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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) 
 

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

 
 
After successful login you will be directed to the FacilityNet Helpdesk page  
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Click on Restricted Reports 
 

 
  
The following options are available to you: 
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1.2  Reservations – How to book a meeting room 
 
Click on the Reservations Link.  The following page will be displayed: 
 

 
 
If you have existing Reservations they will be listed in date order. 
To add a new reservation or check availability click   
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The following page will be displayed: 
 

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

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). 
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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  button.  The available rooms will be shown 
 

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

 
 

To check availability for alternative days click on the 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 
 

 
 
The pop-up screen will close and you will see the original Reservations page with 
the Start time and Reservation Unit fields populated.  . 
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You can also book equipment by adding the number required in the Extra 
facilities options.  (You can click on the  button 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 
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1.3  How to order hospitality 
 
1.3.1  Order hospitality linked to a meeting room booking 

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.   
 

 
 

This will display the Overview page.   Click on the  button. 
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The Hospitality page will be shown as below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click  
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The hospitality booking form with menu will be shown.  Complete the fields and 
add the number required against your selection 
 

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

Click  to take you to the Hospitality confirmation page. 
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Click  to return to the Overview page 
 

 
 
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) 
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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 
 

 
 
The following page will be displayed 
 

 
 
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  and follow the instructions on 
Page 11. 
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1.4  How to book a parking space 
 
There are 2 options available for booking a parking space: 

• Book parking linked to a meeting room booking (Option 1) 
• 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                        .  Complete the fields as 
shown below.  Click  
 
 



 16

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. 
 

 
 
Click  and complete fields as previous page.  Click OK to submit.   
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1.5  Recurring Reservations 
If your meeting is recurring, click on the  button at the bottom of the 
Overview page and complete the relevant fields as shown below according to 
your meeting schedule.   
 

 
 
On completion, click on the  button 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 

 at the bottom of the Overview page. 
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1.6  How to cancel a room booking and associated reservations 
 
To cancel a meeting room booking and linked Hospitality and Car Parking click 
on the  for the associated record. 
 
 

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

 
 
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. 
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1.7  How to cancel/edit hospitality (independently of meeting room 
cancellation) 
 
Click on the Edit  icon on the ‘My Reservations’ page 
 

 
 

On the Overview page select  

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

 


