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Societies Room Booking System (SRBS)

Introduction

This online booking system supports all requests for room reservations for a number of rooms
in Aras Na Mac Léinn. It supports the following functionality:

>

VVVYVVYVYVYVY

3

Secure Login into the Societies Room Booking System through Your Space.
Instant access to search room availability in Aras Na Mac Léinn.

Online room request, via a simple to use booking form.

Creation of reoccurring room reservations.

Easy duplication of meeting request, to prevent re-entry of request information.
Quick removal of requests.

Modification of room requests.

Societies Room Booking System

2.1Login
**You must be registered with Your Space to request a room booking. Registration is quick
and easy, click on set up a new account, of the Your Space login.**

Log into Your Space via the following link:

http://auth.yourspace.nuigalway.ie/users/auth/roombooking/

The following screen is displayed:
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Societies Room Booking System (SRBS)

Get SMS/Email Updates! & Students/Postgrads

Would you like to receive email or SMS updates
fram MUI Galway Clubs, Societies or ALWVE? Iy
signup now and get connected!

User 1D: {your student I0)

NUIG Password:

It's free and you can unsubscribe at any time!

Unsubscrihe

If you no longer wish to receive emails or SMS
updates, please log into your account and
unsubscribe from individual clubs/societies.

Problems/Questions?

f you have any problems or questions about your
subscriptions please contact the Socs Box:

Staff/Alumni

Password:

New Account?

Wye can set up a new account far you online in a couple of
minutes if you like?

E: socshox@socs nuigakway.ie
P: 091 492852

Fig2.1.1 Your Space Log-in.

Students:

1. Enter your student ID.
2. Enter your NUIG password (same as your CASS password).

Staff:

3. Enter your staff email address.
4. Enter your password.

User Manual Page 3



Societies Room Booking System (SRBS)

2.2Home

Following correct entry of username and password you will be logged into the Societies
Room Booking System. The screen displays the calendar view of rooms in Aras Na Mac

Léinn.

Calendar

i = rn ] 10 ] g

Societies Room Booking System
You Are Here: Home
Please note:

If you have any other queries or problems, please contact Riona at Ext. 2088

Email- socsbox@socs nuigalway ie. Alternatively just call over to the Societies Box.

Please select the time slot you require below:
Wednesday 18 August 2010

<< Go To Day Before Go To Today

July 2010
SunMan Tue Wed Thu FriSat
12 32
4 5 8 7 83 310
1112 13 14 15 16 1T
18 19 20 21 22 23 24
25 26 27 28 23 30 3

August 2010
Sun Mon Tue Wed ThuFri Sat
12 3 4 5 8 7
809 10 41 1213 14
15 16 17{ 43 13 20 21
22 20 24 %5 2627 28
28 30 M

Unknown user

September 2010
SunMonTue Wed Thu FriSat
12 2 4
5 8 7 8 85 100
1213 14 15 16 1T 18
19 20 21 22 2324 25
26 27 28 29 30

Go To Day After =>

Time: Smal Acoustic Room

=
=

= =)
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=
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==
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=
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=
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Fig2.2.1 Societies Room Booking System Home Page.
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Societies Room Booking System (SRBS)

2.3Browse the Aras Na Mac Léinn Calendar
1. Use the “goto” facility to go the date you require.

NUI Galway
Gaillimh

Societies Room Booking System

You Are Here: Home

Please note:
fyou have any other queries or problems, please contact Riona at Ext. 2088

Email socshox@socs nuigalway ie. Altematively just call over to the Societies Box.

Please select the time slot you require below:
Wednesday 18 August 2010

<< Go To Day Before Go To Today

060}

m m Calendar Report

July 2010
Sunfon Tug Wed ThuFn Sat
123
4 5 8 7 B 810

o121 14 15 16 17
18 18 20 M 22 23 U
25 26 27 28 23 30 N

August 2010
SunMon Tue Wed ThuFr Sat
12 % 4 5 87T
B3 0 11 121314

43 20 21
2 27 28

Mecfing Room | Mezfing Room 2 | _Small Acousic Room | __The At Room

Unknown user

September 2010
Sunfon Tug Wed ThuFn Sat
1223 4
5 06 7 8 § 101
12 13 14 15 18 17 18
18020 M 22 2324 25
% 27 28 29 3

Go To Day After »»

Fig2.3.1 Societies Room Booking System Home Page.
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Societies Room Booking System (SRBS)

2.3.1Browse by Room

2. Select the Room you require, for example “The Art Room”.

Calendar

Societies Room Booking System

.

You Are Here: Home

Please note: July 2010
SunMon Tue Wed ThuFri Sat

[f you have any other queries or problems, please contact Riona at Ext. 2086 12 3
4 5 6 7 3810

12 13 14 15 18 AT
18 13 20 21 2223 24
25 2% 27 28 2930

Email: socshox@socs nuigatway.ie. Alternatively just call over ta the Societies Box.

Please select the time slot you require below:
Wednesday 18 August 201

<< Go To Day Before

Go To Today

=

| Large Acoustic room | Meeting Room 1 Meeting Room 2 Small Acoustic Room

=)
=
=

=
=)
=
=

=

T
S S| S| S

Search: -

August 2010
SunMon Tue Wed Thu Fri Sat
12 3 4 587
g8 oMo
15 16 17 18 (19 20 21

2 23 2475 2 27 20
R

Unknown user

September 2010
SunMon Tue Wed ThuFn Sat
123 4
506 7 8 8 011
1213 14 15 16 17 18
19020 21 2 232425
% 27 2 29 N

Go To Day After >»

Fig2.3.1.1 Browse availability by selecting a room.
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Societies Room Booking System (SRBS)

illi Calendar Help Rooms Report
Societies Room Booking System

July 2010

Large Acoustic room
Meeting Room 1
Meeting Room 2
Small Acoustic Room

1.2 3
4 5 & T 8 985 10
11 12 13 14 15 16 17
1@ 13 20 24 22 23 24

The Art Room 25 2 27 28 29 30 3
The Cube
The Space
The Stage
The View
Aras na Mac Léinn - The Art Room
<< Go To Week Before Go To This Week

me:
8:00

-30
0
0
0
0
0
0
0
0
0
0

Unknown user

August 2010 September 2010

SunMenTueWed ThuFriSat - SunMonTueWed ThuFriSat  SunMonTueWed ThuFri Sat

1.2 3 4 5 8 7 1 2 3 4
8 3 10 11 12 13 14 5 6 7 8 9 101
15 16 1718 113 20 21 12 13 14 15 16 17 13
22 23 24 25 26 7 28 19 20 21 22 23 24 25

28 30 28 27 2@ 23 30

Go To Week After >

Sun Mon Tue Wed Thu Fri Sat
Ti Aug 15 Aug 16 Aug 17 Aug 18 Aug 19 Aug 20 Aug 21

Fig2.3.1.2 Using the goto, Go to Week Before and Go to Week After.

3. Use the “Go to Week After”

4. Alternatively use the “Go to Week Before” to navigate to the required date.

5. Alternatively use the “Goto” facility.

User Manual
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Societies Room Booking System (SRBS)

2.4 Create a meeting request for a specific date

Calend Hel 2t Report Unknown user
alendar el 00ms epol
p "

Rooms July 2010 August 2010 September 2010
Large Acoustic room SunMonTueWed ThuFriSat  SunMon Tue Wed ThuFriSat - SunMon Tue Wed ThuFri Sat

IMeeting Room 1 1.2 3 1.2 3 4 5 87 1 2 3 4
Meeting Room 2 2 4 5 6 7 8 810 & 9 10 M 121314 5 § 7 5 9 1041
Small Acoustic Room 11012 13 14 1516 17 15 16 17 18 (132021 12 13 14 15 16 1T 18
The Art Room 18 19 20 21 22 23 M4 22 23 24 325 2627 28 19 20 21 22 23 24 2%
The Cube

25 2% 27 28 293 H 29 0 M 26 27 28 29 30
The Space

The Stage
The View

Aras na Mac L&inn - The Art Room

<< Go To Week Before Go To This Week Go To Week After =

Sun Mon Tue Wed Thu Fri Sat
Time: Aug 15 Aug 16 Aug 17 Aug 18 Aug 19 Aug 20 Aug 21

=
=
=

Slole|e
wlS|wlS|w
S|S|S|S

=
=S|
=|=

SlwlS|wls|w
S|=|S| S| SsS

T
R
=

Fig 2.4.1 Book a room using the drop
down calendar for a specific date.

1. Click on the date required on the calendar view on the right hand side of the screen.

2. If the date is not available on the calendars displayed, use the drop down date option
located in the centre of the screen.

3. Select your required date and click “goto”.

View availability and click on the time slot you require for a specific room.

(If you are currently not logged in, you will be prompted to login.)
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Societies Room Booking System (SRBS)

2.4.1Create a meeting request for a specific room

NUI Galwz Unknawn user
. known user
L OE Gaillimh Calendar Help Rooms Report Search: -
Societies Room Booking System

You Are Here: Home

Please note: July 2010 August 2010 September 2010
SunMonTueWedThuFriSat  SunMonTueWed ThuFriSat  SunMonTueVWed ThuFri Sat
If you have any other queries or problems. please contact Riona at Ext. 2088 123 1.2 3 4 5 87 123 4
4 5 6 7 B o850 B % 0 11 121314 5 £ 7T & 8 4044
. 42 13 12 1548 47 15 16 47018 1920 21 12 43 14 15 16 47 18
Email: socshox@socs nuigalway.ie. Altematively just call over to the Societies Box. J 13 20w 2 2o 2 23 24 e gs a2 13 20 21z 23 24 28
25 2% 27 28 2930M 29 30 M % 27 28 29 N

Please select the time slot you require below:
Wednesda; August 201

<2 Go To Day Before o To Today Go y After »>

Smal Acoustic Room
0

Fig2.4.1.1 Book a room by clicking on a specific room.

Click on the room you require (illustrated above in the red arrows).

This will display the week view of the specific room, in this case The Art Room is
displayed below.

\
‘ ’ Unknown user
OF Gailli Calendar Hel Rooms Report earch:
Societies Room Booking System

Roams July 2010 August 2010 September 2010
Large Acoustic room SunMonTue Wed ThuFriSat - SunManTueWed ThuFriSat - SunMon Tue Wed ThuFri Sat
Meeting Room 1 12 3 12 3 4 5 & T 1 2 3 4

4 5 & 7 8 910 g9 10 11 1213 14 5 6 7 8 810N
12 13 14 15 18 47 15 16 AT 18 1320 21 12 13 14 15 4B 47 48
18 19 20 21 222324 22 2% 24 25 2627 28 19 20 21 22 232425
25 26 27 2 2230M 29 30 3 26 27 28 23 30

Ieeting Room 2
Small Acoustic Room
The Art Room

The Cube

The Space

The Stage

The View

Aras na Mac Léinn - The Art Room

<< Go To Week Before Go To This Week Go To Week After »»

Sun Tue Wed Thu Fri Sat
Time:, Aug 15 Aug 17 Aug 18 Aug 19 Aug 20 Aug 21

Fig2.4.1.2 Week view of the room.
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Societies Room Booking System (SRBS)

1. Use the small calendar view located on the top right hand corner of the screen to
select your date.

2. Alternatively use the drop down calendar option to select your specific date.

3. Oryou can also just click on the time slot and date on the actual calendar itself e.g.
Mon Aug 16" at 9am (as illustrated above).

(If you are currently not logged in, you will be prompted to login.)

2.4.2 Complete the Booking Request Form

CoN Iway
{[1){118 : = oto You are 3860_Helen_Biirke
e of OF illi m m M Calendar Help Report Search: - m—
X 0 pending bookings Log O
Societies Room Booking System

You Are Here: Home > Booking Request Form

Booking Requ n
Required Fields **

Event Title **: ’/
Organised By *:
Brief Description : / n A

Date: IEI m W Allday [0
St Time: 7 : 1]« r

o IE: - v n m

Rooms: L arge Acoustic room = Specify other room preferences: / B
{Use Control Click to | \zeting Room 1
select more than I'Jleetina Room 2 n

nnnnnn ml

Fig2.4.2.1 Complete the Booking Request Form
following the instructions given below.

1. Fill out all the required fields as indicated in red text on the above screenshot. **
indicates mandatory entry.

2. The “Event Title” must be completed.

3. The “Organised by” field must be completed. If wish to request a room for personal
use enter your name or if you are requesting a time slot on the Societies behalf enter
the Society name, e.g.”BizSoc” or if you are making the booking for yourself then
enter your name e.g. Joe Bloggs. Alternatively, if you are making a booking on behalf
of an organisation then enter the organisation name e.g. Cope Galway.

4. You may also enter a Brief Description of the event if you wish.

5. Choose the date you wish to book the event for using the drop down list provided.

User Manual Page 10



Societies Room Booking System (SRBS)

6. Alternatively, if you require a daylong meeting (8am to 12am), please select the day
long check box.

7. Enter the Start time for your event

Enter the End time you require for your event.

9. Select the room you wish to book from the list provided. If you wish to book more
than one room at once use ctrl-click to highlight more than one room.

10. Please enter other room preferences in the text box provided, although the Societies
Office strives to provide you with the room requested, on some occasions the office
may have to place you in a different room than your request. Entering other room
preferences should limit any dissatisfaction.

«©

2.4.3 Create a Reoccurring Booking Request

KN

Repeat Type: ™ Mone € Dally € Weekly €7 Monthly

Repeat End Date: |19 ¥ [Aug =] [2010 Ll/m

Repeat Day: [ Sunday [ Manday I Tuesday i Wednasday [ Thursday [~ Friday [T Saturday

Fig2.4.2.2 Creating a Repeat Booking.

11. If this is a once off room booking request, select Repeat Type none as illustrated
above. Alternatively if you request a daily booking then click daily, for a weekly
booking click weekly, and for a monthly booking click monthly.

12. If your booking is a repeat booking then you must use the drop down list provided and
select what date you wish this repeat booking to end.

13. You may also select what day you wish to hold your repeat booking e.g. If you
wanted a weekly booking on a Wednesday then you would:

(@) Select “Repeat Type” as Weekly.
(b) Enter your “Repeat End Date”.
(c) Choose Wednesday as your “Repeat Day”.

A Daily selection requests the room at that specific time, every day.

A Weekly selection will request the room at that specific time to repeat for the days you have
selected for Repeat Day. For example, use Weekly Repeat Type to request a room every
Monday, Wednesday, and Friday. Select the days under Repeat Day. Enter the end date that
you no longer require the room.

User Manual Page 11



Societies Room Booking System (SRBS)

If the Repeat Days are not selected, you will request the room on the same day of the week
each week as the day your first requested day.

A Monthly selection, requests the room at that specific time, on the same day of each month.
For example: the 17" of each month. If you select the 29th, 30th or 31st of the month, if that
day does not exist for a month the last day of that month will be requested instead.

Save

/m
15

Viiew Day: Aug 13 [ Aug 14 | Aug 15 [ Aug 16| Aug 17 | Aug 18 | [ Aug 19 ]| Aug 20 | Aug 21 | Aug 22 | Aug 23 | Aug 24 | Aug 25 | Aug 26
View Week: Jul 18 [ Jul 25 | Aug 01 | Aug 08 | [ Aug 15 ] | Aug 22 | Aug 29| Sep 09| Sep 12| Sep 19| Sep 26| Oct 03 | Oct 10| Oct 17 | Oct 24
View Month: Jun 2010 | Jul 2010 | [ Aug 2010 ]| Sep 2010 | Oct 2010 | Nov 2010 | Dec 2010 | Jan 2011 | Feb 2011 | Mar 2011 | Apr 2011 | May 2011 | Jun 2011

Fig2.4.2.3 Click Save to save your repeat booking or
click cancel to return to the Calendar Home Page.

14. Click “Save” to process your booking.
15. Alternatively click “Cancel” if you have made a mistake or do not require the booking.
This will take you back to the Calendar Home Page of the Societies Room Booking

System.

External Organisation or Staff members, who have special equipment requirements, please
email the buildings office at naomh.cassidy@nuigalway.ie .

NOTE: Your room booking request is provisional, whilst it awaits approval from an
Administrator/ member of staff at the Societies Office. You will receive one of the following
emails requesting additional information about your booking, a confirmation notification of
your booking or a rejection notification. In some circumstances you may receive a phone call.
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Societies Room Booking System (SRBS)

2.5 Amend Booking Details

You may only change details of booking requests you created. You do not have access to
alter other person’s room requests.

1. Select your room booking request that you wish to change from the calendar e.g. test
in this example.

Wednesday 18 August 2010
<< Go To Day Before Go To Today Go To Day After »>

me:| _Large Acoustic room | ___Meeting Roam 1 Meeting Room 2| _Small Acoustic Room

FEEEE
A BA B E]
RS
S35

G e = s e | 2
=S S
SEEEEEEEEEEEE

=]

oy
=] o
S

"
e
=1

—

b el bl
S|hS
S|SS

.=
¥}
=1

5
)
&

FIEE
o e e e
Wl S|t

SlS|S

S|l
S|S|S

Fig2.5.1 Select the booking you wish to change from the calendar.
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Societies Room Booking System (SRBS)

2. When you click on the room booking the screen below will appear with all the
booking details of the booking.

I NUI Galway
2 =/ -olo You are 3860_Helen_Birke
o OF Gaillimh mmw ] Calendar Help | Rooms Report Search:- ——
J L 1 pending bookings Log Off
Societies Room Booking System

You Are Here: Home > Booking Details

Test July 2010 August 2010 Saptamber 2010
SunMonTue Wed ThuFriSat  SunMonTueWed ThuFriSat - SunMon Tue Wed ThuFri Sat
128 4 2 3 4 567 102 3 2

Created By:  3560_Helen_Biirke
Telephone : (0876179035
Email address :  h.deburcal@nuigalway ie

4 5 & T 2 9 10 8 9 10 M 12 13 14 5 6 7 8 9 101

1112 13 14 151617 15 16 17 1 192021 12 13 14 15 16 1T 18

18 18 20 21 22 23 24 22 23 24 25 2627 28 19 20 21 22 23 24 25
25 26 27 28 23 30 A 23 30 N 26 27 28 23 M0

Organised By: Helen
Description:  sfds
Status:  Provisional booking
Room:  Aras na Mac Léinn - Small Acoustic Room
Room preferences:
Start Time:  20:00:00 - Wednesday 18 August 2010
Duration: 1 hours
End Time:  21:00:00 - Wednesday 18 August 2010
Last Updated:  16:29:50 - Wednesday 18 August 2010
Repeat Type:  Mone

Copy Entry
Delete Entry

Return to previous page

View Day: Aug 12 [ Aug 13| Aug 14 | Aug 15 | Aug 16| Aug 17 | [ Aug 18 ] | Aug 19| Aug 20 | Aug 21 | Aug 22 | Aug 23 | Aug 24 | Aug 25
View Week: Jul 18 | Jul 25| Aug 01 | Aug 08 [ [ Aug 157 | Aug 22 | Aug 29 | Sep 05| Sep 12| Sep 19| Sep 26| Oct 03| Oct 10| Oct 17 | Oct 24
View Month: Jun 2010 | Jul 2010 | [ Aug 20107 | Sep 2010 | Oct 2010 | Hov 2010 | Dec 2010 | Jan 2011 | Feb 2011 | Mar 2011 | Apr 2011 | May 2011 | Jun 2011

Fig2.5.2 Click Edit Entry to edit you booking details.

3. Select “Edit Entry” (located on the bottom left hand side).
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Societies Room Booking System (SRBS)
The Screen below appears when you click on “Edit Entry”. Modify the details of your

booking as required.

Edit Entry

Required Fields **

Event Title **: |Test

Organised By ™ [Helen

sfds ;l

Brief Description :

[

Date: [13 »| [Aug =] [2010 7] All day [T

Start Time: Iﬁ; Iﬁ
End Time: E; Iﬁ

Rooms: || arge Acoustic room j Specify other room preferences: =]
{Use Control-Click to  |{jleeting Room 1
select more than | \zeting Room 2
one room)
The Art Room d =l

Repeat Type: |none

Fig2.5.3 Modify the details you wish to change as required.

NOTE: If there is a scheduling conflict a notice will appear. View the calendar and modify
your room details to an unrequested (available) timeslot and Select “Save”.

Click Save as illustrated below with the red arrow to save your new updated booking.

Alternatively click cancel to return to the Calendar Home Page as illustrated by the red arrow.

=
Cancel | h

View Day: Aug 13 | Aug 14 | Aug 15 | Aug 16 | Aug 17 [ Aug 18| [ Aug 19] | Aug 20| Aug 21 | Aug 22 | Aug 23 | Aug 24 | Aug 25 | Aug 26
View Week: Jul 18 | Jul 25 | Aug 01 | Aug 08 | [Aug 15] | Aug 22 | Aug 29 | Sep 05| Sep 12| Sep 19| Sep 26| Oct 03 | Oct 10 | Oct 17 | Oct 24
View Month: Jun 2010 [ Jul 2010 | [ Aug 2010 ] | Sep 2010 | Oct 2010 | Nov 2010 | Dec 2010 | Jan 2011 | Feb 2011 | Mar 2011 | Apr 2011 | May 2011 | Jun 2011

Fig2.5.4 Click Save or Cancel.
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Societies Room Booking System (SRBS)

2.6 View Room Details

1. Click on Rooms, located on the top right hand side of your screen.

Societies Room Booking System

You Are Here: Home

Please note:

[f you have any other queries or problems, please contact Riona at Ext. 2086

Email: socshox@socs nuigatway.ie. Alteratively just call over ta the Societies Box.

Please select the time slot you require below:

<< Go To Day Before

Wednesday 18 August 2010

Go To Today

Calendar M Report

July 2010
SunMon Tue Wed ThuFri Sat
123
4 8 6 7 380
112 13 14 15 16 1T
12019 20 A 223 M
26 2% 27 28 2320 M

Search: -

August 2010
Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 5 687
2 9 10 1 1213 14
15 16 17 18 ;13 20 21

2 23 24 25 262728
29 0 M

Mezting Roor 1 Westing Room 2__|_Small Acoustic Room |___The At Room

Unknown user

September 2010
SunMon Tue Wed ThuFn Sat
123 4
506 7 8 8 1011
1213 14 15 16 17 18
19020 21 2 2324 2%
2% 27 28 29 N

Go To Day After >

Fig2.6.1 View Room Details.

User Manual

Page 16



Societies Room Booking System (SRBS)

When you click the Rooms tab the screen below appears and displays all room details for
Aras na Mac Léinn.

Galway
sa way {15 =]} o9 =1} 2010 =1] |
JE Gaillimh Calendar Help Rooms
I ; 1 pending bookings
Societies Room Booking System

You Are Here: Home = Rooms

Room Details

Rooms in Aras na Mac Léinn

e oesapion ] Gareyfoom i oman

Large Acoustic room | specially designed for the aural and orally-minded madden_robert@gmail com
lMeeting Room 1 Part of a pair of meeting rooms 0
lleeting Room 2 0
Small Acoustic Room | Specially designed for the aural and orally-minded 20
The Art Room Perfect space for creativity 20
The Cube perfect for rehearsals and dance 0
The Space perfect for events that need that extra hit of seclusion 60
The Stage Perfect for rehearsals and dance 0
The View Perfect for large meetings 100
A e i

Area: Iﬂras na Mac Léinn 'I

Fig2.6.2 To return back to the calendar click the Societies
Room Booking System link or the calendar tab.

2. Click on “Societies Room Booking System” located below the NUIG logo.
3. Alternatively click on the calendar tab to return to the calendar.

User Manual Page 17



Societies Room Booking System (SRBS)

2.7 View Provisional bookings awaiting approval
1. Click on Pending bookings link located under the drop down calendar.

Report

Societies Room Booking System

You Are Here: Home n
July 2010 August 2010 September 2010

Please nate Sun Man Tue Wed Thu Fri Sat  Sun Mon TueWed Thu Fri Sat  Sun Mon TueWed Thy Fri Sat

1 2 3 1 2 3 4 g B 7 1 2 3 4
4 3 B 7 g 9 10 8 9 10 M 12 13 5 B T 8 9 10 i
11 412 13 14 15 18 17 15 18 17 ' 18 19 20 2 12 1% 14 15 48 17 18
119 W 2 2 B M o2 24 2 o2 2w o2 MW M 2 W WK
% 2% 7 28 28 W M o w3 % 27 2w 2 W

If yiou hawe any other queries or problems, please contact Riona at Ext. 2008

Ermail: socshox@socs nuigahway.ie. Alternatively just call aver to the Societies Box

Please select the time slot you require below:

Wednesday 18 August 2010

<< Go To Day Before Go To Today Go To Day After >>
Large Acoustic room Meeting Room 1 Meeting Room 2 Small Acoustic Room The Art Room The

Fig2.7.1 View provisional pending bookings.
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Societies Room Booking System (SRBS)

2.7.1Edit Provisional bookings awaiting approval
2. Click on the entry name.

Societies Room Booking Sysiem

You Are Here: Home > Pending Bookings
Provisional bookings awaiting approval
ey | Created By Aea ____Room ______StrTine _________________________________Adim________

allfalse asd Aras na Mac Léinn Meeting Room 1 19:00:00 - Thursday 08 July 2010 Accept | Reject | Wore Info |
\ Arzs na Mac Léinn Meeting Roorm 2 10:00:00 - Tuesday 13 July 2010 Accept | Reject | Mare Infa |
H ArasnaMac Léinn Mesting Raam 1 11:30:00 - Friday 16 July 2010 Accept | Reject | Mare Infa |

request groupll Aras na Mac Léinn Meeting Room 2 11:30:00 - Friday 16 July 2010 Accept | Reject | Iore Info |
yellow test aisling Arasna Mac Léinn | Small Acoustic Room  08:30:00 - Monday 19 July 2010 Accapt | Reject | Mare Infa |
fime test groupd Arasna Mac Léinn | The Stage 18:00:00 - Wednesday 21 July 2010 Accept | Reject | Mare Infa |
test test Arzs na Mac Léinn | The Stage 21:00:00 - Monday 26 July 2010 Accept | Reject | Mare Infa |
test staff ArasnaMac Léin | The Stage 08:00:00 - Thursday 29 July 2010 Accept | Reject | Mare Infa |
Test 3860 Helen Birke  ArasnaMac Léin  Small Acoustic Room  20:00:00 -Wednesday 18 August 2010 Accept | Feject | Iare Info |

grnup1l] The Space Accept Reject Mare Infa

View Day: Aug 12 | Aug 13 | Aug 14 | Aug 15 | Aug 16 | Aug 17 | [Aug 18] | Aug 19 | Aug 20 | Aug 21| Aug 22 | Aug 23 | Aug 24 | Aug 25
View Week: Jul 18 | Jul 25| Aug 01 | Aug 08 | [ Aug 15] | Aug 22 | Aug 29 | Sep 05 | Sep 12 | Sep 19 | Sep 26 | Oct03 | Oct 10 | Qct 17 | Oct 24
View Month: Jun 2010 | Jul 2010 | [ Aug 2010 | Sep 2010 | Oct 2010 | Nov 2010 | Dec 2010 [ Jan 2011 | Feb 2011 | Mar 2011 | Apr 2011 | May 2011 | Jun 2011

Fig2.7.1.1 Click on the entry name.
3. Select Edit Entry, located to the bottom left.

Then follow the instructions detailed in Section 2.5, Amend Booking Details.

NUI Galway

Gaillimh

Societies Room Booking System

You Are Here: Home > Booking Details

time test July 2010 August 2010 September 2010
Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat
Created By:  groupi0 1 2z 3 1.2 3 a & B 7 12 3 4

4 g E T g a 10 el E) o111z 13 e g E T k] El BRI A
Telephone : Mot Supplied M2 43 A4 16 4B 17 45 5 T 48 i 20 21 M2 13 A4 45 18 47 48
Email address :  madden.robert@gmail.com 1B 19 20 21 22 23 2 2223 oz 25 m I 19 20 21 2 23 24 25
%o 7 o8 o2 W 3 2 o % 2 om om oW
Organised By:
Description:
Status:  Provisional booking
Room: Aras na Mac Léinn - The Stage
Room preferences:
Start Time:  18:00:00 - Wednesday 21 July 2010
Duration: 1.5 hours
End Time: 19:30:00 - Wednesday 21 July 2010
Last Updated:  17:52:05 - Wednesday 21 July 2010
Repeat Type:  None

Entry:  Accept Reject ore Info

Edit Entry

Copy Entry
Delete Entiy

Retuin to previous page

Fig2.7.1.2 Select Edit Entry.
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2.8 Delete Booking Request
You may only delete booking requests you created.

1. Select your room booking request from the calendar.

Sociefies Room Booking System

You Are Here: Home

July 2010 August 2010 September 2010
Please note: Sun Mon Tue Wed Thu Fri Sat - Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
1oz 1z 3 4 5 8 7 123
4 5 B 7 8 8§ M B 85 6 7 8 3 WM
"oz 1E 15 817 0 21 1z 43 4 15 16 17 18
1B om0 21 22 23 7 8 19 W M O OB M B
% 2 2 28 28 W 3 % 277 ® m M|

If you have any other queries or prablems, please contact Riona at Ext. 2088

Ermail socshox@socs nuigahway.ie. Altermatively just call over to the Societies By

Please select the time slot you require below:
Wednesday 18 August 2010

<< Go To Day Before Go To Today Go To Day After >>

arge ACoustic room Mezting Roor 1 Mezting Roor 2 Sma 3o The At Roomm Th The Stage

11

Fig2.8.1 Select the booking you wish to delete from the calendar.

2. Select delete entry as indicated below with the red arrow.

NUI Galway
OE Gaillimh Calendar elp Rooms Report

Societies Room Booking System

You Are Here: Home > Booking Details

time test July 2010 August 2010 September 2010
Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat
Created By:  group10 1oz 03 L - 1oz 8 4
Telepl . Mot S lied 4 g E T g a 10 el E) 10 '_11 1213 14 g E T k] El BRI A
elephone - Hot supple Moz 13 1418 8 17 15 e 1920 21 12 18 M 48 18 17 18
Email address :  madden.robert@gmail.com 8 19 20 2 2 2™ M 22 3w 2E m 37 18 19020 21 22 2 4 25

%o 7 o8 o2 W 3 2 o % 2 om om oW
Organised By:
Description:
Status:  Provisional booking
Room:  Aras na Mac Léinn - The Stage
Room preferences:
Start Time:  18:00:00 - Wednesday 21 July 2010
Duration: 1.5 hours
End Time: 19:30:00 - Wednesday 21 July 2010
Last Updated:  17:52:05 - Wednesday 21 July 2010
Repeat Type:  None

Entry:  Accept Reject Mare Info

Edit Entry
Capy Entry
Delete Entry

Return to previous page

Fig2.8.2 Click Deleted Entry to delete a booking.
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3. Click “OK” to proceed with the deletion.
4. Alternatively click “Cancel” to cancel the deletion.

The page at http:/ /www.roombooking El

9 Are wou sure
wiou wank ko

delete this enkry?

H,

Zancel

Fig2.8.3 Click OK to confirm deletion or cancel to cancel deletion.

The room request will be removed from the calendar.

2.8.1 Delete an instance of a recurring Booking Request
If you have created the booking request, follow the instructions above detailed in “Delete
Booking Request”.

Navigate to the required request you wish to delete.
Select the booking request.

Select Delete Entry.
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2.8.2 Delete a recurring Booking Request
If you have created the booking request:

Navigate to the required request you wish to delete.

Select the booking request.

Rooms Report

Societies Room Booking System

You Are Here: Home > Booking Details

Arts July 2m0 August 2010 Septemnber 2010
Sun Mon TueWed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat
Created By:  bob LA 1z 3 4 5 8 7 12 3 4

4 & E T 2 g 10 g 9 10 M oMz 12 14 & E 7 2 g mw "
o1z 13 14 15 | 17 1B 18 1718 P13 20 M 12 13 14 15 & 17 18

Email address 1 Not Supplied 1 13 20 21 32 23 2 22 23 24 25 2 27 28 19 20 21 2 23 24 25
25 26 27 28 2 W M 2 w3 2% 27 2@ 28 M|

Telephone : Mot Supplied

Organised By:
Description:
Status:  Provisional booking
Room: Aras na Mac Léinn - The Cube
Room preferences:
Start Time:  10:30:00 - Tuesday 13 July 2010
Duration: 1 hours
End Time:  11:30:00 - Tuesday 13 July 2010
Last Updated:  14:07:35 - Thursday 24 June 2010
Repeat Type:  Weekly
Repeat Day:  Tuesday
Repeat End Date:  Saturday 31 July 2010

Series: | Accept Reject Mare Info

Edit Series

Copy Series

Delete Series s n

Return to previous page

Fig2.8.2.1 Deleting a series of bookings.

1. Select “Delete Series” as illustrated above with the red arrow.
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2.9 Duplicate a Room Reservation/Request
You may duplicate any room reservation in the calendar by:

Selecting the reservation you wish to duplicate.

1. Select “Copy Entry” as illustrated below with the red arrow..

You are 20564 _Aisling_Garrett

Rooms Report
i Log Off

Societies Room Booking System

You Are Here: Home > Booking Details

tets July 2010 August 2010 September 2010
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
Created By:  group10 T2 3 L T2 3 4
Telenl . Mot Bunnlied 4 5 B T 8 3 10 g 8 M0 11 12 13 14 5 5 7 & 8 10 M
elephone : ot supplie . 1M 1z 13 14 15 18 A7 16 16 17 18 18 20 2 1zo13 1M 15 18 a7 8
Email address :  madden.rober@gmail.com 1 13 2 24 22 23 24 23 2324 S5 B8 2T 28 19z 21 22 23 24 25
25 26 27 28 28 0 M 23 = w 2 27 28 3 90

Organised By:
Description: 0
Status:  Provisional booking
Room: Aras na Mac Léinn - Meeting Room 1
Room preferences:
Start Time:  11:30:00 - Friday 16 July 2010
Duration: 1 hours
End Time:  12:30:00 - Friday 16 July 2010
Last Updated: 18:40:25 - Wednesday 14 July 2010
Repeat Type: MNone

Entry:  Accept | Feject | More Info

Edit Entry

Copy Entry h n
Delete Entry

Return to previous page

Fig2.9.1 Copy a room booking.

Modify the dates, time and details as required.
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