Resource Booker — A quick user sheet to request a room across the University of Otago

Log in to Resource Booker
Go to https://resourcebooker.otago.ac.nz use your University of Otago username and
password after clicking Log in.

RESOURCE BOOKER

Make a Booking

The Resource Booker dashboard is customised to each user. This means that you will only
see the rooms available for you to book. This will include access to meeting room bookings,
and casual bookings for teaching spaces.
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1. Request a Meeting Room 2. View bookings of Teaching Spaces

On the Make a Booking page, there will be a choice of tiles for you to select the type of room
you want to book. Tile 1 Request a meeting room is for bookings in rooms that are managed
by departments. Tile 2 Request a casual booking of teaching space is for casual booking of
rooms/lecture theatres managed by Timetables.

Refine your search using the filters on the right-hand side of the screen, the list of available
rooms will update accordingly. The location folders will remain the same.


https://resourcebooker.otago.ac.nz/
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When booking & room outside your department, please contact the relevant CS Adminisirator ta check on any specific access requirements such as collecting REFINE SEARCH
door key.
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Click on the information icon for further information about the room.

Once you have decided which room you wish to book, click on the room name to see the
calendar view. In the calendar, click the day and time you wish to book.

The booking form will open and be pre-populated with the date and time information.
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You can select recurring bookings using the recurring tab. Single booking is the default.
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For a specific search enter the room name into the Search box.
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Once you have completed the booking form, click the Book button. You will see a message
indicating that the booking has been accepted or pending. You will receive an email
notification of your booking request, and an on-screen confirmation will appear.

For further information, i.e. how to edit, cancel, make a recurring booking or to read the full
room booking user guide, watch how to book a room and read FAQs click here

Any issues please contact your administration support or contact AskOtago.


https://www.otago.ac.nz/its/services/software/otago740186.html

