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1.1 How to Log in to Reservations

To access the Reservations web site you will need a user name and password.
Please contact Tracey or Gina who will be able to provide this for you.

Go to the Estates web site at www.admin.ox.ac.uk/estates

Click on the link to FacilityNet (located in the left and right hand menu).

Click on the FacilityNet log in button. (Please do not log in to the Space
Information option)
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Uss Home = Estates Directorate = Facilitybet » Systemn status and lagin page >

3 Gontact details FacilityNet

» How do 1.7
FacilityNet is the web application far the Planen Facilities Mamsgement database. This databace is used by the Estates
Directorate to provide effective and efficient management of Univaxgity Estates information enabling staff to share and

» Capital Projects

» Conserval tion collaborate more effectively, both within the Estates Directorate and wR{ other University departments as appropriate.

? Environmental Sustainability Facilitylst sllows live dats such as building snd space information, resctiveQd planned maintsnance and statutory

s Estates Strategy reports such as asbestos to be viewed by departmental administraters and builhqg managers in a secure managed

environment.
> Fadlities Management

s Facilitytet FacilityNet System Status: o prablems repoarted
> Regulstions and Palices FacilityNet
“LOGIN

(Helpdesk, Reports, Restricted information for Estates, Malthouse Reservations)
+ Repairs and rmaintenance

» Space and Building Log out of FacilityNet
Informstion

FacilityNet (Space)
(Space Information for Departments)

Prmmn
LOGIN
> University Signage Please note: Floor plans are best viewed using Internet Explorer browser

Log out of FacilityNet (Space Information)

At the Login page, add in your user name (format ASMITH) and password — all
upper case

Llsernarne: I

Fasswird: |

Login

After successful login you will be directed to the FacilityNet Helpdesk page



Click on Restricted Reports
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UAS Harne » Estatef Directorats » Facilitylet =

 contecs deteils FacilityNet Helpdesk FacilityNet

How do 1.7

Welcame to FacilityNet. Please select one of the links below. For further > Login

Capital Projects

assistance see the User Guides and FAQs. + Logout
» Conservation » System status
» Environmental Sustainabilfy Helpdesk requests > How to get 2 FacilityNet
account
» Estater Strategy + Building
» Facilities Managerment + Electrical . .
| FacilityNet UserGuides
> FacilityMet + Mechanical and FAQs
» Regulations and Polices ¢ Plumbing

* FacilityNet User Guide ﬁ
+ Repairs and maintenance (727kb)

FacilityNet Reports FacilityNet FAGs T (14kb)

Space snd Building

+ Current work ardsrs
Infarmnation Lurrent work orders > Malthouse Reservations Tl
+ Travel Complsted work orders (134kb)

If you have any queries
which are not answered by

+ Restricted reports

University Signags

+ Asbestos (QUED onlv) the documentation, please
contact the System
0&M Manuals adrinistrator

+ Q&M Manuals (for Estates Directorate DLO)
Reporting problems to

the Helpdesk:

The following options are available to you:

Malthouse Reservations

Book meeting rooms, car parking and order hospitality Restricted

Reservations Wiew availability/book a meeting room, order hospitality and book car parking for QUED Admin

your meeting and/or edit your existing reservations staff

Order hospitality independently of meeting room booking QUED Adrnin
staff

Biook zar parking independently of meeting room booking QUED Admin
staff

¥Yiew Reservations Restricted to

Yiew existing rmeeting room bookings QUED Admin
staff

View existing car parking bookings QUED Admin
staff

View existing hospitality bookings QUED Admin
staff

Reservations Information Restricted to

Reservations user gquide M A

Hospitality menu M A




1.2 Reservations — How to book a meeting room

Click on the Reservations Link. The following page will be displayed:

E»

My reservations =

Click the 7 button to view or edit a Reservation and associated hospitaliby'car parking requests.
Click the 5( button to delete a Reservation and associated hospitalityicar parking reguests.

Reservations booked [1-10f1]

Ref ko Start date & time | End date &time | Description Meeting Room -

40266.00 19/04/201011:45 19/04/2010 14:00  Auditors' Meeting 2 - Rear Meeting Room ,_,»}X

Add reservation/check availability

If you have existing Reservations they will be listed in date order.

To add a new reservation or check availability click -#dd resenvationicheck availability



The following page will be displayed:

Add Reservation N

The = denotes mandatory fields that must he completed.

Click the @ hutton to viewe available meeting rooms.

Click the L button to views meeting rooms including those already booked.
Click the X huttan to Delete a field value.

Reservation details

Infarmation an r

Reseration made by Tracey lles

* Reservation far:; |
* [igte: FB."EI4."2EI1EI e f i by
+ Start time: 14 =15 |=

* End time: 14 /=15 |=

* flgximum number of people: F
|
|

* filgeting Mame:

* fileeting Room:

[=E X

Extra facilities

F Malthouse Laptop
F Malthouse Projector

0K | Cancel

Complete the fields in order and please note the information in the Help
section at the top of the page.

P,
"% If you are checking availability you do not need to complete all the fields eg
Reservation for, Meeting Name, Start and End time, but you should add the Date

so the results are filtered when using the pop-up Search = function (see next
section).



1.2.1 How to use the pop-up Search < function

If the Meeting room is not available in the drop down list in the Meeting Room
field, you can view the availability of the meeting rooms by clicking on the Search

= function. This will display the following pop-up page:

Click on the ' ®€arch | hytton. The available rooms will be shown

Select a reservation unit [}

* Start date: FBJ‘EI4J‘2EI1EI i LU LIS
+ Starttime: |15 vI;|15 vI

Search

0810472010 | | Day> | Week>

mMame: Annexe Meeting Room

g:00 9:00 10:00 1100 1200 1300 14:00 0 1500 1600 1700
[1T1] OO0 O OO O O OO0 OO0 OO0 O

Mame: Rear Meeting Room

2:00 9:00 10:00 1100 1200 1300 14:00 1500 1600 1700
[11] O O OO0 OO OO OO0 OO0 O e

[T Show resened elements |1-20f2|

To view the existing bookings click the tick box Show reserved elements at the
bottom of the page



Existing bookings are shown with a red line. If you move the cursor over the red
line a pop-up will be displayed showing who has booked the meeting room.

Select a reservation unit

*+ Start date: [ B04/2010 ﬁ (ddib Wty
+ Start time: |15 vI:|15 vI

Search

|08104/2010 | | Day> | [ Week>

Mame: Annexe Meeting Room

8:00 q:00 1000 11000 1200 1300 1400 1500 1800 0 1700
111 O O OO OO OO0 OO OO O O

Mame: Front & Rear Meeting Room

8:00 q:00 1000 11000 1200 1300 1400 1500 1800 0 1700
[1I1T] OO OO OO O O O CEEE =

Front Meeting Roarm Boaked by Jo Barton 01865 288577

2:00 q:00 1000 11000 1200 100 1400 1%00 1800 0 1700
[I1T] OO COCOD OO O OO O CEEE

Mame: Rear Meeting Room

8:00 q:00 10:00 11000 1200 1300 1400 1500 1600 0 1700
N 1 I Y Y Y I

¥ Show reserved elements [1-40f4|

To check availability for alternative days click on the 2@ /[Week>

options.

To select your room click on the unit that represents the start time of your
meeting (they are shown in 15 minute units). To book a start time for 9.30, you
would click on this unit

a:00 9:00 10:00  11:00 1200 1300 140
NN N, _ N __ .

The pop-up screen will close and you will see the original Reservations page with
the Start time and Reservation Unit fields populated. .



You can also book equipment by adding the number required in the Extra
facilities options. (You can click on the @ putton for the Extra facilties, to check
the availability of the equipment). Please note, the system will check the
availability of the equipment and advise if there is no availability for the meeting
time slot.

Click OK to submit your Room reservation. You will be shown the Overview
page with details of your Reservation

Qverview page o)

Reservation

405249.00

Gina

Gina's Meeting

03042001514

030420101614

4 - Anhexe Meeting Room

» Tx Malthouse Laptop

» Tx Malthouse Projector

Hospitality

Start date & time Job Mumber Hospitality ordered

Mo results found

Car Parking

Wigiting date Expected time of arrival Expected time of departure Marme

Mo results found

Edit reservation | AddEdit Car Parking | Add/Edit Hospitality

0K || Recurrence || Cancel




1.3 How to order hospitality

1.3.1 Order hospitality linked to a meeting room booking

AddEdit Hospitality

You can order lunch for your meeting. Click on the button at

the bottom of the Overview page.

’ 'You can also add Hospitality to an existing Room Reservation by clicking on
the edit < button for the Reservation from the list on the My Reservations page.

My reservations S M

Click the 47 button to view or edit 8 Reservation and associated hospitalitycar parking requests.
Click the 3( hutton to delete a Reservation and associated hospitalibycar parking reguests.

Reservations booked [1-20f2|

Ref hlo Start date & time | End date & time Description Meeting Room -

40529.00 0804201015158 0R/04201016:15  Gina's Mesting 4 - Annexe Megting Room / X

A0266.00 19042010 11:45 190472010 14:00  Auvditors' Meeting 2 - Rear Meeting Roaom / X

Add reservationicheck availahility

This will display the Overview page. Click on the AaEdN oA, button.

10



The Hospitality page will be shown as below:

Hospitality page S M

Click to view Hospitality Menu

Please note Hospitality orders require 2 days notice Please contact the Facilities Helpdesk on
70087 if you require Hospitality with less than 2 days notice

[1]1 ¥our order will he delfivered to The Malthouse by 11.30

Please note a minimum charge of £12 applies

Hospitality
- Start date & time Joh Mumber

Mo results found

IH::usp'rtaI'rty order - Delivery regd LI Add hospitality

Go to overview

Click Add hospitality

11



The hospitality booking form with menu will be shown. Complete the fields and
add the number required against your selection

Hospitality details

Description: Hospitality arder - Delivery regd
Reguester: Tracey lles

Booked for: Gina

Start time of meeting [1]: 0mn42010 145145

+ Zost CentrefProject Code: |

Any dietary requirements or special requests ™ I

LInits

Giuantity

Description

FI— Each- Each Sandwich Lunch One

r Each- Each Sandwich Lunch Two £5
P~ Each-Each  ‘working Lunch £7.95
r Each- Each Tomato & Basil Bruschetta £1
r Each- Each Mini Curmberland Sausages £1
P~ Each-Each  Chicken Satay £1
P~ Each-Each  LambKofta £1
P~ Each-Each  Smoked Salmon Blinis £1
P~ Each-Each  Spring Rl £1
r Each - Each Taomato, Courgette Mozzarella Skewer £1
P~ Each-Each  FruitPlatter £1.75
P~ Each-Each  FruitCake £1
r Each- Each Scone, Jam & Cream £18
r Each- Each Carrot Cake £1
P~ Each-Each  Mufin £1
P~ Each-Each  Biscuits £0.55
r Each- Each Savoury Pastries £038

Total costs £12.00

The £ total value of your order will be shown at the bottom of the screen

Click 'Submithospitality| ;. tave you to the Hospitality confirmation page.

12



Click GO0 OVeMEW | 1y oty to the Overview page

Overview page o)

Reservation

Ref Mo 40529.00

Booked for: Eina

Description: Gina's Meeating

08/04/201015:14

08/04/2010 16:15

4 - Annexe Meeting Room

& 1% Malthouse Laptop
Extra facilities:
& 1% Malthouse Projector

Hospitality

Start date & time Job Mumber Hospitality ordered

osro4rzoo1a:14a 40529.03 & 4% Sandwich Lunch One

Car Parking

Yigiting date Expected time of arrival Expected time of departure Mame

Mo results found

Edit reservation | Add/Edit Car Parking | AddEdit Hospitality

OK | Recurrence

Your Hospitality request has been booked.

Click OK to return to the My Reservations page or click on Add/Edit Car Parking
if you need to book a parking space for your visitor (see Section 1.4)

13



1.3.2 Order hospitality independently of a meeting room booking (Option 2)

Click on the Order Hospitality independently of meeting room booking on
the Restricted Reports page

Malthouse Reservations

Make a Reservation Restricted to

CUED Admin staff

Beservations Yiew awvailability/book a meeting room, order hospitality and book
car parking for your meeting

| Order hospitality independently of meeting room booking | QUED Admin staff

The following page will be displayed

>3

My Hospitality requests =

Click the f hutton to views or edit & Hospitality request.
Click the X hutton to delete a Hospitality requeset.

Please note Hospitality orders require 2 days notice Please contact the Facilities Helpdesk on
FOOB7 if you require Hospitality with less than 2 days notice

| Hospitality ordered |1-20f2|

Delivery tirme Callection time tef e Mumbhber
070120101114 07020101314 35907.00
1&00152010 14:00 18012010 15:00 352801.00 ,/> X

Hozpitality Order (independent) j Add Hospitality

If you have existing Hospitality orders they will be listed in date order. These can
be edited by clicking on the & button providing there is 2 days notice before the
delivery date.

To add a new Hospitality order click -AddHospitality | 5,4 follow the instructions on
Page 11.

14



1.4 How to book a parking space

There are 2 options available for booking a parking space:
e Book parking linked to a meeting room booking (Option 1)
e Book parking independently of a meeting room booking (Option 3)

1.4.1 Book parking linked to a meeting room booking

You can add a parking request to your Reservation booking by clicking on
Add/Edit Car Parking at the bottom of the Overview page.

Click Add/Edit Car Parking. Then click | add car parking . Complete the fields as
shown below. Click [gupmit

The = denotes mandatory fields that must he completed.
Click the X hutton to Delete a field value.
Click the E| hutton to view if parking is availahle.

Please note - If no value appears in the drop down list then there are no spaces available -
please cancel your bhooking

Car parking reservations

l Yiziting date | Mame | Expected time of arrival | Expected time of deparure | Parking spaces

Mo results found

Add car parking

Add car parking

Car parking details

Parking booked by: Tracey lles

+ Yisiting date: Pomezon | B (gamimiy)

* Expected time of arrival: IE[; 15 | =] thh:mm)

* Expected time of departure: IE[; 00 | =) ¢hhcmm

*+ Cagrpark with availahle spaces: |1?4 - MALTHOUSE (174) E|'>(

* Mame of visitor requiring parking: |Su:u:ks

+ \ehicle registration: [ETAFF|01

Submit || Cancel

15



1.4.2 Book parking independently of a meeting room booking

Click on the Book car parking independently of meeting room booking link
on the Restricted Reports web page

The Car Parking page will list any other ‘independent’ car parking reservations.

B>

Car Parking

My car parking reservations |1-10f1]

Yisiting date | Expected time of arrival | Expected time of departure | Name exernal visitor | Parking spaces

25112009 9:30 12:30 Dravid Smith

Add Car Parking

Click AddCarParking | 4 complete fields as previous page. Click OK to submit.

16



1.5 Recurring Reservations

If your meeting is recurring, click on the RecuITence pton at the bottom of the
Overview page and complete the relevant fields as shown below according to
your meeting schedule.

Recurrence details

Fecurrence details

C Daily EVEWh— weekiweeks on:

T Waekly

= maonthly I~ Mnnday M Tuesday [ ‘Wednesday
© Calendar T Thursday [ Friday

Fecurrence limit

& Stop aﬂerl recurrences
C Startl ﬁ Endl ﬁ fddimdbdinnagd

& Predefined period |Hiary Term 10 |

Recurrence

On completion, click on the ' RECUITENCE |, 110n to return to the Overview page.
Your recurring reservations will be listed in date order.

If you wish to cancel the Recurring Reservations, you will be given the option to

17



1.6 How to cancel aroom booking and associated reservations

To cancel a meeting room booking and linked Hospitality and Car Parking click
onthe X for the associated record.

My Reservations ERA]

Clickthe /7 button to edit a Reservation and associated hospitalitycar parking requests.
Clickthe S{ button to delete a Reservation and associated hospitalitwcar parking requests.

Please note it is not possible to book a meeting room during the current working day. Please contact the Facilities Helpdesk on 70087 so they can check availability
and arrange room set up

Start date e | Endd: -lime | Reference Number 1 ni atus -

2501142008 8:00 251172009 12:00 34146.00 BESC Meeting Room 3 - mMeeting style R1 - Reseration requested _/ x
28/1172008 3:00 251172009 12:00 241582.00 Facilities Meeting Room 8 - Meeting style RZ - Reseration hooked ,/ x
251142008 9:30 251152009 10:30  34302.00 Facilities Management Review Room 2 - Meeting style F1 - Reservation requested ,/ x
251142008 11:00 251152009 13:00 34082.00 Meeting for HODS Room 45 - Meeting style F1 - Reservation requested ,/ x
FAMU008 1215 281102009 1545 3406700 Meeting Room Booking Room 2 - Meeting style R1 - Resenation requested _) X
aM12008 1615 281152009 17:30 34158.00 Meeting Room Booking Foom 345 - Meeling stle F1 - Resenation requested _) X
271142008 @00 27A162009 10:30 34147.00 House services meeting Room 8 - Meeting style RE - Reseration Resalution status _f X
30/1142008 @:00 301152009 12:00  34201.00 TEST Room 8 - Meeting style R1 - Reseration requested _/ x
011272008 10:00 01122009 12:45  24205.00 Test Council transition Council Room - Council style R1 - Reseration reguested ,/ x
041202008 9:30 041 202009 10:30  34368.00 Facilities Meeting Room 2 - Meeting style F1 - Reservation requested ,/ x
22022010 9:30 22020201010:30  34318.00 Facilities Management Review Room 2 - Meeting style F1 - Reservation requested ,/ x
01032010 830 01032010 10:30 34319.00 Facilities Management Revieww Room 2 - Meeting style R1 - Resenation requested _) X
0802010 8:30  0803/201010:30  34320.00 Facilities Management Revieww Room 2 - Meeting style F1 - Resenation requested _) X

Add new reservation

If the cancellation is successful you will see the following page.

Reservation cancelled

Reservation cancelled

The resenation has been cancelled successully,

OK

Please note there are restrictions on the notice period for cancelling Hospitality.
You will receive a message with further instructions if the notice period is not
sufficient.

18



1.7 How to cancel/edit hospitality (independently of meeting room
cancellation)

My Reservations =]

Click the / hutton to views or edit 8 Reservation and associated hospitalityicar parking requests.
Click the 5( hutton to delete a Reservation and associated hospitalite'car parking requests.

Please note it is not possible to book a meeting room during the current working day. Please contact the Facilities Helpdesk on 70087 so
they can check availability and arrange room set up

Start date &time | End date &time | Reference Mumber | Description

Add reservationicheck availability

5]

12122008 16:15 1212020091730 3415800 PRAG Room 345 - Meeting style  Reservation booked (7 9X
18272008 9:00 151 27200810000 34854.00 Test Questions Room 7 - Meeting style Reservation requested _/ X
2322008 11:00 231 2720091300 34827.00 Finance Foom 1 - Theatre style Feseration hooked _/ X
2000172010 11:00 2000162010 13:00 3488600 Feseration Demo  Room 2 - Meeting style Reservation requested _/ X
0203201011:00 020320101 3:00 3454000 Finance Room 1 - Theatre style Reservation requested _/\ X

Add/Edit Hospitality

On the Hospitality page click X'for the record that you wish to cancel
Click here if you wish to edit theNdospitality booking

On the Overview page select

Ho

pitality

[1-10f1|

e Mumber

L 1201202008 17:00 1201202008 17:30 3415802 Hospitality Order reported

| Hospitaity Request »| | Add hospitality [1-10f1]

4

Go to overview

E»
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