Resource Booker: FImders
Approve a request Unlver3|ty

Resource Booker is the system in which you can book teaching spaces, meeting rooms
across all the Flinders University campuses along with quiet rooms and Workstations at

the City Campus.

If you are in an approver role and are responsible for approving requested bookings,
follow the steps below after opening Resource Booker from your OKTA dashboard.
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1. Approve a request to book

From the Resource Booker dashboard, select Notification on the left-hand side
panel.
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Under the To Approve tab will be a list of requests to book awaiting approval. An
email will be received if there are any requests awaiting approval.

o ()

[\ NOTIFICATIONS

@ Abooking for TON_T1_1.12-1.13 Electronics Teaching Labs 1-2 on Friday 24 November 2023 from 16:00 to 19:00 has been req

REQUEST MORE INFORMATION

From the approval item, you can choose to accept, reject or request more
information. This step shows Accept/Reject, see 1.4 for Request more information.

m REJIECT REQUEST MORE INFORMATION

If the accept or reject options are used, the system will allow you to add notes such
as a code key or more information on the space relevant to the requested after
approval. A reject note option could be as there is building works occurring at that

time etc.

Then select Accept or Reject.

CONFIRM ACCEPTANCE X CONFIRM REJECTION

Are you sure you want to accept this booking? PRy i
4 2 Are you sure you want to reject t

ADDOPTIOMAL NOTE

i SR m
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This step shows how to request more information. See 1.3 for accept/reject method.
Request more information will bring up a notes box for the requestor. This will

provide an email advising the requestor of the request for more information, this is
also found in the requestor's notifications More Info area.

It is suggested that any additional information is requested to be emailed to the
approver directly and not through the system.

CONFIRM REQUEST X

WRITE A NOTE FOR THE USER

CANCEL SEND

Once you add your note to the requestor and click Send, you will see the request
item move to your More Info tab. A ‘you have requested more information for the
booking’ bar will also appear.

You have requested more information for the booking
R

Upon receiving the additional information into your email inbox, go back into
Resource Booker, open the Notifications tab on the left-hand side and go to More
Info.

From here you can complete the Accept or Reject step as required by the
booking. See 1.3 for how to complete these. Noting you can still add an additional
note to the requestor at this point. An email will then be sent to the requestor with
the result of accepted or rejected.

CONFIRM ACCEPTANCE X
Are you sure you want to accept this booking?

Thanks for providing the additional noteg
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1.5 To find any bookings you have approved or rejected you will see these in the
relevant tab, see image below.

‘ l G More info {Z) Requested @ Rejected

(& cancelled

A list will appear once you select a tab, and you can view any notes on

the request by clicking View Notes.

Abooking for TON_T1_1.12-1.13 Electronics Teaching Labs 1-2 on Friday 1 December 2023 from 12:00 to 15:00was re
Learning - approve a request

w seconds ago (30/11/2023 11:17:30)

A booking for TON_T1_1.12-1.13_Electronics Teaching Labs 1-2 on Friday 24 November 2023 from 16:00 to 18:00 was
Learning - Decline
Created: 6 days ago (24/11/2023 14:22:28)
Reference: #RB241120230851FE1BD

VIEW NOTES

TIMEFRAME: THE LAST 7 DAYS W

TEST booking
Created: 2 days ago (28/11/2023 1347:23)
Refierence: #RB20 1120230317848A4

TEST - check notification email text
Created: 3days ago {27/11/2023 16:39:42)
Reference: #RB27 1120230609 95CF5

TEST - confirmation email text
Creted: 3days ago (27/11/2023 16:37:32)
#RE2711202 ]

1 @ Your booking for U_EASC_126_Computer Lab on Friday 1 December 2023 from 09:00 to 11:00 was accepted by on Tuesday 28 November 2023,

9 @ Your booking for FP_FTW_1414_W514025 on Friday 1 December 2023 from 08:00 to 16:00 was accepted by on Monday 27 November 2023.

4 @ Your booking for FP_FTW_1414_W514024 on Friday 1 December 2023 from 08:00 to 16:00 was accepted by on Monday 27 November 2023,

The requestor will also be able to view their requests via their Accepted/

Rejected tabs.
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