’ column: Bookings made in locations with a value of “Yes’ in this column will be
confirmed straight away. If the value is ‘No’ the booking will be placed provisionally and sent to timetabling
for confirmation.

Show More Options button: If you are unable to find a suitable/specific room, the room may not be
available. Click the ‘Show More Options’ button to show other times rooms are available.

4 Select from the following options available on Tuesday, 3/10/2017
$ Select Time Location Location Timetable Other Times Size Description Comments Automatic Confirmation?
=
¥ 5 -
g D 8:30-9:30 CHLL 1E110 Meeting [15] E ® 15 Meeting - Centre for Gippsland Studies Yes
%]
8:30-9:30 | CHLL 1E213 PClab[24 24 Computer Laboratory No
a 8 ®
8:30-9:30 | CHLL_1E214 PCLab [34 34 Computer Laboratory No
| 8 ®
Earier Day | | Earlier Start | Later Start || Later Day | Show Mere Gptions: |

No options found? If the 'No Options Found' message appears this indicates that the room is not available
for part or all of the time you have requested or there is no suitable room based on the filters you have
selected on the previous page. If you receive this you can either press the back button to return to the main
page where you can relax your filters or by pressing the ‘Or check for other times’ link to see what other
times are available based the filters you have already selected.

9. After reviewing click the ‘Select’ tick box for up to three rooms you wish to make the booking for and press the
‘Next’ button.
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10. The booking page is displayed for you to enter your booking details.

Complete the booking form. All fields on this page are mandatory apart from the ‘Email of Staff booking on
behalf of field.

5 Confirm your booking details

Location  |CcHLL_1E213_PCLab [24]

Date  |Tuesday, 3/10/2017
Start  |g:30
End 9:30

Email |5 galina@federation edu au

Activity Size” |1 5

First Name* |Sa||y

Last Name* |Ga|lma

Telephone™  [.61353276128

Department=  [FedUniCentral Timetabling v

Alternative Contact / On Behalf of |M|c,nelle Trethowan ‘

Email of Staff booking on Behalf of |m trethowan|@federation.edu. au X‘

Activity Name (eg IT Team Meeting) |T|metabling Meeting ‘

Confirm Reservation

— Booking on behalf of someone else: If you are making a booking on behalf of someone else you can enter their
name in the ‘Alternative Contact/On Behalf of’ field and their email is the ‘Email of Staff booking on behalf of’
field. This contact will then also be copied into the booking emails.

11. Once all the booking details are entered on the booking form. Press the ‘Confirm Reservation’ button.

12. The room booking has now been successfully requested.

— Provisional Bookings: If the ‘Automatic Confirmation?’ column is populated with ‘No’ for the requested room,

Booking Requested

CHLL_1E213_PCLab [24] has been reserved for you, from 8:30 to 9:30 on Tuesday,

3M0/2017.
| CHLL_1E213_PCLab [24] | ZBK6E321D2 | No |

Book Another

the room is booked provisionally and sent to timetabling for confirmation.

For provisionally booked rooms you will receive two emails. One stating the room has been booked
provisionally and if the booking is confirmed you will also receive a confirmation email.
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requested room, the room is automatically booked straight away and does not need to be confirmed by

timetabling.

‘ CHLL_1E110_Mesting [15]

Booked

3M0/2017.

CHLL_1E110_Meeting [15] has been booked for you, from 8:30 to 9:30 on Tuesday,

Location Reference

‘ ZBK6321D6 ‘

Book Another

For rooms that are confirmed straight away you will only receive one email which is the confirmation email.

13. To make another booking, press the ‘Book Another’ button. This allows you to select another room or time

retaining your information from the previous booking.

Viewing or Cancelling a Room Booking

1. You can view or cancel your current bookings by clicking on the ‘my bookings’ link at the bottom of each page.

book a space

my bookings

Scientia Enterprise

2. All bookings and the status of the booking are displayed on the ‘my bookings’ page

You have the following bookings:

DSnnwA\l Bookings Including Cancelled Dsnnw All Bookings Including Team Bookings

Date Start | End Location Reference | Size Booking Details Status Action Date
Thursday, 5/01/2017 7:30 | 1300 | HOR_MOD20_Classroom [45] ZBKDBOATE | 10 Provisional/Request/Confirmation - Sally Gallina - Ext Confirmed | 19/10/2016
+61353276128 Cancel
Thursday, 5/01/2017 12:00 | 17:00 | MTH_H125_Classroom [30] ZBKDBOAT1 | 30 Provisional Booking Test - Sally Gallina - Ext +651353276128 Provisional | 18M0/2016
’ s oo ) e
Thursday, 5/01/2017 12:00 | 17:00 | MTH_H122_Classroom [30] ZBKDE0OASD | 30 Provisional Booking Test - Sally Gallina - Ext +61353276123 Confirmed | 19102016
’ e e
Friday, 6/01/2017 6:00 | 8:00 | MTH_BS01_Lecture [87] ZBKDB0ASS | 30 Out of Hours Booking - Before 6am - Sally Gallina - Ext Confirmed | 19/10/2016
+61353276128 Cancel
Frday, 6/01/2017 8:30 14:00 | HOR_MD50_PCLab [20] ZBKDE0ATS | 10 Provisional/Request/Confirmation - Sally Gallina - Ext Confirmed | 19/10/2016
+61353276128 Ganoel

3. Cancel a booking: To cancel a booking, press the ‘Cancel’ button for the relevant booking. When you press the
‘Cancel’ button the status of the booking will change to ‘Cancelled’ and you will receive an email stating the
booking has been cancelled.

4. Change a booking: To change an existing booking, either cancel the current booking and make another room
booking by completing the steps above or contact Timetabling on 5327 8084 or timetabler@federation.edu.au
with the reference number, date and time and the required changes.

Important Note: If you cancel a booking, there is approximately a 15 minute delay before another request can
be submitted for the same location.
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