How to use the Web Room Booking Product

The University of
' | Nottingham

Wweb Room Booking System

Sign in:

Please enter your Novell username and

password:
Username |brzfrc |
Password |.l.l.l.l.l |

When you first go to the web room booking product you will need to sign in using your

Novell Username and Password.

Click on the Sign in button to gain access to the room booking system.

Nb: If you have any problems signing in, please contact the IT staff helpline on 16677

This is the screen you will see when you gain access to the system.

N ThelJni.versllgnf o
Nottingham
eb Room Booking System
1 - Location
B:ifr“”eﬁt‘b:rs'“‘m Minimum Size |10 v OHP and whiteboard are standard in all
= ) ) central teaching rooms. You MUST choose
lick here to wiew i i 4 3
Filtered roome Type Of Room | -------- R additional equipment fram the list, if
required.
Campus / Building | -------- A
For multiple selections, please hold the
control key {Gtrl) and choose
20HP's e
Audio Cassette Player =
Blackboard =
Close Caption Facility (subtitles)
Datavideo Projector o
Date
Choose a single = Mamh‘ggj;[g il
date or baok " "
rultiple days in Mon Tue Wed Thu Fri Sat  Sun
R v A N
Click here to = ; - i1 F i
seledt multiple 3 3 P =
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21 22 23 24 25 26 27
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In the first section, you must enter the minimum size of your group.
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How to use the Web Room Booking Product

Type Of Room | ---—-—---- hdl

Campus S Building

oy R oo

Coamputer room
Drarma studio

Fixed furniture

Flat lecture roorm 40+
Flat room

Flat seminar room
Language Laboratary
Feeting room

Fusic practice room

Rooms 1-40

Rooms 41-100 BES

Rooms over 150 TH

Teaching All

Tiered lecture theatres

“ideo conference room 1]
=231 =22 =23 =2y

The second section asks for the type of room you are looking for. Please select by
clicking on the down arrow. If you do not select the type of room, the system will show
all rooms available (including computer rooms, language labs etc).

(Central Area) LIMNNMNMERSI
Archaealogy and Classic
Clive Sranger Building
Law and Social Sciences
FPortland Building
Trent Building
(Science Area) LINMNERS
Arts Centre

Biology Building
Chemistry Building
Coates Building
Mranufacturing Engineearir
Maths and Physics Build
Fharmacy Building

Fape Building
Fsychology Building
Tower Block

(Jubilee Campus) JUBILEB
Dearing Building
Exchange Building

Mewe Building Business 5
[(DRAC) QIRAC

Eve, Ear, Mose and Thro
Medical Schooaol

CITY HOSPITAL

(Sutton Bonington) SUTT
DEREY MEDICAL SCHO

g

et = =
7. Fawvorites -ﬂ' I

ook, aspx

Frinimum Size

Twpe Of Room

DWAMKMKMMMMMMKMBMRE = 2222

Campus S Building

57 ) R = R T

You can also select which building you require your room in or select the Zone you wish
to book the room for i.e. Central Area — University Park, Science Area - University Park,
Jubilee Campus - Jubilee etc. If you do not select a zone/building, a list of all available
rooms will show.

Page 2 of 6



How to use the Web Room Booking Product

OHP and whiteboard are standard in all
central teaching rooms. ¥ou MUST choose
additional equipment from the list, if
required.

For multiple selections, please hold the
control key {Ctrl) and choose

2 OHP's -~
Audio Cassette Player

Blackboard

Close Caption Facility (subtitles)

Datafvideo Projectar hd

You must select any additional equipment required for your event. You can select
multiple selections by holding the control key (CTRL).

The next process of booking a room is selecting the date and time of your booking:-

2 Date
L Choose a single i Warch 2005 b

= date ar book

! rultiple days in Mo Tue ‘Wed Thu Fri  Sat Sun
g rultiple weeks, :

J Click here ta .

select multiple
daysfweeks

1%

(Sl -4 = I
L - e
(A = b |-
N e g |
R b A
(R
(=T L |

Time

Select a preferred start time,
You can adjust it later,

Preferred start "B:DD V: Duration?ﬂ:?ﬂ v

Select the date you wish to book a room for by using the calendar above. If you wish
to book a different month use the drop down menu (click on the down arrow by the
month) or click on the forward arrow (>). You can also select multiple weeks/days by
clicking on the Click here to select multiple days/weeks.

Select the preferred start time you wish to book the room for. Duration is in half
hourly periods.

When you have completed all the fields satisfactorily, please click on next to find out
what rooms are available.
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For example: I have selected a minimum size of 100, type of room is tiered lecture
theatre and the campus/building I have chosen is in the science area. The chosen
equipment is a Data/Video Projector. The date I have chosen is the 16 March 2005
and time is 14:00 for two hours.

|3

Web Room Booking System

o Projector

Th Date

ﬁi Choose a single -

- date or book —_—
b rnultiple days in Mon Tue Wed Thu Fri  Sat  Sun
multiple weeks, = . - . - - -
| Click here to - . o 11 ; .

selack multiple

1 Location
E:if_“"g‘eﬁft‘:r;“c‘m Minimum Size |1DD \«i OHP and whiteboard are standard in all

R central_ t_eaching rooms, You MUST chn_:\ose =
filtered rooms Type Of Room |T|ered lecture theatres V| additional equipment from the list, if
required, =

Campus / Building |2 (Science Area) UNINVE Vl et

For multiple selections, please hold the

control key {Gtrl) and choose @

2 OHP's ~ =

Audio Cassette Player - =

Blackboard ,.»@_.

Close Caption Facility (subtitles

2

5|

&

davsfwesks 14 is 1s i7 is iz 20
2L 22 23 z4 23 26 27
28 28 30 3 1 2 3
) 3 £ Z g 2 io
Time
Select 3 prafarrad start time, e — ==
You esn zdjust it later, Preferred start | 14:00 ¥ Duration | 2:00 v

Here are the results:-

The University of
E Nottingham

¥Web Room Booking System
4 Select from the following options available on 05/03/16 [16 Mar]

== = Time = == Location Capacity Description
14:00-16:00 POPE-C17+ & =5 113 Pope Building - C17 Lecture theatre
14:00-16:00 MAPH-CE+ & =5 118 Maths & Physics Building - C5 Lecture Theatre
14:00-16:00 coaT-czo+ €9 EH 221 Coates Building - C29 Tiered Lecture theatrs
14:00-16:00 MAPH-B1+ & =5 347 Maths & Physics Building - B1 Lecture Theatre

Expand the search to include other options

book a room  my bookings  sign out (brefre

There are four rooms available in the science area with all the requirements. You can
view the location details by clicking on the Location name. You can also expand the
search to incorporate other options.

If you press the clock symbol, this will bring up list of other available times for that
particular room.

If you press the grid symbol, this will bring up a timetable of the room on the date(s)
requested.
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You will then need to click on the select button to be able to book the room you have
chosen.

Web Room Booking System
Mow Booking: POPE-C17+ 14:00-16:00 05/03/16 [1g Mar]

Email |farzana.chaudry@nottingham.ac.uk

Booking Size |1DD

First Name |Farzana

Telephone  |14288

Event Description |Meeting

|
|
|
Last MName |Chaudry |
|
|
|

Department |Academic Office
take Booking

book a room  my bookings  sign out {brzfirc)

Please fill-in all the details as above and click on make booking. You will then be taken
to the request submitted page which will be sent to the room booking system. A
confirmation email will be sent when the booking has been scheduled on the room
booking system.

The University of
Nottingham

4

vWeb Room Booking System

Request submitted

POPE-C17+ has been requested for you,
from 14:00 to 16:00 on 05/03/16 [16 Mar].
Thank you

Book Another

book a room  my bookings  sign out Chrefre)

Once you are signed in, you are able to check the current bookings you have made by
clicking on my bookings.
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The University of
' | Nottingham

web Room Booking System

¥ou have the following bookings: [indude cancelled backings?

Last User

MName Description Date Time Location Status .
Action

05/03/16 [16 Mar] -

M Meeting - 05/03/16 14:00- POPE- Booked:
[xx] - Farzana scademic Office | [16 Mar] - e Unconfirmed 14/03/2005 [ Reguest Cancellation ]
Chaudry
14 Mar 05- [Fi]-
_ _ 05/03/14 2:00- TOWR- Booked:
zi;z‘cjaena Chaudry dd - dd [14 Mar] 8:30 Ca03+ Confirmed 14/02/2005 [ Request Cancellation ]

book a room  my bookings  sign out (brzfre)

If you wish to cancel a booking, you can Request Cancellation and a confirmation
email will be sent.
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