1.

How to Make a Room Booking in Syllabus+

Click on Booking Mode.
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2. Booking Requirements Screen will open.
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Complete the Booking Requirement screen as follows:
Name: (The name must contain a contact name)
Host Key: Leave blank
Activity Type: Select Meeting from the drop down menu
Description: As per name

Duration: In blocks of 15 minutes (e.g. 4 = 1 hour)

Planned Size: No of people that will be attending (This number will be used to show you available locations)
Department Name: Select your department from the dropdown menu
Zone: Optional (if you require a specific zone — please complete)
Choose Date: Select the date
In the Day list, you can select all the days within the week that you require the room for.

Click on Match Requirement to see available locations.

Booking requirements
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Meeting (Joe Bloggs)

Description | Meeting (Joe Bloggs)

Activity Type Meeting
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4. Right click on the time to schedule the booking, the suitable and available locations will automatically populate
in the views pane.

G ET(PRD2122) it Connested with “ICTDOMAIN\Neil. Andrews”, - x

File Edit View Scheduling Actions Tools Timetables Help

IGHA@ . ALY E-M o5 s BIBEF V0@ G CopyAdiite- ¢ 8 1P 5 Problems- o
Views: = & | Booking requirements n
Locations -
| name Meeting (1oe Bloggs) Eabates
Name |capacty [ zonename [ sutabits — po— N T
Deserpption | Mezting (Joe Blogge)
> | Q006 Large Tiered Lecture Theatre 242 Central Quad Classroor| = =
il Duration 42 on00 Plarned Size 5%
CQ007Large Lecture Room 1 (100) 100 Central Quad  Classroor
— Department | Chemical and Pharmaceutical Sciences. City - x| zone Central Quad - x
CQ-008 Large Lecture Room 2 {100) 100 Central Quad  Classroor
€Q-009 Smal Tiered Lecture Theare 3 150 Central Quad  Classroor st rnety Craepetl 2oz -
©Q-010 Smal Tered Lecture Theatre 5., 150 Gentral Quad  Classroor
€Q-102 Smal Tutorial Room / Mezting ... 16 Central Quad  Classroar >
€Q-103 Smal Tutorial Room / Mesting .. 16 Central Quad Classroor
CQ-104Smal Tutorial Room / Mesting .. 16 Central Quad Classroor
CQ-108 Medum Lecture Theatre /Larg. . 64 Central Quad  Classroor
€Q-106 Medum Lecture Theatre /Larg. .. 64 Central Quad  Classroor
CQ-107 Medum Lecture Theatre /Larg. .. 64 Central Quad  Classroor
€Q-108 Large Tutorial Room / Meeting ... 20 Central Quad  Classroor
€Q-201 Large Tutorial Roam / Mesting ... 20 Central Quad  Classroar
€Q-202 1T Classroom 1(25) 25 Central Quad PCLab; F
CQ-2035mal Lecturs Room  Larga Cl. &0 Central Quad Classroor ||| Booking | Actpes |
|| cQ-amedum Lecture Theatre /Larg. . 65 Cental Quad 05001 || "ot e Locaton: Done] | 305
€Q-205 Smal Lecture Room / Large . 60 Central Quad  Classroor 1 5 1] i3 0 % £ £ £ £ Ed
|| cq-206 Small Seminar Room / Classroo .. 32 Central Quad  Classroor C_ T T [ W [ [ [ [ [ [ [ [ T T T [T T T T T T T T T T T T T [ [ T T T T T T T T T T T T T T T T T T T 7
| co-207 Smal Lecture Room /Large ... 60 Central Quad  Classroar Combined Tinetable | - Master Timetable . -Resources - Multi-view Timetable
— &
€Q-208 Large Seminar | Classroom 1.(40) 40 Central Quad  Classroor
€Q-200 Smal Lecture Room / Large C. 60 Central Quad  Classroor +
4170 r g [ = ‘ e —
LR IR IEITITITIXS EICITIE Y
Status ®
2 Schedule Here
problems /waved | - || s335/48 M A A Y i *
Pending Requests (out) 0 LR IR SR SR 3K 3K 4 L3R 3R 3K 2 L3R 2
=l oL L LLLLLL
LK 3K 3K 3K 2 LK 3K 38 3K ] * o
Bookings E
E oo/ 0o/e/o 0o o000 LIK IR K AR AR 3K
=
LR IR SRR IR AR AR AR 3R 2 LR 2R SR 3R 2R 3K J
B
[ Reason Type Reason Text

(3¥) Connected to TU Dublin (PRD2122) | (Last SDB refresh: 15:07) | & aveen. murray@tudublin.ic

5. Select the Location you require by clicking on it in the Views Pane.

6. Your booking will now show in the Graphical view
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7. If you are happy with your booking, click on confirm booking
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8. If you wish to delete your booking, click on delete booking
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9. Once you confirm your booking, you will get the following message
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@ Booking ‘Meeting (Joe Eloggs)' successfully created

Do you wish to continue working in booking mode? 25
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10. To continue booking, click on Yes

DON’T FORGET TO WRITEBACK (SAVE)



