User Guide for Staff

% S Direct Booking System
THE UNIVERSITY OF (DiB S)

MELBOURNE

About DiBS

Direct Booking System (DiBS) is a cloud-based platform that allows staff and students to reserve a space
on campus to meet, work and study.

What is changing?

Previously there were multiple different platforms used to book a space on campus, including Resource
Booker and BookIT (for library spaces). We are gradually migrating the majority of campus spaces to DiBS,
to give a consistent experience for staff and students.

When is it changing?

DiBS is expected to launch on 17 July, with bookings available from 24 July onwards.

What do I have to do?

Familiarise yourself with this User Guide, which covers the main functions of DiBS.

Where do I go for help?
If you need support using DiBS, please contact the following:

Chat with an IT support officer or log a request through Service Now or call the Service Centre (+61 3 834
40888) 7:30am - 7:30pm weekdays

For support with library spaces, you can also speak to the Library Service Desk staff.
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https://unimelb.service-now.com/student
https://unimelb.service-now.com/student
https://unimelb.service-now.com/sp?in_c=quickaccess&_ga=2.145624503.2024979651.1689286856-27820381.1685445239
https://unimelb.service-now.com/sp?in_c=quickaccess&_ga=2.145624503.2024979651.1689286856-27820381.1685445239
https://unimelb.service-now.com/sp?in_c=quickaccess&_ga=2.145624503.2024979651.1689286856-27820381.1685445239
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1. Logging in

11 LOGGING IN:

You can access DiBS by opening a web browser and entering the following URL:
https://go.unimelb.edu.au/dibs

You will see the Single sign on page below.

Connect to

Sign in with your University of Melbourne account to access
Accruent - EMScloud

MELBOURNE

Sign In

Username

h (not email address)

B Remember me

1.2 Once you have logged in with your username and password, you will be taken to the homepage.
& @ woodha
® o MY HOME 9

[ creATE A RESERVATION
My Reservation Templates
B wvevEnTs
besknow  abour

BROWSE
book naw  about

book now | about

My Bookings
14JULY 2023 SEARCH Canberra, Melbourne, Sydney [EST]

Doy Month  Date Predous  Todey  Mex

There are no bookings for 14 July 2023
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https://go.unimelb.edu.au/

2. Reserve a space using ‘My Reservation Templates’

2.1 To reserve a space using My Reservation Templates, click on the Book Now button for the

building in which you wish to book.

.
/
M Home
MY HOME °

B create s RESERVATION

My Reservation Templates

& wvevenTs
staf abaut
BROWSE
M evenTs St boakrow | sbaur
9 Locanons Star- Book a boaknow | abaut
My Bookings
4lulraon - seRRcH Canberra, Melbourne, Sydney [EST]
Dy Month  Date Today N
There are no bookings for 14 July 2023
P \EZLY© Copyight 2023 Accvent A1 ighes Besere CresedResenaton  MyBwss  fuents Locations

2.2 Alternatively, you can click on the About button to find out the rules for booking a space with this
template.

F)

# HoME

B CcReaTe A RESERVATION

& wyeens

BROWSE

M cvents

9 Locamons

My Bookings
4JULY 2023 SEARCH Canberra, Melbourne, Sydney [EST]
Doy Momt  Date Prevous  Today
There are no bookings for 14 July 2023

¥ TN © Copyrgnt 2023 Rcsreent ) ights Reserved CresteARsservion  MyErents  Evets  Locations
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2.3 When you click on About, the rules for the template are displayed. Select Book Now With This
Template to proceed with your booking.

About The "Staff - Book a Space in a Library" Template

BOOKING RULES.

Maximum number of Bookings aliowed per reservation 1
Maximum number of minutes allowed 120
Cancel booking In progress

£nd booking in progress

nly alow new bookings within this number of days

Maximum number of bookings per day

Maximum number of bookings per date range

2.4 When you click either of the Book Now buttons, you are taken to the New Booking page. Select the
date, start time and end time for your booking. You can also narrow the search to a particular
building if you wish. You will notice that your own availability (as per your Outlook calendar) will
display under the Attendees heading.

@ Woodhams, Emily

= #\ DiBS | Creste A Reservaton
% Staff - Book a Space in a Library @ Py cart (o) [T
1 Spaces & Attendees 2 Reservation Details
New Booking for Fri 14 Jul 2023 Next 5t
Date & Time Selected Spaces
Date * Your selected Spaces will appear here.
R R Attendees
— — T T T g A E & L 7 - T 5 v 7 T 5 AL
12000M | @ 1:00 PM -]
oodnams. Emiy | | |
Create booking in this time 2one »
Avallabisty Legend
Canberra, Melbourne, Sycney v
Qa
Locati Add/Rema:
o " |space Search Results
al)
Spaces maiching your search criteria will appear here.
© Lot Me Search For A Space
Floors AddrRemove
(@l
Space Types AddrRemeve
(@l
Features AddrRemeve
Number of Feople
A DES | V2B1 © Sopyrgnt 2023 Accuen Al Rignt Reserved Creaie A fpsenation  MyEvenss  Everis  Locaiions
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2.5 Once you hit Search, available spaces for your chosen date and time appear in a list view
automatically.

= A DIBS | Creme A Reservato @ Woodhams Emiy
ome Your ssected Spaces wil apoear heee
L Attendees
" 26m s f
o
. abiky Legend
a
Locations Addimemove

Space Search Results

ELOOR MAD

@ Let Me Search For A S
space ~ Location Floor ” cap Price

ol Spaces You Can Reserve
© G mriscox -
Number of Peaple °oH
ol &t
© K meo cct Roem 10(6) Fac Busng u s 6

A | V231 Copyrghe 2023 Arcruane &0 Bights Rasenves Creste & Resemstion MyBverts  Euents  Locations

You can also choose to view the available rooms by Schedule view or Floor Map view.

2.6
Schedule view:

©  Vicodrams. Emily

@
wesdhsms, Emily

Availabilty Legand

Locations Add/Remave
Space Search Results

IFLOOR Map

Fioars AddrRemave

— Spaces You Can Reserve

Space Types Add/Remove Salle Libreny S e

© mraTrGEIsP G

Faatures AddrRemave

Number of People

Floor Map view: (you must select a floor and building for this view)
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@ weadhams, Emiy

Your selected Spaces will appear here.

Attendees
T s 4 s s o8 s wm om w1 2 3 4 s & 7 8 s wm m
o 1:00 PM (=]
Woodhams, £ty | | ‘ ‘
Create booking i this time zone . .
Avaiaviy Legeng
Canberra, Melboune, Sydney B
a
Locations. Add/Remove

Space Search Results
@

UST  SCHEDULS

(] Favorite Spaces only. EAC Library v | Basement1-EACLibrary ind A5p a
© Lot Me Sea

+

Floors AddrRemove
(al)

Space Types AddsRemove
al

Features. AddsRemove

Numbar of Peopla

Aoes | B oo

— Creste A Resenvation My Events

2.7 Select the room you would like to book.

= M DiBS  Crem=a

©  wosdhams. Emiy

vour salected Spaces will sppear here.

& Attendees
— — 3 4 s s TAM 8 a o " 120M 2 3 N s s 7 8 9 w0
oM | @ 1o | @
et oty T
Create booking in ths time zone . .
Availatilty Legend
Canbarra, Melbourne, Sydnay v
a
Locations Add/Remove

Space Search Results

fally

UST  SCHEDULE  FLOGRMAP

(0] Faworite Spaces oaly.

Space ~ Location

Floor i cop price
Fioors Adarmemone
- Spaces You Can Reserve
Spaca Typas Addrmemove £00-507-6-G06A-Recording Fod (&) Dasie - Swinburne Hall s B4
i
PAR.105.G-G30 Froject Room 1 (6] #5 Bullding s A
Features AdéRemore
PAR-105-G-G31-Project Room 2 (6) FBE Building G ST 8
Number of People PAR-105G-G33 Project Room 3(6) 72 Builcing s A
! PAR105-G-634 Froject Room 48] FBE Bullsing s s s
PAR-105-41-121-9roject Room 9 6) Fa Buling u s e
PAR-105.41-122 Project Raom 8 6) 8¢ Buiding u B s
PARADS-L1-125-Project Aoom 1018) FBE Buiiding u wros

PAR-105-UG-UGT 1-Praject Room 5 () FEE Building us &sT 6 n

Avies | wWB1 80 Creste AReservation  MyBvents  Events  Locatons

2.8 Enter the number of attendees and click Add Space

Attendance & Setup Type

continue, the number of Sttendees and desired Setup type for this Space,
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2.9

2.10

Selected room has now turned red (unavailable) and a pop-up message tells you that the date/time
cannot be edited once the booking has been added to My Cart. Proceed to click Next Step.

= A

x Staff - Book a Space in a Library @

New Booking for Fri 14 Jul 2023

ate & Time

Selected Spaces  # Attendance & Setup Type
© [ pur-105-5-G30-Prject Room 1 16)

ttendees

Space Search Results
UST  SCHEDULE  FLOGR MAP

Favorite Spaces only.

m Space ~

Floors Add/Remove

Spates You Can Reserve

© [ pocsore

Space Types AddrRemove
@

Features Add/Remove

Mumber of Paaple

Events

1 Spaces & Attendees

Laeations

2 Reservation Details

Location

Wy cart (1
f '
Avalapilny Legend
Floor ” o price

On the Reservation details screen, enter Event Name, select Event Type from the drop down menu.

= »

x Staff - Book a Space in a Library @

Reservation Details

Event Details

Event Nama *

1 Spaces & Attendees

Event Type *

Conference/Meeting
Calendaring Details ppical

Private

Subject Show Tima As R

amind
Message
A BJ/US mdrfd CSXXFF EEILHLALT
Attach File
) 1 vz Coaate A Raseevat MyEvents  Events

2 Reservation Details

@  woodhams, Emiy

LIVTEUT Create Reservation
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Confirm the event details for the calendar invitation. You can set a reminder, the ‘busy/available’

state and the Subject line for the meeting. You can also include a message in the free text box and
attach any relevant files.

7]
Show Time As o

Attach File

Confirm your contact details and read and agree to the Terms and Conditions. The click Create
Reservation.

P

2.11

Your booking is confirmed. An email notification will be sent to your nominated email address
within a few minutes.

Reservation Created

Email notification:
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2.12

[EXT] Information about your booking for PAR-105-G-G30-Project Room 1 (6) on 7/14/2023 Fri

. . « >
nereply.unimelb@emscloudservice.com © | © Reply | € Repiy Al Fowerd || B
To Emily Woodhams Fri 14/07/2023 12:18 PM
(@) lick here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.
External email: Please exercise caution
Reservation No.: 400
Booker: Woodhams, Emily
Type Date Start End Building Space Event Status
New 71472023 Fri 12:00 PM 1:00 PM 105 PAR-105-G-G30-  p ot mesting Confirmed
Project Room 1 (8)
Your booking will appear under My Events
& DiBS fy Events ©  Wieodhams, Emiy
# ouE
RESEWVATIONS  B0OKINGS
B CREATE A RESERVATION
e —— D inchae cancelled reservtions
B wveEwTs
CURRENT  pasT
BROWSE —
M evenTs Harne First/Last Booking - Location Booker services o Status
@ Locanons Project meeting Fri 14 )l 2023 FBE Buiding - PARIDS-G-GI0-Preject  Weodhams, Emily 00 Canfirmed
3 oo 1 (8)
o PARIEZ 12205 Woodnams, Emily ¥ £ Cantimed

CIub AGH!

GrestedReserveton  MyEvents  Events  Locafiors
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3. Browse for a space: to find a space that meets your requirements

3.1 To search for a space by location, date or feature, navigate to the Browse function on the left-hand
menu. Select Locations and filter your results by specific building, or characteristics such as capacity,

features, space types etc.

M DiBS | B cations
R HOME )
Filters
[ CREATE A RESERVATION Date Time Zane
Fri 14/07/2023 -}
& e Locations 1838 Building, Building 163
BROWSE Add/Remove Locations
A cvenTs Save Filters
I
Locations
&Thu  Fri 14 July 2023 | sat>
2 3 4 s s TAM 8 s 10 " 12eM 1
2 3 4 s 6 A 8 ] 10 1 2P 1
1838 Building (EST) cap
PAR-1GELI-ION-Meetngl 4
PAR-198L1-102Meeting | 14
PAR-1GELI-141-Gorman] 14
PAR-198-L1-163-Meeting | s
2 3 4 s s TAM B s 10 n 12eM 1
Building 158 (EST) =™
PAR-168-2-201-Meeting | 20
PAR-168-L3-301-Meeting | 20
PAR-1682-202Meeting | 30
A DiBS | V1 © Copyrgnt 2028 Accruent Al Rignts Reserved Create AResenaton  MyBvens  Evenis  Locations

3.2 Add filters and tick the options you require in your space.

Features

[0 Select All features
O Camera Gty i)

(] Ceiling Microphone ey (1)

[0 Device Connection via Wireless
[ HOM! Ingut

() Hearing Infrared System

LED Screen Quanty (1)

O Room Boaking Panel

Selected Features

© LD Screen Quantity (1)

jerra. Melbourne. Sydney

Capacity
Features
Figors
Space
Space Types
Setwp Types

@ Woodhams, Emily

Saved Filters Compact View

° 10 "
[ 10 "
s 10 "
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3.3 See all available spaces that meet your requirements.

# DIBS  Srowse Locatons

# Hove
Filters
B CREATE A RESERVATION Date [T @ e Time Zone
B et Locations 1338 Bulding, Bullding 168
J— Add/Remove Locations
W evenTs Capacity 10
I ¥ Locanons Features  LCD Screen Guantity (1)
AddiRemove Features
Save Filters
Locations
<Thu  Fril14july 2023 sat>
2 3 4 5 6 TAM s s 0 1 126M
1888 Bulding (E5T) cap 2 3 4 s L) TAM 8 L] 10 " 12eM
PAR-1S8L1-102 Meeting] 14
PAR-198-L1-141-Gorman | 14
A ODIES | V31 © Copright 2023 Accruent Al Aighis Reserved Create AResenation  MyEvents  Evets  Locations

3.4 Click on a room name to view information about the room.

about PAR-198-L1-102-Meeting Room 102 (14)

‘SPACE DETALS

Space Code

Description

Space Type

Fiaor

Requires Checkin

SETUSTYPES  FEATURES  IMAGES  AVAILABILTY

102

PAR-199-L1-102-Meeting Room 102 (14)

Mesting/Board/Confarence Roam

=

1 you have any queries/issuas regarding your
booking/Boaking request. please email
info@gsaunimelb.edu.au

ves

v s ssang . space oo | [

Canberra, Melbourne, Sydney

Add Filter

1]

saved Filters

Woadhams, Entiy

Compact View
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3.5 Save the filters you have chosen for future booking searches if you wish.

Save Filters

Give this set of filters a name.

1899 Building, Building 162, LCD Screen Quantity (1)

3.6 To make the booking in your chosen space, click on the cell that corresponds to your preferred space

and start time. A pop up will appear, asking you to nominate the start and stop times for your booking.
Click continue.

#Note: You can only click on a cell with a future start time.

Create A New Reservation

Fri 14 July 2023 In PAR-198-L1-102-Meeting Room 102 (14)
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3.7 You will be taken to the Reservation details page for that space. Click on the green and white plus to add
the space to your booking.

= M pies

@ Woashams. Emily

» Staff - Book a Space in 1888 Building @

R UTSLIUN create Reservation

1 Spaces & Attendees 2 Reservation Detalls
New Booking for Fri 14 Jul 2023
Date & Time Selected Spaces
Your selected Spaces will appear here
L Amendees

Start Time * End Time 3 4 s 5 TaM 8 % 0 " 12eM 1 2 3 4 s 6 7 8 9 10 1

1:00 PM ] 200 PM @

Woodhams, ey [
Create bosking in this time zane 4 2
Availabiity Legend
Canbe v

Locations Add/Remove
Space Search Results
(al)

LST  SCHEDULE  FLOORMAR

© Lot Mo Soarch For A Space 2 3 a s 5 7AM 8 3 10 “ 1M1 2 3 4 5 6 7 8 9 10 1
T
L e e o Spaces You Can Reserve

Space Name 1888 Bukdng (£5) e B 3 4 5 6 TAM 8 9 0 " 121 2 3 4 5 6 7 ] 9 10 1

EBessuame 1 ‘ ‘

.

Availability Legend

A oviss | @31 eGp Aot 41 Bigems Basarias Cooare A Resovaton MyBann  Bans Lscations

3.8 Once the space has been added to your booking, continue to book as per standard booking process by
clicking Next Step.

= M\ pies

(*]

dhams, Emily

% Staff - Book a Space in 1888 Building @ Wy cart (0)

1 Spaces & Attendees 2 Reservation Details

New Booking for Fri 14 jul 2023

Date & Time Selected Spaces
Date* You 3 Spaces will appear here.

e L] Attendees
JE— — 2 a s 6 M8 9 o 12eM 2 3 4 6 7 s s 0 1

1:00 P o 2:00 PM [}

Woodharms Emiy ‘ ‘

Create booking i this time zone ‘

Canberra, Melbourn v

Qa
Locations AddiRemove

Space Search Results
@i

LST  SCHEDULE  FLOOR MAP

[ ]
Favorite Spaces only,
@ Let Me Search For A Space 2 3 4 5 [}

S e : S
r——
[0 e [T
Space Name 2 3 4 5 6 7 AM 8 9 10 1" 12 1 2 3 4 5 & 7 L] ¥ 10 1
i
Q
[ e |

avallabilty Legend

Create A Resenation  MyEvents  Events  Locations
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3.9

Proceed with your reservation by completing the Event name, Event type, Message, Booker details,
any additonal information and agreeing to the terms and conditions.

= A pies

Reservation Details

Event Detalls

Event Name * Event Type *

Team meeting Conference/mesting

Calandaring Detalls
[0 Private

Subject Show Time As

Team meeting Busy v

Attach File

Selectyour file | Drag and drop your file here

A 231 © Copprgnt 2023 Accruant Al igres Paserve Cruate & Reservation. My Evets

= #\ DiBS Create A Reservation

Attach File

Selectyour file | Drag and drop your file here

Baoker Details

Boaker *

Woodhams, Emily v

15t Contact

Woodhams, Emily v

15t Contact Mobile 1st Cantact Phone

1st Cantact Email Address *

e.woodhams@unimelb.edu.au

Reminder

{none v

B Locations

Additional Information

venue accessibility: accessible entry is via the rear courtyards of 1888 Bullding (north side
of building) and a lift to access L1-L2 is located next to reception on the ground floor (near
the West courtyard entry).

Understand v

have read and agree to the Terms and Conditions I

1 Go Back

A ¥231 S lomrgnt

et 41 Bignts Reseryzd Creste & Reseruation  MyBvems  Events  Locstions

]

Weoadhams, Emily

©  Woodhams, Emily
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3.10

& DiE

" vows

I e Reservation Created

& wyevenTs

BROWSE

ComeaRmanstion  Mylwns B locatons

[EXT] Information about your booking for PAR-162-12-205-Activity Room (16) on 4/26/2023 Wed

noreply.unimelb@emscloudservice.com
T Emily Woodhams

External email: Please exercise caution

Reservation No.: 860

Booker: Emily Woodhams

Type Date Start End Building Space

New 42612023 Wed  10:00 AM 11:00 AM 162 PAR-162:L.2-205-

Activity Room (16)

Event

Test booking

The booking is complete and an email notification will be received.

© O Reply

€ Reply All

= Foward |

Mon 24/04/2023 10:49 Ph

Status

Confirmed
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4. Edit reservation details (eg Event name, Event type, Booker details only)

PLEASE NOTE: You are not able to change the date, time, or location of your reservation. If you need to

adjust these details, please cancel your reservation (see 6. Cancelling a reservation) and make a new
reservation.

4.1 To edit your reservation details, navigate to My Events and select the booking you want to
edit.

............

4.2 Click on Edit Reservation Details.

< My Events/ Project meeting 101 beginning 14 Jul 2023(415
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4.3 Here, you can edit the name of the event, the contact person, or the event type.

P
A roue Project meeting 107
B croarea asseaumon R
& wees Ty
BROWSE = -
M evenTs
Booker Detis
9 Locanons
Seake
15t Contact Phane

It Contact Email Address *

piurimed trescioudserics o et ReservationSummary sy dots s B4 BusoonTpILOKRLs +Erens Brenis Locatons

Click ‘Save reservation details’ and new details will be displayed. The right-hand menu
shows Reservation Tasks such as adding/cancelling services or sharing an invitation with

another attendee.

4.4

= N 9 v
Reservation Tasks
ety
Bookings
CURRENT  mast ) Include cancelied bookings
et Remove Date Start Time EndT Time Zone Locaii stan
e 1ajui 2023 00 o0t o or sasa Vieeting fcom 101 (&) Confrmed
Crsteafesnaton  Myfenn  Gem Lo
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4.5 To share your reservation details with another attendee, click on Send invitation. A pop up
allows you to forward the booking details via email.
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5. Cancelling a reservation

5.1 Navigate to My Events and click on the booking you wish to cancel.

&M DIBS  wysvents (2]
M Howe
-
B CREATE A RESERVATION
Search Reservations O nclude cancelled reservations
B MYEVENTS
-
M events Mame. First/Last Booking Location Boaker Services o Status
9 LocaTions ion FBE Build Project Emily Woadhams 858 Confirmed
Rpprover Tralning. Emly Woodhams. =53 Confirmed
i et s e i
5.2 You will be taken to the Reservation details screen.
(2]

= /A DiBs

€ My Events / Exam revision beginning 26 Apr 2023 (658)

Reservation Tasks

RESERVATION DETAILS
# Edit Reservation Detais Baaking Tools
X Cancel Reservation
cvont ame Exam ravision
View Reservation Summary
SuencType -
s — Send Invitation
Booker Emity Woodharms & Add to My Calendar
15t Contact Name emiy Weoahams
Bookings

O clude cancelled bookings

CURRENT  past

Cancel Bookings  Boos

edit Remove. ate Start Time nd Time Tirma Zone Location status
r e ed 26 Apr 2023 200 AM 10:00 AM esT FAE Buiding - PAR-105.G-G30-Project Roem 1 (6) Confirmed

CresteAResenation  Myfwerts  Evens  Locations
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5.3 To cancel a reservation, click Cancel Reservation under Booking Tools.

= /A DiBs

€ My Events / Exam revision beginning 26 Apr 2023 (658)

RESERVATION DETAILS

Reservation Tasks
# Edit Reservation Details

Event Hame Exam ravizon

View Reservation Summary
vent Ty .
R e send invitation
Sooker Emily Woodhams & Add to My Calendar
15t ContactName

Emily Wooznams

Bookings

CURRENT  past

D mclude cancelled bookings
Cancel Bookings  Bogking Tooks

Edit Fomove Date ~

Start Time

nd Time Tirme Zane Locatien status
7 ) wed 26 Apr 2023 200AM 10:00 M st FBE Suiding - PAR-105-G-GI0Preject Roem 1 (6]

Confirmed

A piBs | @21 ©Cmy

rvent Al Rights Reserved CresteAResenation  Myfwerts  Evens  Locations

A pop-up will appear. Click Yes, Cancel Reservation.

Cancel Reservation?

Both the reservation and bookings will be cancelled. Are you sure you want to proceed?

Yes, Cancel Reservation

5.4 Your reservation now appears with the status of Cancelled.

= A Dies )
RESERVATION DETAILS Reservation Tasks
Eant ame Exam revision Booking Tools
EventType Swdy View Reservation Summary
Send mvtation
Socier Waodhams, Emiy

& to My Calendar
st Contact Hame Waothams, Emily

Mobde

Bookings

CURRENT  pasT

& mcude caneelled beckings

Edit Remove Date ~ Start Time. End Time Time Zone Location Status
Mon 10Jul 2023 3:000M 400 PM £sT FBE Buiding - PAR-105-G-G34-Project Aoom 1 (5]
P oed Creste AReseration Wy Bvests Bvents  Locations
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5.5 You will receive an email notification within a few minutes to confirm the cancellation.

[EXT] Information about your booking for PAR-105-G-G30-Project Room 1 (6) on 4/26/2023 Wed
o noreply.unimelb@emscloudservice.com @ ©reply | € Replyal > Forward | W@ | et

Emily Woodhams Mon 24/04/2

@ help protect your privacy, Outlock prevented automatic download of some pictures in this message

External email: Please exercise caution

Reservation No 658
Booker: Emily Woodhams
Type Date Start End Building Space Event Status
Change 412612023 Wed 2:00 AM 10:00 AM 105 PAR105-G-G30- Exam revision Cancelled
roject Room 1 (6)

6.1 Some spaces require you to check in to confirm your attendance. You must check in no later than
15 minutes after your booking commences in order to retain your booking. You can do this by
logging in to DiBS and going to My Events. 30 minutes prior to your booking commencing, the

Check in button will appear. Click the Check in button to confirm that you are still intending to
use the space.

P! 2131 © Copyrght 2023 Acorvent Al Rights Reserved Creste & Reservabon  MyEvents Btz Locsboms
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6.2 Once you click on the Check In button, you will receive a pop up confirmation. The bottom right

hand buttons indicate that you are checked in (this button is greyed out). If you choose to end
the booking early, you can click the End now button to end your booking immediately.

You have succsssfully checked In
MY HOME

My Reservation Templates

P! Creste A Reservabon  MyEvents B Locsboms

6.3 An alternative way to check in is via the email notification. You will receive a Check In email

notification prior to your booking commencing. You can click on the links in the email to confirm
whether you want to Check In or Cancel the booking.

[EXT] Check-In for PAR-198-G-G52-Group Study Room G52 (4) is now open

_ € Reply ) Reply All > Forward
o noreply.unimelb@emscloudservice.com O] eply ) Reply orward || i@
Emily V ms

Mon 10/07/2 57 PM
res. To help protect your privacy, Outlo e nload esi 3

External email: Please exercise caution

Check in is available for your booking. Please ensure you check in within 15 minutes from your beoking start time. If you do not check in, your booking will be cancelled.

Reservation No.. 285

Booker: Woodhams, Emily

Date Start End Building Space Event
PAR-198-G-G52-

7/10/2023 Mon 10:00 PM 11:00 PM

198 Group Study Room  Test session Cancel Check In
G52 (4)

Direct Booking System (DiBS) | Issue Number V1.1



6.4 Once you click on the Check In link in the email, you will be taken to DiBS and a pop-up
notification will confirm that you have been checked in.

= ©  Vioodnams Emily

You have suceesstully checked in

< My Events/ Test session beginning 10 Jul 2023 (2

RESEAVATION DETAILS  ADDITIONAL INFORMATICN Reservation Tasks
# Edit® \

vame T
0t Type d,

Bookings
commen maer O incluge canceed bookings
ancel Bookings  Sosking Toals [—

et Remave Date ~ Start Time End Time Time Zone Location Status

° Mon 10 jul 2023 0:00 M 11:00 PM est 1883 Building - PAR-198-G-(G52-Group Study Room GS2 (4) Confirmed
A V251 6 Copyright 2028 et ll RghtsReserved Crse AResercton Myfweets  Events  Locations

6.5 You can also see that you have been checked in via the My Events section in DiBS.
P ty Event @ Woodnams, Emily

M HoME
RESEAVATIONS ~ BOOKINGS

B CREATE A RESERVATION

Mon 10 Jul 2023+ B3 o o 0 include cancelles bookings
MY EVENTS
a Canberra, Melbourne, Sydney [EST]
BRowsE Search Bookings Provious  Today  Nest
M evets
Time Name Location
9 Locanons
00 P et
11:00 Pu £5T Confirmed
r VI OConrgt NI Aotk el CoeAbewion  Mybew s Locstons
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7. Recurring bookings (Outdoor spaces and Law spaces only)

7.1 Log in to DiBS and select the Law Building Template or Outdoor Space Template. Click Book now.

?,

¥ ng System ©  woadhams, Emily

# HoME
MY HOME o
B crRenTe AResERvATION
My Reservation Templates
& e

stat- ook
BROWSE
mspa
9 Locamons -
Builin
A ook
saft- 800k

My Bookings

11DECEMBEA 202 SEARCH Canberra, Melbourne, Sydney [EST]

There are no bookings for 11 December 2023

A V32 © Comyrght 2023 Accruent A1 Fights Reserved Crmste A Fezervation MyBveets  Locsbons

7.2 Click the Recurrence button

= 02 Create A Reservatio @  Woodnams Emiy
» Staff - Book an Outdoor Space @ IO Create Reservation

1 Spaces & Attendees 2 Reservation Details
New Booking for Mon 11 Dec 2023

Date & Time Selected Spaces

Your selected Spaces wil appear here.
L Attendees

2]
Space Search Res

Spaces matching your search criteria wil appear here.

@ Latma Search For A Space

Number af People

Search

© 1 Know What Space | Want

Creste A Reservation  MyEvenis  Locations

7.3 Select the frequency of the booking (daily, weekly or monthly). You can choose a start and end
date OR a number of occurrences. Click Apply Recurrence to find the available spaces.
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Recurrence

Repeats Dally ~ Remowe Recurmence

® Euery wieekly
Monthly

O weskdays Only

Start Date Men 1141212023

® endoate Tue 1211272023

O Mumber Of Gecurrences

Start Time
10:30 AM o
Create booking n this time zane

Canberra, Melbourne. Sydney

7.4 Click on Location on the left-hand menu to find available spaces. A list of available spaces will
appear, with the centre column of information showing how many times this space is available
for your booking. (eg for a 5 x booking, the spaces that are available 5/5 are available for all the
recurring bookings. Spaces that are available for only some of your bookings will appear as 4/5,
3/5 etc)

= /A DiBS  Create & Reservation ©  Woadnams, Emiy

x Staff - Book an Qutdoor Space & oy can o [

1 Spaces & Attendees 2 Reservation Details
New Booking for Mon 11 Dec 2023
Date & Time Selected Spaces
Occurs every day. effective Mon Dec 11, 2023 untl
FriDaciE, 2025 frarm 16230 AN 101190 A “Your selected Spaces will appear here.
Canberrs, Melbourne, Sydney. (5 occurrences) | e
T There was a problem accessing the Atendes senvices
Space Search Results
Locations AddiRemove
UST  FLDORMAP
O Favortta Spaces only
Space Available v Location Fioar ki cap Price
. Spaces You Can Reserve
1
| ©  PAREXTI15-6-G01-Andmond Barry Courtyard (200) s REDMOND BARRY COURTYARD s et w0
©  PAREXTI20-G-G01-System Garden Paved Area (60) 55 SYSTEM GARDEN G EsT 80
© 1 Know What Space | Want ©  PrRETI2sAccon DRk Coun1SD) 55 DERAIN COURT G PR
©  PAREXTI308-G.GOI South Court (200) 55 SOUTH CouRT a T a0
©  PAREXTI32.6-GD1-Narth Lawn (200) 53 UNIVERSITY PLAZA AND NORTH LAWH a est 200
©  PaRexT132:6-602-Concrate Lawn (920] i UNIVERSITY PLAZA AND NORTH LaWN s BT w0
©  PaRETIIGGH ElRhe Murdomh Courad (50) s ELZABETH MURDOTH COURTIARD s s s
AOES | D Sl ipaieee eeAleeior  Mpbes Lot L

7.5 Select the space you would like to book by clicking the green plus symbol and proceed with your
booking as usual (see 2. Reserve a Space using ‘My Reservation Templates’).
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