User Guide for
Students

THE UNIVERSITY OF Direct Booking System

MELBOURNE (DBS)

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?

Install the DiBS desktop client on your device and 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:

Visit https://studentit.unimelb.edu.au/ and chat with an IT support officer or log a request through
https://unimelb.service-now.com/student

For support with library spaces, you can also speak to the Library Service Desk staff or Student IT staff.
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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 1o access
Accruent - EMScloud

THE UR OF
MELBOURNE

Sign In

Username

eg. jsmith (not email add
sooith]

Password

W Remember me

Forgot password?

priva

1.2 Once you have logged in with your username and password, you will be taken to the homepage.

# Home 2]

MY HOME

8 CreaTe A RESERVATION
My Reservation Templates

& MYEVENTS
Booka Space ina Library book now | about
BROWSE
W cvenrs 800k a Space in 1888 Building book now | | about
@ LocaTions Book a Space in Arts & Culture Building book now  about
Book  Space in Building 189 book now | about
Book a Space in Student Pavilion book now | about
Book an UMSU Arts Lab book now | about
Book an UMSU Space book now | about
My Bookings
24 APRIL 2023 SEARCH Canberra, Melbourne, Sydney [EST]
Day Month  Date v Previous  Today  Nex
There are no bookings for 24 April 2023
B Take me to the next day containing bookings.
, V231 ec Create AResenvation  MyEvents  Events  Locations
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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.
& DiBS | Direct Booking System °e

# HomE
MY HOME ©

B4 CReATE A RESERVATION
My Reservation Templates

B myevenTs
Booka Space in a Library ‘oook now | about
BROWSE

W cvents Book a Space in 1888 Building booknon sbout

@ Lociions Book a Space in Arts & Culture Bullding =

Book a Space in Building 189 booknon stout

800k a Space n Student Pavilon book non | stout

Bookan UMsU ArtsLab book non | sbout

Bookan UMSU Space booknow | about

My Bookings
24APRIL2023  SEARCH Canberra, Melbourne, Sydney [EST]
Day Month  Date - Prevous  Todsy  Nex
There are no bookings for 24 April 2023
Take me to the next day containing bookings.
P | @31 econrgna CrsteAReematon  MyBuems  Euents  Locatons

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

# Hove
MY HOME °

8 CReATE A RESERVATION
My Reservation Templates

B wyevents
800k 3 Space Ina Ubrary boskno
BROWSE

fe— Book a Space in 1888 Building. booknow_ sbout
@ Locmons 8ook a Space in Ats & Culure Buiking booknow | sbous
So0k a space in Buiding 189 booknow | sbout
Book a Space in Student Pavilon booknow | sbout
Sook an UMSU Arts Lab booknow | sbous
Sook an UMSU Spece booknow | sbout
My Bookings
24APRL202  seARGH Canberra, Melbourne, Sydney [EST]
Day Month  Dato - Praious  Todsy  Next
There are no bookings for 24 April 2023
B Take me to the next day containing bookings.
’ 21 e CresteAResenaton  MyBeents  Evens  Locatons
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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 "Book a Space in a Library" Template

BOOKING RULES

Maximum number of bookings allowed per reservation 1
Maximum number of minutes allowed 120
Cancel booking in progress

£nd booking in progress

Only allow 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.

= M DiBS  Create AReservation

x Book a Space in a Library @ R IOTION Create Reservation

1 Spaces 2 Reservation Details

New Booking for Mon 24 Apr 2023 Next Step
Date & Time Selected Spaces

ate * Your selected Spaces will appear here.

Mon 2410412023

& Space Search Results

tart Time * End Time * Spaces matching your search crterla il appear here.

s3eM | © sz0eM | ©
Create booking in this time zone

Canberra, Melbourne, Sydney v

Add/Remove}
Space Name
a

A DiBS | V2231 ©Conyrgnt 2023 Accruent Al Righs Reserved e A Reserat MyBwns  Evems  Locstions
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2.5 Once you hit Search, available spaces for your chosen date and time appear in a list view
automatically.

= M DiBS | CreateA

(2]

x Book a Space in a Library @ WMy Cart (0)

1 Spaces 2 Reservation Details
New Booking for Wed 26 Apr 2023 Next Step
Date &Time Selected Spaces
Date * Vour selected Spaces will appear here.
Wed 26/04/2023
L] Space Search Results
Start Time * End Time * ST SCHEDULE  FLOORMAP
s00am | © 1000aM | @ | =
[ Favorite Spaces only. Find A space
Create booking n his tme zone space Location Floor u cap price Filter Match v
Canberra, Melbourne, Sycney v
Spaces You Can Reserve
Locations Add/Remove
@ 0 B TS Burnley Library < st 8 O
] © [ cvrsreczszoomoom@ Burnley Library G st 2 O
© [ 000-507.6-Gos Recorcing Pod (&) Dookie - Swinburne Hall < st 4 O
© [ rar1056.G30project Room 1 (6) F3E suilding e st 6 O
— © [ rart0s6aat-projectroom2(6) Fs aulding G st 6 O
pace Name
2 © [ eri05cGasrecroom3E) FaE Buiding < st 6 O
© [ rart0scaseprojectrooma(6) FBE Building I8 st 6 O
© [ ear1051-121-project Room 0 6) FBE Building u esT 6 [ ]
© [ rartos11122roject Room 8 6) F2E suilding u st 6 O
vems  Eews  Locotons >

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

2.6
Schedule view:

= 4% DiBs

Date * Your selectad Spaces will appear here.

Wed 2610412023
e Space Search Results

Start Time * End Time * UST  SCHEDULE  FLOOR MAP

9:00 AM o] 10:00 AM o

Spaces You Can Reserve
Locations Add/Remove 2 3 4 5 6 7AM 8 9 10 1" 12PM 1 2 3 4 Li 6 7 8 9 10 "
- e

© sramraaisean 1

e

soace Name © simrecore 8
Q
© pmiTrceenn 2
[
© simrccarl 4
[
© pimrccernn 1
[ R
© mriTrcezat 6

© Par177G-G33800t 6

© par177G.G3aBoot 6 n

A oDiss | 2231 ©Copyignt eserved CresteAReservation  MyEvents  Euentz  Locstions

Floor Map view: (you must select a floor and building for this view)

= M DiBS | Creaea

servation

X DUUK d SpdLe T d LIvTdry & Emy cart o)
1 Spaces 2 Reservation Details
New Booking for Wed 26 Apr 2023
Date & Time Selected Spaces
Date * Your selected Spaces will appear here

Wed 261042023 | @ Space Search Results

Start Time * End Time * UST  SCHEDULE FLOORMAP

9:00 AM o 10:00 AM o R
O e spces oy sty ][ o satmeimay < |7

Create booking in this time zone

Canberra, Melbourne, Sydney v S
Locations Add/Remove
Sailleu Library
© Let Me Search For ASpace
© 1Know What Space 1 Want
Space Name
a
Aoviss | 31 ©Copr Fghts Reserved CresteAResenstion  Myfvents  Euents  Locatons
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2.7 Select the room you would like to book. Click the plus button (green and white).

= O\ DiBS | Create AReservation o

x Book a Space in a Library & W my Cart (0)

1 Spaces 2 Reservation Details
New Booking for Wed 26 Apr 2023 Next Step
Date & Time Selected Spaces
Date* Your selected Spaces wil appear here.
wed2604z023 [ Space Search Results
Start Time * End Time * UST  SCHEDULE  FLOORMAP.
9:00 AM ) 1000aM | @ ||
Create bookingin this time zone space Location Floor hrd cap Price Filter Match v
Canberra, Melbourne, Sydney v
Spaces You Can Reserve
Locations Add/Remove
- © [ surstac2zeroectroom @ Burney Library s s 8
= © [ surotec23z00mroom@ Burnley Library s BT 2

© [ 000-507-6-Gosa-Recording Pod (4) Dookie - Swinburne Hall G esT a
© [ G30-Project Room 1 (6) FBE Building I3 &sT 6

— © B seroscostrrmentoon2© rosuiding E s e
a © [1] rar-105GGa3-project room 3(6) F8€ Building G BT 6
© [ rar-105.G.Ga4project Room 4 (6) F9E Building G BT 6
© B3 sacrosir ot orjctionms 0 soc uidng u e
© [ Partosi-122-roject Room s 6) F8E Buiding u BT 6
N .

2.8 Enter the number of attendees and click Add Space

Attendance & Setup Type

o continue, please enter the number of attendses and desired setup type for this Space.
Number of Attendees

2.9 Selected room has now turned red (unavailable). Proceed to click Next Step.

= M DiBS | Creste AReservation o
1 Spaces 2 Reservation Details

New Booking for Wed 26 Apr 2023

Date & Time. Selected Spaces  # Attendance & Setup Type
Date* © [ paR-105-G-G30-Project Room 1 (6)

wed 2042023 | Space Search Results
StartTime * EndTime UST  SCHEDULE  FLOORMAP

sc0an | © oom @ T

O Favorite Spaces ony.

Createbooking i s tme zone space Location for 2
Canberr, Melbourne, Sycney .
Spaces You Can Reserve
Locatons Addremove
" © [ surorscazsroectioom @ Surniey Library s s e [
© [ surstecaszoomroom@ surmiey Lirary . s 2 S
© [ 000-507-c-cos-recording pod ) Doclce-swinburne s s 4 O
© Lot MeSearch For Aspace
© [ par1056:G30roject Room 1 6 o Buiding s s e O
[ T——
RIS C G Proec Foom 20 s sulding . s EE—
space Name
al  © [ rnioscssrmecroomse e uiing . s S
© B rar105:634roject Room 46 o uiding s s e O
© B3 par10511-121roject om0 ) o€ suiding u s e I
© [ raviosirizzsociooms @) s sulding u e EE——
© [ Par105-L1-125-project room 10(6) #3¢ Building u BT 6
© [ Par105-UG-UGH1-Project Room S (6) FBE Building v BT 6
A oiss | \EB1 O Comron ke AlRgrFeanes  CoswARsenaton  Mybens  Bems  Locatons o
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2.10 On the Reservation details screen, enter Event Name, select Event Type from the drop down menu,

confirm your contact details and confirm that you agree to the Terms and Conditions. The click
Create Reservation.

= 4 DiBs @
1 Spaces 2 Reservation Details
Reservation Details
Event Details
Event Name * Event Type *
Exam revision tudy v

Booker Details

Booker *

Emily Woodhams

1st Contact

Emily Woodhams

15t Contact Mobile 15t Contact Phone

1st Contact Email Address *

ewoodhams@unimelb.edu.au

I have read and agree to the Terms and Conditions

Go Back

Create Reservation

Al Rights Reserved Creste AResenvation  MyEvents  Events  Locations

& | v31 eco

2.11 Your booking is confirmed. An email notification will be sent to your nominated email address

within a few minutes.

= M DiBS G o
A HomE
8 comamon | RESErVation Created
A confirmation email has been sent to e.wocdhams@unimelb.edu.au
‘ MY EVENTS What would you like to do now?
BROWSE ¥ Add to my calendar.
> E&dit this reservation.
M events
@ LocaTions
Email notification:
[EXT] Information about your booking for PAR-105-G-G30-Project Room 1 (6) on 4/26/2023 Wed
noreply.unimelb@emscloudservice.com ® O Reply | % ReplyAll  —> Foward | i

Emily Woodhams

Mon 24/04/2023 9:19 PM
(@) Click here to download pictures. To help protect your privacy, Qutlock prevented automatic download of some pictures

External email: Please exercise caution

Reservation No.: 658

Booker: Emily Woodhams

Type Date Start End Building Space Event Status

New 412612023 Wed 9:00 AM 10:00 AM 105 PAR105-G-G30-  Eyam ravision Confirmed
Project Room 1 (6)
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2.12 Your booking will appear under My Events

& DiBS

# Home
BOOKINGS

[ CReTE A RESERVATION

Search Reservations

O Include cancelled reservations

B MY EVENTS
CURRENT  paST
BROWSE —
R events Name First/Last Booking ~ Location Booker Services o status
@ LocaTIONS Exam revision Wed 26 Apr 2023/ FBE Building - PAR-105-G-G30-Project Emily Woodhams 658 Confirmed
Wed 26 Apr 2023 Room 1(6)
(single booking)
Session #1 DIBS Local Approver Training Th 27 Apr 2023/ 7888 BUNdIng - PAR198.L1 101 Meeting  Emlly Woodhams 553 Confirmed
Thu 27 Apr 2023 Room 101 (4)
(single booking)
Session #2 DIBS Local Approver Training 1128 Apr 2023/ 1888 Building - PAR-193-L1-101-Meeting  Emily Woodhams ss1 Confirmed
Fri 28 Apr 2023 Room 101 (4)
(single booking)
Session #3 DIBS Local Approver Training Mon 1 May 2023/ 1888 Building - PAR-198-L1-101-Mesting  Emily Woodhams 555 Confirmed
Mon 1 May 2023 Room 101 (4)
(single booking)
A piss | w231 © Create AReservation  MyEvents  Evenis  Locations

3. Request a space using ‘My Reservation Templates’

3.1

Some booking requests must be approved my local administrators before your booking is confirmed. If the

space you would like to book requires approval, it will be indicated as a Space You Can Request.

M DiBS  cr

x Book a Space in Arts & Culture Building @

1 Spaces
New Booking for Wed 26 Apr 2023
Date & Time Selected Spaces
Date * Vour selected Spaces will appear here.
Wed 26042023
@ Space Search Results
Start Time * End Time * UST  SCHEDULE  FLOORMAP
1000aM | © 100AM | @ | =
(O Favorite Spaces only.
Create booking in ths time zone space
Canberra, Melbourne, Sycney v
Spaces You Can Request
Locations Add/Remove
IR © [ PaR156:13.317-Rehearsal Room G0)
Number of People
© 1Know What Space | Want.
SDiBS | 31 0« Creste AReservation  MyEvents  Events  Locations

2 Reservation Details

Location Floor

Arts & Culture Building. £}

EsT

Price

(2]

LUTEIHON Create Reservation
Nm Step

Filter Match v
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3.2 To book a space that requires approval, proceed as per 2. Reserve a space using ‘My Reservation Templates’. On
the booking details page, you may be required to provide extra information for the approver.

= & cr tion e
% BOOK a Space In Arts & Culture Building & =y Cart (1)
1 Spaces 2 Reservation Details

Reservation Details

Event Details
Event Name * Event Type *
Test Rehearsal performance/Rehearsal v

Booker Details

Booker *

Emily Woodhams v

1st Contact

€mily Woodhams v

1st Contact Mobile 1st Contact Phone

1st Contact Email Address *

|Additional Information (2]
Name of UHT Affiliated Student Theatre Group, Club or Individual? *
Creative Dance Company
Please describe your activity (what is your booking for?) *
Rehearsal for final exam performance

4

Creste AReservation  MyEvents  Events  Locations

33 Click Create Reservation and the request will be sent through to the appropriate local administrator.

= 0 ©  Emiy Woodhams
# Home

Reservation Created

£ CREATE A RESERVATION

would you ke to do now?

A wveenTs

>
BROWSE >
M events
9 LocaTioNs
” | w31 oc Creste AResenation  MyEvents  Events  Locations.

Under My Events, your booking will appear as ‘Requested’ until approved or rejected by the administrator.
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& My Events 2]

A HovE
RESERVATIONS | 200KINGS

) CREATE A RESERVATION
Search Reservations O Include cancelled reservations
& wyevenTs
CURRENT  paST
BROWSE

R evenTs Name First/Last Booking ~ Location Booker Services D 2

Q LocaTIONS Test Rehearsal Wed 26 Apr 2023/ Arts & Culture Building - PAR-150-L3-317-  Emily Woodhams 659
Wed 26 Apr 2023 Rehearsal Room (30)
(single booking)

Session #1 DiBS Local Approver Training Thu 27 Apr 2023/ 1888 Building - PAR-198-L1-101-Mesting Emily Woodhams 553 Confirmed
Thu 27 Apr 2023 Room 101 (4)
single booking)

Session #2 DiBS Local Approver Training Fri 28 Apr 2023/ 1888 Building - PAR-198-L1-101-Meeting  Emily Woodhams 551 Confirmed
Fri 28 Apr 2023 Room 101 (4)
single booking)

Session #3 DiBS Local Approver Training Mon 1 May 2023/ 1888 Building - PAR-198-L1-101-Meeting  Emily Woodhams 555 Confirmed

Mon 1 May 2023 Room 101 (4)
(single booking)

& trved Create AReservation  MyEvents  Events  Locations >

34 Once your request has been approved or rejected by the local administrator you will receive an automated
email notification.
4. Browse for a space: to find a space that meets your requirements

4.1 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.

Py Browse Locations ]
# rous

Filters Saved Filters  Compact View
B8 CReaTE A RESERVATION Date Time Zone

we 261042023 Canberra, gney v
A e Locations 23T Y TES8 BuTding A £ Calure BUTang Brovniess Blomedcal Uy Bulding 168, BUldng 188, Burniey o
Library, Dok - Swinburne Hal, ERC Library, FBE Bulding, Gyn Davs Buiing, Law Builing, Southbank The Hub Student
Pavllon, Werribee Learning & Teaching Buldi
BROWSE avilon. Werrbee Learning & Teaching Buiding —
W vants Add/Remove Locations e
) E TG save Filters (=8
space
Space Types
Locations
Setwp Types
<Tue  Wed 26 April 2023 Thu> | Today Find A Space
> 3 4 s 6 78 s o m  mem 1 2 3 4 s & 7 8 s w0
2 s 4 s & 78 s 0w w1 2 3 4 s & 7 & o 10 m
1888 Building (E5T) ap
PAR19BGGST-MeetngE 4
2201Groupse 4
PARIsBL2208GroWpSH 4
PAR1BGGSEGOUpSL 4
PARIBGGSSGroUpS 4
PariBGEISRmRY 1 -
Pari0s GG RMYRY 1
“eeasssing Reom ¢ _ _
; T 7 T S T - R L - S S S A ST R 1
AtsscCutureBuidng € Cap
nearss 30
’ i oc Grate R Reservanon] 1|y Evens || Evenss | | Locaions S

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

Find features

O select Al festures
O Bluetooth Sound System

) oata projector

O Device Connectonia HoMI
(0 Device Connection via Wireless
(0 Handheld Microphone

O Hearing AdLoop

O Hearing infrared System

Selected Features

4.3 Scroll down to see all available spaces that meet your requirements.

& DiBS  3rowse Locations (]
Date Time zone
« wea 2610472023 ale Canberra, Melbourne, Syoney v
Howe
Locations  Baillieu Library, 1888 Buildi s & Cu Library. Building 168, Building 189, Burnley
£ crente areseRATION Liorery, Dok - Swinbarne <l £RC Liary, FBE Buling, Glyn 0= Buling, Law Bulding Southaank The Hus, Sucernt
Pavilon Vierroes Lesring & Taching Sulding
& wyevenTs Add/Remove Locations
srows Features  Blustooth Sound System o
AddiRemave Features
L JEENS
capac ;
I 9 LocaTions Py s ©  AddFilter
Save Filters
Locations
<Tue | Wed 26 April 2023 | Thu> | Today Fina Aspace
2 3 4 s 6 oz 9w w w1 2 3 4 s & 7 8 s 1w m
T e e B
PARIEBGGOT A 30
PARATSGGOEAIY G 30
PARA8S-L1-10T-Act »
PARAGAIOACHY G 30
2 3 4 s & v s 9 w0 w wew 1 2 3 4 s & 7 & o w0 m
Student Pavilon E5T) =3
PARIEL2205AMNYR 16
PARAGL220GACYR 16
Diss| | V1 ©Coprgn X A ARG Rt CrsteAResenation Myvens Events Loctions 5
n o 9 y

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

about PAR-162-12-205-Activity Room (16)

SPACEDETAILS  SETUPTYPES  FEATURES  IMAGES  AVAILABILITY

Space Code
Description PAR-162-12-205-Activity Room (16)
Space Type Conf/ Meeting

Floor

Reauires Checkin

Allow check-In X minutes before booking begins.

View Al Building & Space Details
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4.5 Save the filters you have chosen for future booking searches if you wish.

Save Filters

Give this set of filters a name.

Room with blue-tooth for club meetings|

4.6 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

Wed 26 April 2023 In PAR-162-L2-205-Activity Room (16)

i 1o0aM | ©
Time

EndTime | 1500 P [}
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4.7

= J\ DiBsS

x Book a Space in Student Pavilion @

1 Spaces

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.

2]

RAUTSON Create Reservation
2 Services 3 Reservation Details
New Booking for Wed 26 Apr 2023
Date & Time Selected Spaces
Date * Your selected Spaces will appear here.
Wed 26/04/2023
S e Space Search Results
Start Time * End Time * LIST  SCHEDULE  FLOOR MAP
1000aM | © 1100 | ©
[ Favorte spaces only "
Create booking in this time zone 2 3 4 s 6 7aM 8 o 10 " 12eM 1 2 3 4 s 6 7 8 9 10 "
Canberra, Melbourne, Sydney v
Spaces You Can Reserve
Locations) [Add/Ramoval 2 3 a 5 6 7AM 8 9 10 1 12PM 1 2 3 a 5 6 7 8 9 10 1
Student Pavilion (EST) cap
@l
= .
Availability Legend
@ Let Me Search For A Space
© I Know What Space | Want.
Space Name
Q
N DiBs | w231 Create AReservation  MyEvents  Events  Locations

4.8

= #\ DiBS

x Book a Space in Student Pavilion &

1 Spaces

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

(2]

L USLION Create Reservation
2 services 3 Reservation Details
New Booking for Wed 26 Apr 2023
Date & Time Selected Spaces ¢ Attendance & Setup Type
Date *
Wed 26/04/2023 ]
Start Time # End Time # LIST  SCHEDULE  FLOORMAP
1000aM | @ 100aM | ©
Create booking in this time zone 2 3 4 5 6 7AM 8 9 10 " 12PM 1 2 3 4 5 6 7 8 9 10 11
Canberra, Melbourne, Sydney -
Spaces You Can Reserve
Locations Add/Remove 2 E] 4 s 5 7aM 8 o 10 1 12eM 1 2 E] 4 s 6 7 s o 10 1
Student Pavilion (EST) cap
(all)y
eanisziz s A 16 | ]
e ;
Availability Legend
Space Name
Q
A DiBs | vz Create AReservation  MyEvents  Events  Locations
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4.9 If the space you are booking has additional services available such as booking a Mobile TV screen, these will be
included in the booking process.

= O\ DiBS | Crezte AReservaton

x Book a Space in Student Pavilion &

W My Cart (1)
1 Spaces 2 Services 3 Reservation Details
Services For Your Reservation
‘Audio Visual Equipment. Services Summary
TV Equipment v
PAR-162-L2-Mobile TV screen

A Diss | V231 ©Copyignt 2023 Accuent AllRights Resered CresteAResenstion  MyBents  Events  Locations

Click on the Service to include it in your booking. Click OK.

PAR-162-L2-Mobile TV screen (serves 1)

Vou can find the Mot

ther PAR-162-L2-205-Actity Room (16) or PAR-162-L2:
206-Actity Room (16). Yol

to collect it yourself

- [

+  (available inventory: 1)

Special Instructions.

The service will be added to your booking under Services Summary. Click Next Step to proceed with your booking
by completing the Reservation details (see 2. Reserve a Space using My Reservation Templates).
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&4 DiBS | Create AReservation (2]

x Book a Space in Student Pavilion @ Wy cart (1)

1 Spaces 2 Services 3 Reservation Details
Services For Your Reservation
Audio Visual Equipment Services Summary
T Equpment - e
PAR-162-42-Mobile TV screen ° 1 PAR162-12-Mobile TVscreen &
A DiBS | V1 ©Cy CresteAResenation  MyEuents  Buens  Locations

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

= M DiBs 2}
# rome
P Reservation Created
& waes What would you ike to do now?
> Add to my calendr
BROWSE > Edittnis reservation
LIEEt
9 Locarions
A viss | vz CrsteAReenaton  MyBients  Bens  Locaions
[EXT] Information about your booking for PAR-162-L2-205-Activity Room (16) on 4/26/2023 Wed
noreply unimelb@emscloudservice.com © | © reply | © Repyal | 3 forward | |||
To " Emily Woodhams. Mon 24/04/2023 10:49 P

External email: Please exercise caution

Reservation No. 660

Booker: Emily Woodhams

Type Date Start End Building Space Event Status
New 412612023 Wed 10:00 AM 11:00 AM 162 PAR-162-12-205- ot pping Confirmed

Activity Room (16)
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5. Edit reservation details (eg Event name, Event type, Booker details)

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

& DiBS (2]

# rove
RESERVATIONS  BOOKINGS
B creaTe A ResERVATION

Search Reservations O include cancelled reservations

& myevenTs
CURRENT  past
BROWSE —
R evens Name First/Last Booking ~ Location Booker Services o status
@ Locaions Test Rehearsal Wed 26 Apr 2023/ Arts & Culture Building - PAR-159-L3-317-  Emily Woodhams. 659 Confirmed
Wed 26 Apr 2023 Rehearsal Room (20)
(single booking)
TETBooNRE Wed 26 Apr 2023 Student Pavilon - PAR-162:L2-205 emiyWoochams v 650 Confirmed
Wed 26 Apr 2023 Activity Room (16)
(single booking)
Session #1 DIBS Local Approver Training Th 27 Apr 2023/ 1888 Bullding - PAR1S8-1-101-Meeting  Emily Woodhams 553 Confirmed
Thu 27 Apr 2023 Room 101 (4)
(single booking)
Session #2 DiBS Local Approver Training 1888 Bulding - PAR19811-101-Meeting  Emily Woodhams ssi Confirmed
Room 101 (4)
Session #3 DIES Local Approver Training Mon 1 May 2023/ 1888 Building - PAR-198-L1-101-Meeting _Emily Woodhams 555 Confirmed
Mon 1 May 2023 Room 101 (&)
(single booking)
Avies | w1 o e figns CoseAfsenaton  MyBeot  Eems Locstons
= M DiBs ©  Emily Woodhams
< My Events/ Test booking beginning 26 Apr 2023 (660)
RESERVATION DETAILS Reservation Tasks
Gt Reservation Detals Add Services
Cancel Services
Eent Name Test booking Booking Tools
. x Cancel Reservation
Event Type Conference/Mesting
I T View Reservation Summary
sendinvitation
15t Contact Name Emily Woodhams & Add to My Calendar
Bookings
coment mast O include cancelled bookings
Cancel Bookings  Booking Tools New Booking
dit Remove Date ~ Start Time End Time Time Zone Location status
s ° Wed 26 Apr 2023 10:00 AM 100 AM et Student Pavilon - PAR-162-12-205-Actiity Room (16) Confirmed

View Services | Manage Services

Creste AReservation MyBuentz  Events Loctions
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5.3 Here, you can edit the name of the event, the contact person, or the event type.
o

o DiBS | EditReservation

B CReATe A RESERVATION —
& MYEvENTS Event Name * Event Type *
New Name a Conference/Meeting. v
BROWSE
M events
Booker Details
9 LocaTioNs

Booker *

Emily Woodhams

et Contact

(temporary contact) v

15t Contact Name *

Jane Doe

15t Contact Mobile. 15t Contact Phone

1t Contact Email Address *

jane.doe@unimelb.eduau

Save Reservation Details

A DiBs | V231 ©Conyrignt 2023 Accuent Al Rghts Resened CrsteAReseration  MyBients  Bients  Locations

5.4 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.

o

= M DiBS  MyEvents

< My Events/ New Name beginning 26 Apr 2023 (660)

RESERVATION DETAILS Reservation Tasks

# Edit Reservation Detalls Add Services
Cancel Services

Booking Tools

Event Name. New Name
X Cancel Reservation
Event Type Conference/Mesting
ooker e, View Reservation Summary
Send Invitation

15t Contact Name Jane Doe. & Add to My Calendar

Bookings
O include cancelled bookings

CURRENT  pasT

Cancel Bookings ~ Booking Tools

Edit Remove Date ~ Start Time End Time Time Zone Location status
v ) Wed 26 Apr 2023 10:00 AV 11:00AM esT Student Paviion - PAR-162:L2-205-Activity Room (16) Confirmed
View Services | Manage Services

O\ DiBS | V2231 ©Copyright 2023 Accruent Al ights Reseried Create AResertion  MyEvents  Events  Locations -

5.5 To share your reservation details with another attendee, click on Send invitation. A pop up allows
you to forward the booking details via email.

Send Invitation

Email Address
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6. Edit booking details (Location, Date and Time)

6.1

& DiBS My Events
A HOME
RESERVATIONS ~ BOOKINGS
) CREATE A RESERVATION
CURRENT  PAST
BROWSE
M EVENTS Name
Q LOCATIONS Study session 103
S DiBS | w2231

© Copyright 2023 Accruent All Rights Reserved

6.2

= A
RESERVATION DETAILS

# &dit Reservavion Detalls

Event Name

Create A Reservation

Go to My Events and click on the event you would like to modify.

Search Reservations

First/Last Booking ~
Wed 12 Jul 2023/

Wed 12]Jul 2023
(multi-booking)

My Events

Study session 103

Event Type Study

sooker

weadhams, Emily

15t Contact Name

wioodhams, Emily
Baokings
CURRENT PAST
Cancel Bookings Booking Tools
ceie Remove Dotz - stare Time £nd Time Time zone
El ied 12,01 2023 sanam 1020 A e
A | @ oo == FEEa R s

Location
ERC Library - PAR-171-

B1-B05-Study Booth
BOS5 DDA (4)

Events Locations

Lacation

9 Woodhams, Emily

O Include cancelled reservations

Booker Services D Status
Woodhams,

Emily

284 Confirmed

Scroll down to the bookings section and click on the red and white minus symbol to remove the booking.

@ woonams, emily
Reservation Tasks

Buoking Toals

x Cancel Reservation

View Reservation Summary
Send Invitation

& Add to My Calendar

O Include cancelied boakings

New Booking

Status

EAC Library - PAR-171-31-305 Study Bocth BOS DDA 14)

Conflrmed
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6.3 Select ‘Yes, Cancel booking’

Cancel Booking?
Wednesday, 12 July 2023, from 9:00 AM to 10:00 AM

Study session 103

ERC Library - PAR-171-81-B05-Study Booth B0S DDA (4)

Yes, Cancel Booking

6.4 Click on the New booking button.

= M DiBS | Mytvents @  Woodhams, Emily

RESERVATION DETAILS

Reservation Tasks
# Edit Reservation Details Booking Tools

Event Name

Study session 103 View Reservation Summary
Send Invitation

Frent e iy & Add to My Calendar

Booker

Woodhams, Emily
15t Contact Name Woodhams, Emily
Bookings

CURRENT  paST O Include cancelled bookings

New Booking
Edit Remove Date ~ Start Time End Time Time Zone Location status
A DBS | 2231 ©Copyright 2023 Accruent Al Rights CresteAResenvation  MyEvents  Events Locations

6.5 Update the required details (date, time or location) here.
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= # DiBs Reservation

Study session 10

New Booking for Mon 10 Jul 2023

Date & Time Selected Spaces

Date * Your selected Spaces will appear here.
Mon 100772023
on El Space Search Results

Start Time * End Time * Spaces matching your search criteria will appear here,

9:00 PM ] 10:00 PM o]

Create booking in this time zone

Canberra, Melbourne, Sydney v

Locations Add/Remove

(@l

© I Know What Space | Want

© LetMe Search For A Space

Space Name

Q

©  Woodhams, Emily

A AUTEIION  Update Reservation

6.6 Select a space that is available at your new time, date or location. Confirm the attendees and click the green

Update Reservation button.

1]}

M DIiBS | Create A Reservation

< Study session 103

New Booking for Tue 11 Jul 2023

Date & Time Selected Spaces
Date * Your selected Spaces will appear here
Tueti072023 | EB

Space Search Results

Start Time * End Time * LIST  SCHEDULE  FLOOR MAP
9:00 PM 0] 10:00 PM (o]
[ Favorite Spaces only.

Create baoking in this time zone

Space ~
Canberra, Melbourne, Sydney -
Spaces You Can Reserve
Locations AddrRemeve
(all) DOO-507-G-G06A-Recording Pod (4)
PAR-105-G-G30-Project Room 1 (5}
Search

PAR.105-G-G31 -Project Room 2 (5]

© Lot Me Search For A Space.
@ 1 Knaw What Space | Want

Space Name

PAR-105-G-G33-Project Room 3 (6)

PAR-105-UG-UG31-Project Room 11 (6)
Q PAR-105-UG-UG32-Project Room 12 (8)
PAR-105-UG-UG33-Project Room 13 (6)
PAR-105-UG-UG34-Preject Room 14 (6)

PAR-105-UG-UG35-Rroject Room 15 (6]

PAR-105-UG-UG36-Project Room 16 (4)
CresteAResenvaton  MyEvems  Evens  Locasions

2 Accruens All Rig

Location

Dookie - Swinburne Hall

FBE Bullding

FBE Bullding

FBE Building

FaE Building

FBE Building

FaE Bullding

FBEBuilding

FBE Building

FBE Building

Fioor

ue

uG

ue

ue

ue

uG

©  Woodhams, Emily

W My Cart (0)

ird cap Price
EST a
EsT 6
EsT 3
EsT 5
EsT 3
EST [
EsT 5
EsT 3
EsT 6
EST 4
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6.7

6.8

The booking has now been updated with your new time, date or location.

= o\ DiBS

< My Events/ Study session 103 beginning 11 Jul 2023 (284)

RESERVATION DETAILS

# Edit Reservation Details
Study session 103

Event Name
Event Type Study
Booker Woodhams, Emily

st Contact Name Woodhams, Emily

Bookings
CURRENT  pasT
Cancel Bookings  Booking Tools

Edit Remove Date ~ Start Time End Time

9:00PM 10:00 PM EsT

) Tue 11)ul 2023

CresteAReservation  MyEvents  Events  Locations

F) | i

Time Zone

Location

FBE Building - PAR-105-G-G30-Project Room 1 (6)

©  Woodhams, Emily

Reservation Tasks

Booking Tools

 Cancel Reservation

View Reservation Summary
Send Invitation

& Add to My Calendar

O Include cancelled bookings

New Booking

Status

Confirmed

You will receive an email notification within a few minutes to confirm your updated booking details.

[EXT] Information about your booking for PAR-105-G-G30-Project Room 1 (6) on 7/11/2023 Tue

® © Reply | % ReplyAll | > Foward | K

noreply.unimelb@emscloudservice.com
Emily Woodhams Mon 10/07/2023 9:02 PM

(©) Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pietures in this message.
External email: Please exercise caution

Reservation No.: 284

Booker: Woodhams, Emily

Type Date Start End Building Space Event Status

New 71112023 Tue .00 PM 10:00 PM 105 PAR-105-G-G30- g4 40 cocsion 103 Confirmed

Project Room 1 (6)
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7. Cancelling a booking

7.1

& DiBs

A Howe
£ CReATE A RESERVATION
& wyevenTs

BROWSE
M evants

9 LocaTions

7.2

& DiBS

BOOKINGS

CURRENT  pasT

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

Search Reservations

O Include cancelled reservations

Name First/Last Booking ~ Location Booker Services o) status
Exam revision Wed 26 Apr 2023/ FBE Building - PAR-105-G-G30-Project  Emily Woodhams. 658 Confirmed
Wed 26 Apr 2023 Room 1(6)
(single booking)
Sesion #1D1BS Local Approver Training Thu 27 Apr 20237 7838 BUNding - PAR-198-L1-101-Veeting  Emily Woodhams B Confirmed
Thu 27 Apr 2023 Room 101 (4)
(single booking)
Session #2 DIBS Local Approver Training Fri 28 Apr 2023/ 1838 Building - PAR-198-L1-101-Meeting  Emily Woodhams. 551 Confirmed
1128 Apr 2023 Room 101 (4)
(single booking)
Emily Woodhams 555 Confirmed

Session #3 DIBS Local Approver Training

Create AResevation My Events

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

RESERVATION DETAILS
# Edit Reservation Details
Event Name

Event Type

Booker

15t Contact Name

Bookings

CURRENT  pasT

Cancel Bookings  Booking Tools.

Edit Remove
I'd °
r | ez

7.3

Date Start Time

:00 AM

Wed 26 Apr 2023

Creste AResenvation My Events

End Time

10:00 AM £sT

1838 Building - PAR-198
Room 101 (4)

Mon 1 May 2023/ -11-101-Meeting
Mon 1 May 2023

(single booking)

Events  Locations

You will be taken to the Reservation details screen.

Exam revision

Study

Emily Waodhams

Emily Woodhams

Time Zone Location

Events  Locations

#8¢ Building - PAR-105-G-G30-Project Room 1 (6)

To cancel a reservation, click Cancel Reservation under Booking Tools.

Reservation Tasks

Booking Tools

 Cancel Reservation

View Reservation Summary
Send Invitation

& Add to My Calendar

O include cancelled bookings

New Booking

Status

Confirmed

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



= N DiBs

My Events

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

RESERVATION DETAILS.

# Edit Reservation Details
Event Name

Event Type

Booker

15t Contact Name

Bookings

CURRENT  pasT

Cancel Bookings  Booking Tools.

Exam revision

Study

Emily Woodhams

Emily Waodhams

Reservation Tasks

[e—]

View Reservation summary
Send Invitation

& Add to My Calendar

O Include cancelled bookings

New Booking

Edit Remove Date ~ Start Time End Time Time Zone Location Status
Vi e Wed 26 Apr 2023 2:00 AM 10:00 AM esT FBE Building - PAR-105-G-G30-Project Room 1 (6) Confirmed
A\ DiBS | V231 © Copyright 2023 Accruent All Rights Reserved CresteAResenvation  MyEvents  Events  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

Your reservation now appears with the status of Cancelled.

= M DiBS | Mycwenms
RESERVATION DETAILS

Event Name

cuentType

Sooker

15t Contact Name

Vsl

Bookings

CURRENT  pisT

it Remove Date ~

Mon 10ul 2023

A oDiBs | v231  © Copyrignt 2023 Accruent Al Rights R

Exam ravision

Study

Woodhams, Emily

Woodhams, Emily

Start Time. End Time

3:000M 4:00PM

CreateAResenation  Myfvents  Events  Locations

Time Zone

esT

Location

FBE Building - PAR105-G-G30-Project Room 1 (6)

Reservation Tasks
Booking Tools
View Reservation Summary

Send Invitation

& Add to My Calendar

& include cancelled bookings

Status

Direct Booking System (DiBS) |

Issue Number V1.1



7.6 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
° noreply.unimelb@emscloudservice com ® O Repy | € ReplyAl | = Forward | i

Emily Woodhams Mon 24/04/2023 9:49 PM

External email: Please exercise caution

Reservation No.: 658
Booker: Emily Woodhams
Type Date Start End Building Space Event Status
Change 4/26/2023 Wed 9:00 AM 10:00 AM 105 E:;?e:?g;if?o(.ﬁ) Exam revision Cancelled
8. Checking in
8.1 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 [ @ woodhams, Emiy

# Home
MY HOME ©
Y CReATE A RESERVATION
My Reservation Templates
A wyeenTs

8ook a Space ina Library booknow  sbout
BROWSE
W v 8ook a Space in 1888 Building booknow  about
@ Locmions Book 2 Space In Arts & Culture Bulding booknow | about
Book 2 Space in Building 189 booknow  about
Book a Space in Student Pavillon booknow  about
My Bookings
10JULY2023  SEARCH Canberra, Melbourne, Sydney [EST]
Day Month  Date Prevous  Todsy  Nea
5:00 PM - 600 PM Study session 201 %} PARN05-G-G31- Confirmed
Project Room 2 (6)
K | 31 o CresteAResenvation  MyEuents  Events  Locations <

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



8.2 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.

Y Direct 8

©  Woodhams, Emily

# HomE You have successfully checked in o
MY HOME

Y CREATE A RESERVATION

My Reservation Templates
& wyeenTs

srowse
My Bookings
10JULY2023  SEARCH Canberra, Melbourne, Sydney [EST]
Day  Month Date Previous Today Next.
5:00 PM - 6:00 PM Study session 201 2] PAR-105-G-G31- Confirmed
10:00 PM - 11:00 PM Test session B PAR-198-G-G52- Confirmed | [EaNow) (Cancal
8.3 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
° noreply.unimelb@emscloudservice.com ® € Reply € ReplyAll | > Forward |

Emily Woodhams Mon 10/07/2023 9:57 PM

(@) Click here to do pictures, To help protect your privacy, Outlock prevented automatic download of some pictures in this message.

External email: Please exercise caution

Check in is available for your bocking. Please ensure you check in within 15 minutes from your beoking start ime. 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 Cancsl| Check In
G52 (4)

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



8.4

confirm that you have been checked in.

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

RESERVATION DETAILS
# Edit Reservation Detalls
Event Name

Event Type

Booker

st Contact Name

Bookings
CURRENT  pasT
Cancel Bookings  Booking Tools

Edit Remove

()

8.5

& DiBS
A owe
8 CREATE A RESERVATION

& wyEvENTs

BROWSE

M events

Q LocaTions

” |1 e

You have successfully checked in

ADDITIONAL INFORMATION

Test session

Study

Woodharms, Emily

Woodhams, Emily

Date ~ Start Time End Time. ‘Time Zone
Mon 10Jul 2023 10:00 PM 11:00 M esT
CresteAReservation  MyEvents  Events  Locations

RESERVATIONS ~ BOOKINGS

Mon 10 Jul 2023+
Canberra, Melbourne, Sydney [EST]

Time ~ Name

5100 PM - 6:00 PM EST Study session 201

10:00 PM - 11:00 PM EST Testsession

CresteAResenvation  MyEvents  Events

Locations

Location

1888 Bullding - PAR-198-G-GS2-Group Study Room G52 (4)

Search Bookings

Location

ilding - PAR-105-G-G31-Project

2(6)

1888 Building - PAR-198-G-GS2-Group
Study Room G52 (4)

You can also see that you have been checked in via the My Events section in

Status

Confirmed

Confirmed

Reservation Tasks
Booking Tools.

X Cancel Reservation

View Reservation Summary
Send Invitation

& Add to My Calendar

DiBS.

Once you click on the Check In link in the email, you will be taken to DiBS and a pop-up notification will

©  Woodhams, Emily

O Include cancelled bookings

New Booking

Status

Confirmed

©  Woodnams, Emily

O include cancelled bookings

Previous

Today  Next

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