4. MAKING BOOKINGS IN SYLLABUS PLUS

4.1. Opening Syllabus Plus

Click on the S+ icon in your tool bar
Diagram 4.1 QI

splus.exe

Find the most recent image on the computer (1) and open it (2)

Select an image file to open 5'
I arne | In Falder |
gpluz.img C:AProgram Filesh\ScientiahSvllabus Pluz 3.3 24splus
ISR RN C:4Timetabling2005
2005-031104 [za... E:KTimetainnghEDDE\EEmmml\

2005-021104 [co...  C:ATimetablingh20054%Coardinator 1
2

Cancel | Browsze. .. | k. I

Diagram 4.2

Click on the “Connect” button

=1o|x]

Syllabuz Plus Course Planner w332 wxvil
"ith Universal Exchange Format

Lizenzed to University of Melbourne
Copyright € Scientia Lid 1983-2003
Built at 17:05 an 30 kMay 2003

Scientia Databasze. Uszer Sandi
Baze Translations Yerzion 15

Total memary 524,153 KB,
115,409 KB uzed, 408,750 KB left.

/

Logging Ophions Offline

Diagram 4.3
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Enter your password (1) and click on the “Connect” button (2)

Scientia Database Login x|
User:
Sandi
Diagram 4.4
Password:
1
—_—
2 Connect Cancel
4.2. Setting your Printer
Go to the File dropdown menu and select Printer Setup
File Database Edit Wiew Schedulil
OpEm... Chrl+o
Close Chrl+F4
Close Al Shift+F4
Save Ctrl+5
Diagram 4.5 S A5,
Seript Mamager. ..
Template Organiser, ..
Printer Setup...
Primk Layout, ..
Prink. .. Chrl+P
Exit Alt+F4
In the Printer Setup window select Acrobat PDFWriter and click OK
Print Setup ilil
— Printer
Mame: Properties. .. |
Statuz: Ready
Type: Acrobat PDPwriker
WWhere:  LPTT:
Diagram 4.6 Comment:
— Paper — Orientation
Size: fs4 (2102297 mm] x| * Partrait
Source: I j " Landscape
Metwiork... | OF. I Cancel
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4.3. Bookings
4.3.1 Making a booking

Go to the Scheduling dropdown menu and select Location Booking (the booking screen can
also be brought up with the “Control” key and “R”)

|Scheduling Timetabler  windows  Help

Schedule Chrl+H
Schedule Special, ..

Reschedule Zhrl+ShifE+H
IUnschedule Chrl+0

Unschedule Special. ..
Unschedule Auto Chrl+ShifE+U

Diagram 4.7 Make ko

Make Manual

AuboFic Froblem
Diagnose Problem
Problems

Allacations
Pathuays

Location Booking Chrl+R
Boaoking

2 Location Booking _I— _ID il
& Mew backing € 1 Name Host Key Department ,_~ 3 Plarred Size /' L5}
™ Duplicate booking |Booking.-"l]'| | | | | 03 j| |U Ii’
" Change booking Descriptian Type Duration

| | |Applicati0n Sent j| 1 4015 Howrs
Date Start Week: 7/6/04

1 5 o s 20 o 30 3/ 40 48
NSNS ENEEEEN NN EAVNEEEEN NN ]

2:00 1000 1200 'IAQ 1600 1800 2000 2 6

i
Agar Theatre 2004 Upgrade -——
Agar Theatre 2004 Upgrade -
Agar Theatre 2004 Upgrade -
Agar Theatre 2004 Upgrade - R
Agar Theatre 2004 Upgrade - Suitability filter

Agar Theatre 2004 Upgrade - AnalDI0 CAPTURE -

Agar Theatre 2004 Upgrade - AAUDI0 CASSETTERL—| Mo

Agar Theatre 2004 Upgrade - AV:CD PLAYER T L EREEER
Anatorny and Cell Biology Der | [4v:DOCUMENT CamERe 2 N

Auts Faculty Summer 5 electior A0-DOCUMENT CAMERE Tu

Auts Faculy Summer Selectior - AP S ' PR AP P 7 U PR O S
Atz Faculy Summer Selection Locations to baok I

Atz Faculy Summer Selectior Mtr:Conf Room 3 [12) - \

Artz Faculty Summer Selectiot MirConf Room 2[14] 7| B |

Arts Faculty Summer Selectior John Medley-G25 (8] [14) =] Th N
Arts Faculty Summer Selectior John Medlep-532 [15)
Artz Hall Maintenance 'Week1 John Medley-407 [15]
Atz Hall Maintenance Week1 John Medlep-348 [15] Fr
Aatz Hall Maintenance week1 John Medlep-353 [15)
Artz Hall Maintenance week1 Old Arts-236 (15)

Artz Hall Maintenance ‘Week 1 0ld Quad Moot Court [15] Sa
Artz Hall Maintenance ‘Week 1 John Medley-412 [15]
Artz Hall Maintenance 'Week1 John Medley-4239 [15]
Aits Transition Program - 10th _{ |Redmond Bary-1007 (16] Su

Bincharnichn & bdclaslar Bicl In] bd ol 1400 -

Print template for confimation | [none] j| [ white-back, Bock |

Diagram 4.8 Starting a booking

i

Identify the booking type — new booking, change existing booking (1)

Enter the date required for the booking (2)

Enter the code for the department — this gives access to the correct rooms (3)
Enter the booking type required - booking, temp booking.... (4)

Enter the number of students (or people) attending the event to look only at
rooms of the correct size (5)

Enter the duration of the event — time units are in 15-minute blocks (6)

Enter the location specifics requested —-Room Type, Specified Audiovisual
requirements (7)

ANENENENEN

<]
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““u Location Booking =10f x|
% Mew booking Marme / b Host ke Departrent Planned Size
" Duplicate booking [sr 472117 revision - Sth Ju] | | [472 =] [ 3]
™ Change boaking Diescription Type Duration
Accounting Research Seming a | |JDSB|3h Bloggs »45578 <« | |Booking jl g IEI‘ 2:00 Howrg
Accounting Workzhop/Semin ;
e e T ] L% 105 ® 5 » 3w &
ar Theatre rade - un
AgarTheatre2DD4UE§rade- EE-E-E [ENEESESSSSSSSSSESSESSES SESSSSSSSENEEEEENENNNEENEEEEE|
Agar Theatre 2004 U de -
‘g Theatis 2004 Lipgrads . | Suitabilty fiter gO0 1000 1200 1400 1800 1800 2000 2
Agar Theatre 2004 Upgrade - FT:LECTURE THEATFE =
Agar Theatre 2004 Upgrade - ET:MEETING ROOMS Mo
Agar Theatre 2004 Upgrade - RT:SEMINAR TUTORIA _I
Anatomy and Cell Biology Dep RT:SPECIALISED ROOM
Autg Faculty Summer 5 electior SP:DISABLED ACCESS »| TV
Arts Faculy Summer S electior .
&tz Faculty Summer S election Locations to baok W
Atz Faculty Surmmer 5 electior Alice Hoy-210 [35) - & € (
Arts Faculty Surnmer 5 election Old &rts-108 [35) — == San e
Arts Faculty Summer Selectior Gueenshemy Street-242 (L) TH
Atz Faculty Surmer S electior Doug MeDonell- 706 [36 R
Atz Hall Maintenance Week 1 Alice Hoy-311 [36]
Arts Hall Maintenance week1 Fedmond Barmy-1008 (40) ﬁ\k
Arts Hall Maintenance Week1 ILFR-G2E (40] Eca A N
Artz Hall Maintenance Week1 Redmond Barry-1005 [40]
Atz Hall Maintenance Week 1 Engineering O-310 [40] Sa d
Arts Hall Maintenance week1 0ld Physics-201 [40) dbacdben f
Atz Hall Maintenance Week1 Queensbery Street-G37 (L
Atz Transition Program - 10th _ | [&ce Hop-333/334 (40) su 1
Bliccbarsicte % bd clgcnlze Bicl fimm Lo, 1000 (410
Pritit bermplate for confirmation | i) j| e Book |

Diagram 4.9 Completing a booking

In the Description Field, enter the name of the person who is making the booking

In the Name Field, enter the name of the booking with your initials in front for

easy tracking — for Venue Hiring use “vcm” instead of your initials. This applies to
all bookings, except for bookings in the meeting rooms (Old Physics, Council
Chambers and Plaza), which have “vcm mtr” in front of them. (b)

Click on the area in the timetable grid when the booking is to start — eg

Select a location from the pool of rooms available to book (d)
Ensure the Write-back option is activated (e)
Click on the Book button, which will become active once a location has been

v
and their phone number (a)
v
v
Wednesday 10am (c)
v
v
v
selected (f)
v

the client.

Print a PDF confirmation slip using the correct template (see below) and email to

(Confirmation Templates are as follows: Confirmation Slip - Confirmed.ptm; Confirmation
Slip - Internal.ptm; Confirmation Slip - Tentative.ptm and can be found as follows:
S:\Venue\Hiring\S+ Printing)

***Eor out of hours bookings or bookings with charges involved, print out a hard copy of the
confirmation too and place this under the corresponding month in the Quotations folder***
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4.3.2 Changing a booking
Select the booking you want to change in one of two ways:
0 Using the Activities screen find the booking and then use “Control” key and
“R” to bring the booking to the booking screen
0 Using the booking screen find the name of the booking
Click on the Change Booking tab in the Location Booking screen (1)
Make any alterations you want — name of the booking, booking type, location of
the booking...... (when changing the location unselect all locations in the
“Locations to book” section and then reselect (2) — otherwise the “Book” button
will stay grayed out)
Click on the book button (3)

. Location Booking ] |
= New booking 1 Name Host Key Department Planned Size
€ Duplicate bocking .~ [sr LED meeting - 23rd June| [#SPLUS1BC26D | | 472 j| [ [&
o g Diescription Tyvpe Diuration
a1 booking for Robyn wiliams |JDSeph Bloggs =45678 | | Booking j| |8 Ii’ 2:00 Hours

o Eﬁgtr:fg ﬁ;ﬁ;‘iﬁn':;_"%fdbﬁf_ Date Start wesk: 21/6/04

Criminol ientation - 26t 23 |+l 2004 1 & o 15 20 25 30 35 40 45 BD
ot CSHS Indbction sessic .EE-E NN ENNNNNSSEEEE ENNNSSSEESENNNNNNNENNNNENE]

31 C5HS Induction session - 1
Suitability filker g:00 10000 1200 1400 100 1800 20000 2

a1 Earth Science booking Sk
a1 Earth Science booking Sk

21 Curatorship Students 'wWelo
AWIDED COMFEREMCI &

a1 Department of M anagment
AyIDED PROJECTION Mo

g Earth Science booking - 2DJ AIDED PROJECTION
BD:ALAN GILEERT BUILI

a1 Electrical Engineering semir
ar English booking - 27th Feb
gr French WCE activities - 22n

Tu
Locations to book,
Alice Hop-210[35]

=1 French WCE activities - 28t "
af French WCE activities - 29tk &
af French WCE activities - Bth, Alice How-333/334 [40)

a1 General Practice Mesting - Alice Hop-316 [40) Th
ar General Practice Seminar - Alice Ho G4

a1 HPS departmental meeting
31 HPS departmental meeting
ar Information Systems bookin

ar Infarmation Systems boakin
zrJane Hocking additional ze
ar LEDY booking - 24th Feb

3 LED booking - 24th Feb [GI
s1 LED meeting
D saroin

3

Al

Print template for confirmation

| [none] jl

Diagram 4.10 Changing a booking

Example:

v Wwiite-back \ Book |

LED has a booking for a staff meeting on the 23" June from 2:15 to 4:15 in Alice Hoy

330/331. ltis then requested to have the meeting in the morning at 10:00.

Bring the booking up in the booking screen and select the “Change booking” option in

the top left-hand corner (1). Click in the grid at the new time requested — a red

square will show (a). Select a location from the “Locations to book” (2) at the new
time. Once the location is selected then click the “Book” button to alter the booking.

***Note: if you want to change the week pattern of the booking, you need to go to the
Timetabler menu and click on Activities. Select your activity from the list, click on the

availability tab and you can change the weeks around. When you have changed the week,

click on the modify button at the bottom of the screen***
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4.3.3 Finding a booking
It is usually easier to find a booking by Location, rather than its name.

v Select Location from the Timetabler menu
Timetabler  Windows  Help
Bickivities
Activiey Templates
activity Types
Constraink Profiles
Diagram 4.11 Cost Bands
Departrments
Equiprnenk
Inskitukion
Modules |
v Select the venue itis in (1) and look at the Timetable tab (2) (in the above
example the Booking was in Alice Hoy 330/331 on the 23" June from 10:00 —
12:00)
v Click on the week the booking has been made in (3)
“w LoCations i ] 4|
Alan Gilbert Building-G01 [Comp Lz &
&lan Gilbert Building-G02 [Comp L | mmnstraints \f\ﬁwailabilit} KUsagE KStarts?/_ Tirmetable \\_
Alan Gilbert Building-G03 [Comp L 3 \
."1'\|§E|r'| Gilbert Building-G04 [Comp Lz Unscheduled Wesk 25 21/6/04 2
Alice Hoy-101 1 5 10 15 20 2890 35 40 45 50
Alice Hop-102
Alice Howp-108 ) ) ! . ] ! an -
Alice Hop-103 g2:00 10:00 12:00 14:00 16:00 18:00 20:00 :
Alice Hop-210 Mo
Alice Hop-225
Blice Hop-242 I 1 |D
Alice Hop-303 UL
Alice Hop-207 1 EO]
Alice Hap-311 e
Alice Hap-316 l i | — |
Alice Hoy-323 Th
alice Hoy-325/326 Scheduled
! Ell 51 LED meeting- 2« f
Alice Hoy-332 b
Alice Hoy-333/334 b T ts
Alice Hoyp-428 [Comp Lab) b
Architecture-135 [Chineze Room) b a
Architecture-136 [Indian Room)] b =
Architecture-136 [Indian Room). o
Architecture-214 [Year 3 Studio] Location: Alice Hoy-330/331 ;I
Architecture-?l A
e 7] e | | [ 7
Total: 622 Locations
Diagram 4.12 Finding a booking in the location window
v Identify the booking and select it by double clicking on it in either the “Scheduled”

section (a) or the grid section — on the top left-hand corner of the booking (b)
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4.3.4 Checking bookings in a particular location

Sometimes you need to check what bookings are in a certain room over a particular period
of time. For example what bookings were or are going to be held in the Asia Centre Theatre
for the months of June and July 2004. This is done by doing an activity check (see section
8.2), but before saving the file activities need to be filtered by the location you are interested
in and when saving include the weeks you are interested in.

A quick outline on how to do this is as follows:

1. In Timetabler drop down menu, select “Activities”
2. Filter activities (Ctrl + 1)
a. by ‘location’ in the pull down option in the “Filter” window
b. In the objects field, select the venue(s) required
c. Click on Filter button
3. Select All (Ctrl + A) activities that are now in the Activities window
4. File drop down menu, select “Save As”

a. Change format drop down to spreadsheet

b. Use “Browse to select where to save file (File name should end in ‘.txt’)

c. Select weeks to Export (highlight the weeks you want)

d. Save from window — Selected Objects

e. Activity Check Template should be selected in the lower left-hand corner of the
“Save As” window (If not here, you will need to retrieve it — on the
S:\Venue\Hiring\S+Printing, activity check ptm — see Appendix - Getting a
template)

f. Click Save

Open Excel, Open File

Text Import Wizard — Click Finish

Delete Row 1

Change column names/delete if not required

Filter by Overlap column to remove the blanks — those bookings not in the rooms for the
weeks you are looking.

10. Sort bookings as required (date, sort)

11. Save as Excel Spreadsheet.

©CoNo O

7/9
Making Bookings in Syllabus Plus
Last Updated: 24/01/2007



Size of Activity: 5
Dept: Timetabling

Example of a booking request
Name of Activity: Timetabling meeting
Day/Week/s: 10" January 2005
Duration of Activity: 2 hours
Contact: Sandi Robertson x49689

Suitabilities/Preferred Room: Meeting room in Old Physics Building
Time for Activity start: 10:00am

lolx]

& Mew booking Mame Host Key Department Planned Size

¢ Duplicate booking Ivcm mitr Timetabling Mesting - 10t I ISDU j |5 |ﬂ
" Change booking Drescription Type Druration

Accounting Research Seminar Proc ISandl Robertzon »43683 IBDok\ng j 8 E 2:00 Hours

Accounting Workshop/Seminars

AMI10741 Date Start Week: 10/1/05

AM110141 Iﬁ E]J = E] 2005 @ 1 g 10 15 20 2% 30 5 40 45 50
Anatomy and Cell Biology Departrae A O I O
Artz Faculty Summer Selection 200 . )
Arts Faculty Summer Selection 200¢ Mamed & ailability 200 300 1000 11:00 1200 1300 1400 1500 1600 1700 1800 1%:00 20:00 21:00 2
Biochemizstry & Molecular Biology Dt =

Einchemistry & Maolecular Biology P I[n.one.] = J Mo

a 514-401/514-402 Exam 195ep Suitabilty filker

caMU SummBrSChDDHU&'I?Jan PHLDNGEHENDNG ~ WA R R R R+ E I I3 N3RS RIS N2l ]

ca MU Surmmer School 100an PR:MCMILLAN

ca MU Summer Schaal 11 & 18Jan PR:MEDICINE Tu

EZHH g:zz::ggpgg}]gg;a‘:: EEEEFH;FI‘_EEASTEHNZ[_I WA Rl R R R L e R i s LNl

ca MU Summer Schaal 14 & 21Jan PR-SOUTHERN ZOME

CAPFE Staff Seminars W

Eﬂem!ctal Ezraﬁl:%etnrf}gMDeTartmenta Locations to bock 0] e e eotae] e sy ] e earsed rses e acsey e et e

ety aff Meetings:

Chemistry Inorganic Departrmental 5 MirCanf B 2014

Chemistry Organic Departmental Se MtrJu?nnPot?eDrrglno[m %30] Lo

Chemistry Organic Departmental Se : sesafssssjsrssfossajrrsrjsssefrsstftsssfbsstftrssforsslbsssles

Chemistiy Research Seminar

Civil & Enviranmental Engineering O Fr

Civil & Environmental Engineering P

CSSE 4004600 Mestings ssssjssosjsssslasssissssjssssfsssalsssslssssfocssfosssisnseles

CS5E Departmental Meetings

C55SE Departmental Serinar Sa

Eggg Essplz[[tamd?::lael g:m:::: [Sumn WA Rl R R R L e R i s LNl

CT Tentative Seml Mid-Semester E

CT Tentative Sem1 Mid-Semester E Su

CT Tentative Seml Mid-Semester E > R T
Print template for canfirmation [nane] - Book |

Your booking will then appear in the Activities window with all the information

supplied

RN T

5

wom mtr [nt Orientation Welcame Centre Backup - Thi
wvem mir Intl Drientation Welcome Centre Backup - Tu
wvem min Intl Orientation Welcome Centre Backup - we
wver b MUCL Board Meetings
o it T imetablin ing - 10th.laruar
vom MU Orientation Session 22 Feb

wvom MU Orientation Session 23 Feb

wvom Music Exam Board 11May

vem Music Exam Board Set Up 10May
vem Mational Civic Counci - Mational Conference 5 Fe
wvem National Civie Counci - Mational Conference B Fe
wvom NEAP End of Year Revision - 13th Dctober

vem MEAP End of Year Revision - 16th October

wem MEAP End of Year Revision - 16th Dctober [Biolc
vom MEAP End of Year Revision - Sth October

wvom NEAP Mid-rear Revision 22 May

wvom NEAP Mid*rear Revision 23 May

vom NEAP September Program - 1t October

vem MEAP September Program - 25th September
wvom MEAP September Program - 26th September
vem NEAP Seplember Program - 27th Seplember
wvem NEAP September Program - 28th September
wem MEAP September Program - 28th September [Eng
wvom MEAP September Program - 29th September
vem NEAP Seplember Program - 2nd October
wvom NEAP September Program - 30th September
vem MEAP Summer School - 04 ThB - 14 Jan
vem MEAP Surmer School - 04 ThEB - 15Jan
vom MEAP Surmer School - 0A ThB - 16 Jan
wvom NEAP Summer School - 04 ThB - 17 Jan
wvom NEAP Summer School - 04 ThB - 18.Jan
vem MEAP Summer School - 04 ThB -19Jan
vom MEAP Surmer School - 0A ThB - 20 Jan
wvom NEAP Summer School - 04 ThB - 21 Jan
wvom NEAP Summer School - -14dan

vem MEAP Summer School - -16Jan

vem NEAP Summer School - -16Jan

vom NEAP Summer School - -17Jan

wvom NEAP Summer School - -18Jan

wvom NEAP Summer School - -19Jan

vem MEAP Summer School - -20an

wem mir [t Orientation Welcome Centre Backup - Sul«

[[n] User Text Delivery Sequencing Resouce

Pools Awailabi

ility

=1o0ix|

Usage Startz Timetable

Mame Host key

Department

Moduls

|vcm mitr Timetabling Meeting - 10th ) [HSPLUSEFC313

Description

a0

=

|S andi Robertson »49683
[T Size [plan) Type

[5 & [Bocking

Section ID

Total Cost
$0.00

Factor

Teaching wesk pattern: 1 wesk fom 2 [10/1/05] to 2 {16/1/05)
1 5 10 15 20

Ji

Duration

lﬂ_E 2:00 Hours

on 10:00 - 12:00 <; MtrConf Room 3; ; ;B3

Suggested Daps
™ Monday

™ Tuesday
™ Wednesday
I Thursday
[ Friday

I Satuday

I~ Sunday

Suggested time

[none) -

Set Time...

Total: 18277 Activiies

=l

Scheduled? v
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The confirmation slip will be a pdf and look something like the following:

The University of Melbourne

Timetabling, Yenue and Conference Mangement Location Booking
Confirmation Slip

Booking Mame: wcm mtr Timetabling Meeting - 10th January
Booking Description: Sandi Robertson x49689
Date booking made: 11 Nov 2004

Monday, 10 Jan 2005 at 10:00 to 12:00 Scheduled date of booking: 10 Jan 2005
Location Name Capacity Description

ktr: Conf Rioom 3 12 OLD PHYSICE-Rm:G19-FIrG

Expected number of peopla: 5 Print Date: 11 Now 2004

WWeek Pattern: 2

The Uniersly «f eboumes resenea the ightie @nsel orreiis o bocking stany me.
Reez wniatiénus and Conkereng: Mhngementher mors nhmeden. Piens: 5348 4390, Foxc 3344 6122, Bmed reemb eokinga@unimeb.cdueu
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