Room Booking System Instructions for Students:

1. Use the drop down list at the top of the screen to selection the location of the
room you want to book.

Unitec Library Home = Study room bookings ~ Space Availability

v]mgo'y Student study rooms | »| Capacity  For any number of people | Q Confirmed Bookings
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2. Use the calendar to select the date you want to make your booking.

Unitec Library Home ~ Study room bookings ~ Space Avallability

Location  Waitakere ibrary ~|Category  Student studyrooms || Capacity  For any number of people [

Available: July 12th — 18th 2017
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3. Decide which room you wish to book, and select the start time slot in this row.
When the time slot is selected, it becomes yellow, and it is listed under the
“Booking Details” below.

Available: July 12th — 18th 2017 @ooT0me | | < | >
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Booking Details

12:30pm Thursday Jul 13th
1:00pm Thursday Jul 13th
1

Opm Thursday Jul 13th

[Rm & Waiomoka Ak (520-3012) from 12:00pm Thursday Jul 13th unil.. 12:30pm Thursday Jul 13th ]
12:00pm Thursday Jul 13th

To delete this start time slot click @ at the end of the booking details.
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4. Click “Submit Time Slots” button.

Available: July 12th — 18th 2017 MooTopme | < >

Thursday, July 13th
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Capacity  Student study rooms
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Booking Details

Fim 4 Walomeka Ak (320-3012) from 12:00pm Thursday Jul 1368 until.. 12:30pm Thursday Jul 13th v |

Submit Time siots

5. You will be asked to sign in using your Unitec @myunitec.ac.nz email address and
your password.

W Unitec

Sign in with your organizational account

zhuZ@myunitec.ac.nz

6. After you have successfully signed in, you will be asked to confirm the space that
you have checked out and the date and time.

Unitec Lirary Home  Study room bookings | Waitakers library | Space Checkout

Space Checkout

You have 1 room from Waitakere library:
Item From To

Rm 4 Walomoka Ako (520-3012) 12:00pm Thursday, July 13, 2017 12:30pm Thursday, July 13, 2017 @ Remove

Return to Spaces

Student study rooms: Terms & Conditions

To ensure fair and equal access to these spaces for everyone
* You may book up ta 2 hours per group per day.
« If rooms are not occupled within 1 minutes of a scheduled booking time they are available for other groups to use.
« Please be considerate and vacate the room on time, leaving it tidy.
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7. Complete the form. This information will help identify your booking for yourself
and group members. Click on “Submit my Booking”.

Unitec Library Home ~ Study room bookings = Waitikere library « Space Checkout

Space Checkout

You have 1 room from Waitakere library:
tem From To

Rm 4 Waiomoka Ako (520-3012) 12:00pm Thursday, July 13, 2017 12:30pm Thursday, July 13, 2017 @ Remave

Retumn to Spaces

Booking Details
Study Group Name * Janine's study group

Group purpose * Assignment 1
Number of students in group *

Submit my Booking

Im
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8. On the confirmation screen, remember to log out if you are not using your own
personal device.
Space Checkout

The following tems were submitted for Yvonne Sang
Rm 4 Walomoka Ako (520-3012) 12.00pm to 12 30pm Thursday, July 13, 2017

9. You will receive a confirmation email. You can find your booking details in the
email, and also can use the link to cancel your booking.

alerts@mail.libcal.com

Your booking has been submitted

+ i

The following has been confirmed:
[Rm 4 Waiomoka Ako (520-3012): 12:00pm to 12:30pm Thursday, July 13, 2017 ]

[TD cancel this booking visit: http://libcal.unitec.ac.nz/cancel_ebooking.php?id=cs KORL1uD ]

Thank you for using Unitec Library Room Booking System
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10.  Once you have completed your booking, the time slots you have chosen will
change to red. Click “Confirmed Bookings” button at the top of the right column to
see your booking.

Unitec Library Home  Study room bookings  Wiaitikers ibrary  Confirmed Bookings

Confirmed Bookings

Location| watshere s Category  Sudert 580 When| Nest7aws | -

Confirmed Bookings - Next 7 days

Study Group Name Time Room Category

Need more help?
Please find our contact information on http://library.unitec.ac.nz/aboutlibrary/contact.htm
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