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Log into Resource Booker

Go toHttps://resourcebooker.ucc.ie

To enter the system, you simpynter your Username (this is your UCC email address) & password
that you use to log onto your PC.

& UCC

University College Cork, Ireland

Coléiste na hOllscoile Corcaigh Your username is
your UCC email

Login to Scientia address

Username

Password

O Log in only to this service provider .
Your password is

log onto your PC
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Make a Booking

Once you have logged in you will find yourselfintha  { S | Scr@ef.{ A y 3 Q
1. Inthe middle of the screen will be a choice of tiles for you to select the type of room you
want to book.

Make a booking

1

[Z) MAKE A BOOKING

iz @

BOOK A MEETING ROOM

ﬁ;. Make a booking

Once you have selected a tile, a list of roonils appear in the centre of the screewijth options to
refine your search on the rigitand side.

The list in the centre of the screen contains:
3. Folders containing lists of rooms by location

4. Individual rooms that are available

Make a booking  Book a Teaching Room

i:‘ BOOK A TEACHING ROOM

REFINE SEARCH

ALLLOCATIONS
ALL MAIN CAMPUS LOCATIONS June, 2019
ALL OFF CAMPUS LOCATIONS - - .
) , .
Aras na Laoi 1 1 2 13 I 15 I

Boole Basement

Brookfield Health Sciences Complex

Cavanagh Pharmacy Building

Civil Engineering

College Road
CALGO2 0]
CAPACITY (ROOM SIZE)
CALG19 0] Minimum
i
C_AL_G30* ® Jaximum
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SpecifiRoom Seah

1. Select a location folder

@ Make a booking  Book a Teaching Room

ij BOOK A TEACHING ROOM

ALL LOCATIONS
ALL MAIN CAMPUS LOCATIONS
ALL OFF CAMPUS LOCATIONS

Arasna Laoi o

Boole Basement

Brookfield Health Sciences Complex

C 0 ojuyo o o

Cavanagh Pharmacy Building

2. Select a room from the list

Make a booking  Baok a Teaching Rosm  Aras na Laci

<
ARAS NA LAOI

C_AL_GO2 e

CALG18
CALG19

C_ALG30"

® @ © © 6

C_ALG32
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3. The calendar opens in week view format as default. There are tabs to change to day view,
month view or list view at the top lethand side of calendar

4, C2NJ Y2NB AYyTF2NXIGA2Y | o2dzi U #é&nd Side afscieend St SO

5. ¢KS W{K2g ! @GrAflroAftAGeqQ Glro Attt KAIKEAIKDG

6. Click on an available timeslot in the calendar to open the booking form

@ Bookings ~ Booka TeachingRoom  Arasnalaoi  C_ AL GO2

< a
C_AL_GO2 @

MONTH DAY e 3JUN-9JUN2019 ¥ <4 »  ooav
Mon 3 Jun Tue 4 Jun Wed 5Jun Fri7 Jun Sat8Jun Sun9Jun
000-039 0:00-0:59 000-039 000-0:59 0:00-0:39 000-039 0:00-0:59
Unavailable Unavailable Unavailable Unavailable Unavailable Unavailable Unavailable
100-300 1:00-8:00 100-500 1 1:00-8:00 100-3:00 1:00-8:00
Unavailable Unavailable Unavailable Unavailable Unavailable Unavailable

9:00- 18:00 9:00-18:00 :00- 18:00
EXT USAC Summer School 2019 EXT USAC Summer School 2019 EXT USAC Summer School 2019

Tip:

Ensure that the number of attendees does not exceed the capacity of the room!!
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Refine Searc{Bingle Booking)

If you refine your search using the filters on the riglaind side of the screen, the list of available

rooms will update accordingly. The location folders will remain the same.

1. Select the required date from the
calendar underefine search

2. Enter theFromandTotime

3. Refine your search by inputting
minimum room capacityyou wish to
view

4. Further refine your search by selecting
from the list of facilities and
accessibility optios

REFINE SEARCH /

RECURRING
August, 2019
Mo Tu we Th Fr sa
s 10
12 13 14 Qs 1% 17
19 ) 27 2 2 2%
26 7 ) 2 30 a1

Set a specifictime

From: -

To: -

Duration

CAPACITY (ROOM SIZE)

I **Please enter minimum capacity!!*™ I e

Minimum

Maximum

TYPE OF SEATING

Chairs and Tables 0

Fixed Seating

Tiered Seating

Tip: If you want further details about an available room, click on the (i) ]

(] College Road
C_AL_GO2

CALGI18

CALG19

C_AL_G30*

CALG32

C_BB_224

C_BHSC_101*
C_BHSC_104*

CAPACITY (ROOM SIZE) 30

TYPE OF SEATING Chairsand Tables
WHEELCHAIR ACCESSIELE TYPES Audience, Podium

FACILITIES PC, Data Projector, DVD Facility, Internet Access, Overhead Projector, Video Projection

OTHER FACILITIES Whiteboard
C_BHSC_105*

C_BHSC_121*

CAPACITY (ROOM SIZE)
““Plegisz enter minimum capocity!!””
Minimum 20

Maximum
TVPE OF SEATING

Chairs and Tables
Fixed Seating
Tiered Seating
Tablet Chairs

0]
0]
0]
0]
0]
0]
0]

WHEELCHAIR ACCESSIBLE TYPES

¥ Audience
Podium
FACILITIES
Please select what type of facilities you require

Data Projector

Blackout Facilities

DVD Facility
@ Document Camera
BluRay Player

@ Internet Access

Lecture Capture Facility
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Once you have decided which room you wish to book, click on the room name to see the calendar
view. The calendar view has tbheoking formopen and prepopulated with the date and time
information from the previous screen. See tBempleting the Booking Fo section below.

Bockings  Booka TeachingRoom  C.BHSC.101° [Booking title
“ y "
C_BHSC_101*

C_BHSC_101* (0]

13/06/2019 13w 2019 v 4 »

&
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Completing the Booking Foif8ingle Booking)

10.

Enter theBooking title

Double check the date and from/to
times

Tobook onbehalf of someone select
the tick box and then addmail
addressone line at a time in the dx
below

Use theDescriptionfield to enter any
additional details you think might be
necessary

Select whaDepartmentyou belong
to

Enter your contactel/ Ext

Enter the expectethumber of
attendees

Confirm that the number of attendees
does NOExceed the capacityf the
roomg If you are unsure as to the
correct capacity of the room please
use the link providetio check
ClickYes/No as to whether the
booking is open for members of the
public to attend

Click to agre¢o the room bookings
terms ard conditions

Once you have completed the booking form,
Click theBookbutton once to make your
booking

|Bookingtit|e o

Main resource of this booking

C_AL_G18
') RECURRING
From 9
07/08/2019 15 ° 00
To
16 00

Book on behalf of someone? e
Description o

-

Department * e
Tel/Ext* e

-

*

**For Health & Safety reasons please do not
exceed the capacity of a room™

Number of attendees® o

Does the number of attendees exceed the capacity
of the room?*
Mo
-
Is this booking open to members of the public?*

Yes 9
Mo

Do you accept the room booking terms and
conditions?*

Yes

——
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When you booking is successfully mad@u will receivean email notification of your booking

along with onscreegonfirmation which will appeaas a popup.

3| RESOURCE BOOKER MEETING

| @ This booking is accepted |

Friday June 7th
J 09:00-10:00

Resources [}

© Locations - C_AL_GO2

Booked By:
Reference:

Booker Information

Department
Tel/Ext

Room Capacity

Mumber Of Attendess

Does The Number Of Attendees
Exceed The Capacity Of The Room?

Booking Information

Is This Booking Open To Members
Of The Public?

Do You Accept The Room Booking
Terms And Conditions?

Exit
Notification

UbDbIZI05210-HE

BUILDINGS AND ESTATES OFFICE

No

Yes

9| Page



My Bookings

1. Your bookings will appear in the My Bookings screen in a calendar view
2. The bookings are colour coded by booking status (greaoccspted, blue is awaiting

confirmation)
3. This calendar view can also be viewed in day, week, month or list view

5] MvBOOKINGS C o

3JUN-FIUN2019 ¥ 4 p

‘w\n 1000
& Rescuree Backer hieeting

4. Click on an event in the calendar to view the booking details
5. You careditor cancel bookingssing the buttons at the bottom of the bookimtgtails

window

DAY

Mon 3 Jun Tue 4|

3JUN-9JUN2019 ¥ 4 p

RESOURCE BOOKER MEETING

Fri7 Jun Sat 8 Jun Sun 9 Jun

(¥) Thisbookingis accapted

Friday June 7th
09:00 - 10:00

Resources

€ Locations - C_AL_GO2

Booker Information

Room Capacity

Booking Information

00- 10:00 °
lesource Booker Meeting
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Edit aSingleBookng

1. If you choose to edit a booking, the booking form reopens in your calendar view with the
original booking details prepopulated

** |f you are making changes to the number of attendees, please check the rcapacity
before doing s&*

You will not be able to edit the room using this function. If you need an alternative room,
you will need to cancel the original booking and make a new one.

2. Clickupdateto make changes to the booking. You will then return to MheBookings
calendar view with the revised booking details updated. You will also receive an email
notification that your booking details have been upddte

Bookings  Booka TeachingRoom  CAL_G02 Resource Booker Meeting

<
| -i| EDITING "RESOURCE BOOKER MEETING" @
Status
MONTH DAY Accepted 019 ¥ 4 P Topar
Mon3 Jun Tue 4Jun . ) Fri7 Jun Sat8 Jun Sun 9 Jun
Main resource of this booking
000-0:59 000-0:59 0:00-0:59 0:00-0:59 0:00-0:39
Unavailable Unavailable C-AL.GO2 Unavailable Unavailable Unavailable
100-8:00 100-8:00 1:00-6:00 1:00-6:00 1:00-8:00
Unavailable Unavailable rom Unavailable Unavailable Unavailable
07/06/2019 09 00
T
10 00
Descripti
N 4

00-18:00 Department *

BUILDINGS AND ESTATES OFFICE

Tel/Ext”
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3. Within the revised booking details, you can selectrasionbutton to view the previous

status of booking.

MONTH DAY

Mon 3Jun Tued

3JUN-9JUN2019 ¥

RESOURCE BOOKER MEETING

(%) This bookingis accepted

Friday June 7th
09:00 -10:00

Resources

© Locations - C_AL_GO2

BUILDINGS
2123

AND ESTATES OFFICE

Fri 7 Jun

1000
lesource Booker Mesting

REVISION 7 |

Sat8 Jun

< P oow

sun9Jun
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Cancel &ingleBooking

1. Your bookings will appear in tidy Bookingsscreen in calendar view
2. Click on the booking yowish to cancel to view booking details

[Z] MY BOOKINGS 0

MONTH DAY 3JUN-9JUN2019 w 4 P Topav

Mon 3 Jun Tue4Jun Wed 5 Jun Thu 6 Jun Fri7Jun Sat8Jun Sun 9 Jun

(2]

3. You can cancel booking using the button at the bottom of the booking details window

B[] MYBOOKINGS C

MONTH DAY 3JUN-9JUN2019 v 4 P ToDar

Mon3 Jun Tue4Jun Wed 5 Jun ThuéJun Fri7Jun Sat 8Jun Sun 9Jun

1300-1400
Meeting

Booker Information
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4. If you choose to cancel a booking, a confirmation screen appears above the calendar view

5. If you selectYesyou receive a confirmatiopop-up. You also receive an email notifiicen. If
you seleciNo you return to the original screen
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