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THE ROOM BOOKING SYSTEM

A Guide to booking rooms in the
Students’ Union Building
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-] Cardiff University Students’

et 3 E B roombookingsystem

The SU uses the Room Booking System to
manage our rooms.
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. i]l roombookingsystem

Each Group has a dedicated login for the Room
Booking System. Email Societies or the Athletic
Union if you have forgotten yours.
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:3 Cardiff University Students' Union Sendfesdback  Hela

Your Account Logout

Calendar il Statistics Helpdesk

< July 2016 >
M T W TF S s

T2 3
45 6 7 8 9 10

(UNRFIREY 1+ RENETSETS

18 19 20 21 22 23 24
25 26 27 28 29 30 31

Bookings must be made at least 3 days in advance

Categories
Heath Park

Heath Park Rooms

Park Place
Laptops

Meeting Rooms

Resources
Stalls
The Taf

Commercial Venue

Booking Colours
My Bookings

Other Bookings

Use the calendar to check availability of rooms
and to make bookings.
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:; Cardiff University Students' Union

Calendar Bookings

Statistics Helpdesk

Doy View

< July 2016

M T W T F s 5
12 1

4 5 6 7 8B 9 10

> « Prev \Veek Beginning Monday 11 July 2016 Next » L.Sir Donald Walters Boardroom

1 12 13 15 16 17

18 19 20 21 22 23 M
25 26 27 28 29 30 3

Select Room

L Sir Donald Walters Boz ¥

Categories

Heath Park
Heath Park Rooms

Park Place
Laptops

Resources
Stalls
The Taf

Commercial Venue

Booking Colours
My Bookings

Other Bookings

Use Wee

15:00
15:30
16:00
16:30
17:00
17:30
18:00
18:30
19:00
19:30
20:00
20:30

Mon 11/07/2

Tue 12/07/2016 | Wed 13/07/2016 | Thu 14/07/2016 Fi /07/2016 | Sat 16/07/2016  Sun 17/07/2016
Not Bookable Not Bookable Not Bookable

ELP HOL ELP HO!
User: W Owen User: W

ELP HOLI ELP HOL|
User: W Owen User: W

Send Feedback Help

K View to view availability of a specific
rooms throughout the week.
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Calendar Bookings Statistics Helpdesk

DayView

y. Cardiff University Students’ Union

< July 2016 > « Prev week Beginning Monday 11 July 2016 Next » L.Sir Donald Walters Boardroom
M T W T F 5 5 Mon 11/07/2016 Tue 12/07/2016 Wed 13/07/2016 | Thu 14/07/2016 Fri 15/07/2016 | Sat 16/07/2016 | Sun 17/07/2016
12 3 Not Bookable Not Bookable Not Bookable

4 5 6 7 8 9 10 09:00 ELP HOLD ELP HOLD ELP HOLD ELP HOLD ELP HOL ELP HOLD

oo T 16 17 User: User: W Owen User: W Owen User: W Owen User: W Owen
1B 19 20 21 12 23 M Ll
B 7 BB/ WA 10:00
10:30
:00
Select Room 20
:00

L Sir Donald lters Boz ¥
L.Sir Donald Walters Boardroom 130
Meeting Room - 3A

¢ Meeting Room - 200
Meeting Room - 3D -30
Meeting Room - ‘
Meeting Room - :00
IMeeting Room i

30
Meeting Room .00
Meeting Room '

:30
:00
130
100
Commercial Venue
17:30
18:00
Booking Colours
18:30
My Bookings
2 B 19:00
Other Bookings
19:30

Use the drop-down to change the room.
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:; Cardiff University Students' Union

BPXPPYPR | Bookings | Statistics | Helpdesk

Bookings must be made at least 3 days in advance

4 5 & 7 & 9 10

PPPPPPPPP

The Taf

Other Bookings

Use Day View to view availability of all rooms on
a particular day. For booking meeting rooms, it is
probably easier to use Day View.
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:; Cardiff University Students' Union

PPPPPPPPP

The Taf

Other Bookings

Bookings can only be made 3 days beforehand
at the latest. This allows the Venues Team to
approve all bookings. Email Societies or the
Athletic Union if you need a booking approved.
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:u‘ Cardiff University Students' Union Sendfesdback Mo YourAccaunt

Logout

Calendar Bookings Statistics Helpdesk

ook View

< July 2016

M T W T F
1

4 5 6 7 8

Bookings must be made at least 3 days in advance

INRFRREY 1+ K3

18 19 20 21 22 23
25 2 27 18 19

Categories
Heath Park

Heath Park Rooms

Park Place
Laptops

Meeting Rooms

Resources
Stalls
The Taf

Commercial Venue
Booking Colours

My Bookings

Other Bookings

Change days using the calendar.
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< July 2016 > « Prev Wednesday 20 July 2016 MNext »
M T W TF S S Meeting Room - Meeting Room - | Meeting Room - | Meeting Room - | Meeting Room - i -  Meeting Room - | Meeting Room - i Meeting Room - | Meeting Room -
12 3 3A 3C 3D 4A 4B 4D 4E 4H 4 4]
4 5 ¢ 7 8 9 10 08:30 “Closed R sam Cook - A Closed Closed Closed Closed Closed Closed Closed Closed Closed
oz 13 15 16 17 Allocations
09:00 ELP HOLD HR Interviews Vieek ELP HOLD ELP HOLD ELP HOLD ELP HOLD Facilities Facilities Facilities Facilities
8 19 m N n B M . User: W Owen User: 5 Thomas User: 5 Cook User: W Owen User: W Owien User: W Oven User: W Owen (Storage) (Storage) (Storage) (Storage)
5 26 27 8 19 30 M 09:30 User: B Eagle User: B Eagle User: B Eagle User: B Eagle
. Act One
LB User: ASociety
10:30
Categories IS
Heath Park 11:30
Heath Park Rooms 12:00
Park Place 12:30
13:00
Meeting Rooms 13:30 Annual
appraisal
14:00 User: P Jones
Stalls 14:30
The Taf 15:00
Commercial Venue o
16:00
Booking Colours o
My Bookings 17:00
Other Bookings 17:30
18:00 Closed
18:30
19:00
19:30
20:00
20:30
21:00 Closed Closed Closed
21:30

Use the Meeting Rooms tab to view all Meetings
Rooms. Groups can book Rooms 4A-E, 4G-J and
the Boardroom.
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Heatn Park
Heath Park Rooms

Park Place
Laptops
ResoUrces
Stalls
The Taf

Commercial Venue

Booking Colours
My Bookings

Other Bookings

12:30
13:00
13:30
14:00
14:30
15:00
15:30
16:00
16:30
17:00
17:30
18:00
18:30
19:00
19:30
20:00
20:30
21:00

21:30

ir Donald
Walters

Meeting Room - | Meeting Room - | Meeting Room - | Meeting Room - Meeting Room - | Meeting Room - | Meeting Room - | Meeting Room - | Meeting Room - | Meeting Room - | Meeting Room - | Meeting Room -
3A 3D 4A 4B 4D 4E 4H 4 4]

Annual
appraisal
User: P Jones
Closed
*
End Time
19:00 »
Title
Closed Closed Closed Expected numbers

Do you have any Non-student /
guest speakers

Please Select ¥

If Yes, please provide names of

. EfEroombookingsystem all speakers

| accept the terms &
conditions

Please Select ¥
General notes

NOTE - Catering available via
‘More Options’ button below

Contact number

Catering Required
Please Select ¥

Committee Member/Contact
ame

% Book More Options

Click on a time slot to make a booking. Where
you click sets the start of the booking.

'
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Start Time ®
a L) ]

: ﬂl‘l_}’ Mon-student f
ers!

mbers

es, please provide names of

¥
stem |El|| speakers

016

| accept the terms &
conditions

| Please Select ¥ |

General notes

NOTE - Catering available via
'‘More Options' button below

Use the drop_down Option |Cuntact number
to set the end of your Please Select v |

Committee Member/Contact

booking. fame |

% Book More Options




Cardiff University Students’ Union VI Society
Undeb Myfyrwyr Prifysgol Caerdydd

Start Time
18:30 ®

End Time

Do you have any Non-student /
guest speakers?

| Please Select |

If Yes, please provide names of

ystem all speakers

i 2016

| accept the terms &
conditions

| Please Select |

General notes

NOTE - Catering available via
‘More Options’ button below

Include your Group Name Contac e

Catering Required

INn the Title so we can [ Please Select ¥

Committee Member/Contact
Name

identify your booking | |
q u iCkIy. % Book More Options
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Start Time 3%
18:30

End Time

Title

Expected numbers

LA MO aveE d
guest speakers?

| Please Select |

If Yes, please provide names of

ystem |EI|| speakers

i 2016

| accept the terms &
conditions

| Please Select |

General notes

NOTE - Catering available via
‘More Options’ button below

Estimate how many Contct

Catering Required

people will attend your Please Selct »

Committee Member/Contact

booking. e |

% Book More Options
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Start Time
18:30 ®

End Time
19:00 «

Title

Expected numbers

Use the Guest Speaker
drop-down to declare
Guest Speakers. We will

conditions

all speakers

Please Select »

then email you a Guest
Speaker form to NOTE - atering vt i
complete, or find it
online. You must submit
the form 21 days before

a bOO kl n g. % Book More Options
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Start Time 3%
18:30

End Time
19:00 «

Title

Expected numbers

Do you have any Non-student /
guest speakers?
Hle = | fa L

If Yes, please provide names of
all speakers

ystem
i 2016

| Please Select |

General notes

NOTE - Catering available via
‘More Options’ button below

Contact number

Catering Required
| FPlease Select

Committee Member/Contact

Confirm the name(s) of i |

all speakers. . | e
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You cannot submit a
booking without
accepting the Terms of
Use.

ystem
i 2016

V/ Society
Start Time
18:30 ®
End Time
19:00 «

Title

Expected numbers

Do you have any Non-student /
guest speakers?

| Please Select |

If Yes, please provide names of
all speakers

| accept the terms &
conditions

| Please Select |

NOTE - Catering available via
‘More Options’ button below

Contact number

Catering Required
| FPlease Select

Committee Member/Contact
Name

% Book More Options
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Start Time
18:30 ®
End Time

Title

Expected numbers

Do you have any Non-student /
guest speakers?

| Please Select |

If Yes, please provide names of

ystem |all speakers |

i 2016

| accept the terms &
conditions

General notes

‘More Dpuns' Sutton below

Is there anything you —

think We need tO knOW |F’Ieas.eSeIect v

about the booking? Let o |
US knOW here_ %' Book More Options
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Start Time
18:30 ®

End Time
19:00 «

Title
Expected numbers

Do you have any Non-student /
guest speakers?

Please Select »

If Yes, please provide names of

ystem all speakers

i 2016
| accept the terms &
conditions

Please Select »
General notes

Include a Contact Ao oSt
Number of the person in
charge of the booking so

we can get hold of them

iIn an emergency.
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Start Time
18:30 ®

End Time
19:00 «
Title

Use this drop-down if you
Wa nt Cate rl ng for yO U r Do you have an}r Mon-student /

guest speakers?
Please Select »

bOO kl ng. YO U n eed a If Yes, please provide names of

minimum of 20 people ‘ sccept th terms &
and we need to know at Gener s
least 14 days in advance. NOTE _Catring avalble vz
Catering is charged

directly to your account.
Email Casey for more
Informatlon. % Book | More Options
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Start Time
18:30 ®

End Time
119:00 v |
Title

Expected numbers

Do you have any Non-student /
guest speakers?

| Please Select |

If Yes, please provide names of

ystem |all speakers

i 2016

| accept the terms &
conditions

| Please Select |

General notes

nclude the name of the o
verson in charge of the |c;lltp:f;;rm" B
0ooking so who know

who to contact in an e et

e m e rge n Cy. % Book More Options

Catering Required

L
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Start Time 3%
18:30

End Time
19:00 «

Title

Expected numbers |

Do you have any Non-student /
guest speakers?

| Please Select |

If Yes, please provide names of

ystem all speakers

i 2016

| accept the terms &
conditions

| Please Select |

General notes

NOTE - Catering available via
‘More Options’ button below

Contact number

Catering Required
| FPlease Select |

Committee Member/Contact

Don’t forget to confirm |

your booking. =
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Click here for more
options.

W/ Society

ystem
: 2016

Start Time 3%
18:30

End Time
19:00 «

Title

Expected numbers |

Do you have any Non-student /
guest speakers?

| Please Select |

If Yes, please provide names of
all speakers

| accept the terms &
conditions

| Please Select |

General notes

NOTE - Catering available via
‘More Options’ button below

Contact number

Catering Required
| FPlease Select |

Committee Member/Contact
Name
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B cardiff University Students’ Union

2 4

Calendar Bookings Statistics Helpdesk

Summary Room/ /Resource Booking Notes | Attendees | Catering
Start Date
20/07/2016 =] Category | Meeting Rooms v
Start Time
1830 v L.Sir Donald VWalters Boardroom
End Time Meeting Room - 4A
19:00 *

Meeting Room - 4C
¥ Meeting Room - 4D

Meeting Room - 4J

Use the Summary to amend the date and times
of your booking.
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:; Cardiff University Students’ Union

Calendar Bookings Statistics Helpdesk

Summary
Start Date
20/07/2016

[iE

Start Time
18:30 v

End Time
19:00 v

Use the Room/Resource tab to book multiple
rooms at once. Only rooms available for the
entire booking will show.
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v

v

Calendar Bookings

Summary

Start Date
20/07/2016 B

Start Time
18:30 v

End Time
19:00 v

Confirm Booking

:‘ Cardiff University Students’ Union

Statistics Helpdesk

Room/Resourc Booking Notes tendees | Catering

Title

Expected numbers

Do you have any Non-student / guest speakers?
Please Select ¥

If Yes, please provide names of all speakers

| accept the terms & conditions
Please Select ¥

General notes

NOTE - Catering available via 'More Options’ button below

Contact number

Catering Required
Please Select ¥

Committee Member/Contact Name

Use the Book Notes tab to amend your booking

detalls.

y v v
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:s Cardiff University Students’ Union

Calendar Bookings Statistics Helpdesk

Summary Room/Resource  Booking Motes | Attende

Start Date
20/0772016 =] How many people are you catering for ?(minimum of 20)
Start Time Please Select v
18:30 v ‘What time would you like your order delivered ?
End Time
19:.00 v Please select from the following options;
Confirm Booking Tea / Coffee (£1.40 )

Please Select v

Add biscuits (50p)
Please Select ¥

Bottled Mineral Water (200ml) £1 per bottle

Please Select ¥

Cakes/Pastries prices start from £0.60-£1.50

Sandwich Platter (£3.75)

Please Select ¥

Standard 6 item buffet -please specify which items you require (£6.50)
Fruit Bowl (serves 10) £7.50

Please Select ¥

All prices are per person and exclusive of VAT

MIN NUMBERS FOR CATERING IS 20 PEOPLE. IT CAN ONLY BE PROVIDED WITH 5 DAYS NOTICE. ALL CATERING WOULD BE RE-CHARGED BACK TO YOUR SOCIETY/CLUB/DEPARTMENT

Use the Catering tab to order catering with your
booking. You need a minimum of 20 people and
we need to know at least 14 days in advance.
Catering is charged directly to your account.
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:u. Cardiff University Students’ Union

Calendar Bookings Statistics Helpdesk

Su mmary Room/Resource | Booking Notes | Attendees | Catering
Start Date

20/0772016 =] How many people are you catering for ?(minimum of 20)
Start Time Please Select v

18:30 v ‘What time would you like your order delivered ?
End Time

Please select from the following options;

Confirm Booking Tea [ Coffee (£1.40)

Please Select v

Add biscuits (50p)
Please Select ¥

Bottled Mineral Water (200ml) £1 per bottle
Please Select ¥

Cakes/Pastries prices start from £0.60-£1.50

Sandwich Platter (£3.75)
Please Select ¥

Standard 6 item buffet -please specify which items you require (£6.50)

Fruit Bowl (serves 10) £7.50
Please Select ¥

All prices are per person and exclusive of VAT

MIN NUMBERS FOR CATERING IS 20 PEOPLE. IT CAN ONLY BE PROVIDED WITH 5 DAYS NOTICE. ALL CATERING WOULD BE RE-CHARGED BACK TO YOUR SOCIETY/CLUB/DEPARTMENT

Don’t forget to Confirm Booking.
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:; Cardiff University Students’ Union SerdFoedback - Help - Your dcoount Lot

Calendar Bookings Statistics Helpdesk

ook View

< July 2016 > « Prev Wednesday 20 July 2016 Next »
M T W T F S S Great Hall | The Food Court| The Lodge Y Plas Y Stiwdio (CF1
12 3 Not Bookable | Not Bookable | Not Bookable = Not Bookable =~ Not Bookabl:
4 5 6 7 8B 9 10 Closed Closed Closed
n o1z 13 15 16 17
B @)y 2 v ou i
5 26 27 18 29 30 3 01:00
01:30
02:00
Categories s
Heath Park 03:00
Heath Park Rooms 03:30
Park Place 04:00
Laptops 04:30
Meeting Rooms 05:00
Resources 05:30
Stalls 06:00
0e:30
07:30
Booking Colours SAT0
My Bookings 08:30
Other Bookings 09:00 Facilities
(Storage)
09:10 User: B Eagle
10:00

Use the Commercial Venues tab to view the
Great Hall, Y Plas, the Lodge, Y Stiwdio and the
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:. Cardiff University Students’ Union

Calendar Bookings

Statistics

Helpdesk

Send Feedback  Help  Your Account  Logout

ook View

< July 2016

M T W T F s
12

4 5 6 7 B 9

no1z 13 1516

B @y 2 n

5 6 27 18 29 30

Categories

Heath Park
Heath Park Rooms

Park Place
Laptops
Meeting Rooms
Resources

Stalls

Booking Colours
My Bookings

Other Bookings

s

3

10
17
24
3

« Prev

Wednesday 20 July 2016 Next »

Great Hall
Not Bookable

The Food Court | The Lodge Y Plas Y Stiwdio (CF10)
Not Bookable | Not Bookable | Not Bookable = Not Bookable

Closed Closed Closed

Facilities
(Storage)
User: B Eagle

Book Commercial Venues with SUEvents if you
have setup requirements. Contact Societies if
you just want the space.

&
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c® cardiff University Students' Union

sw
Calendar istics Next Section

Week View

© 0 mifiEEsRea  Groups can also book our
S two stall spaces on the

= Stalls tab. Stalls are

= & available on the front

' ' steps of the SU and

opposite Starbucks in the

15:30
Al 16:00
My Bookings 16230
Other Bookings 17:00 Closed Closed FO O d C O u rt -
17:30

y v v v ¥ X
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:. Cardiff University Students’ Union SerdFoedback - Help - Your dcoount Lot

Calendar Bookings Statistics Helpdesk

< July 2016 > « Prev Wednesday 20 July 2016 Next »
M T W T F S S Great Hall | The Food Court| The Lodge Y Plas Y Stiwdio (CF10}
12 3 Not Bookable | Not Bookable | Not Bookable | Not Bookable = Not Bookable
4 5 6 7 8B 9 10 Closed Closed Closed
n o1z 13 15 16 17
B @)y 2 v ou i
5 26 27 18 29 30 3 01:00
01:30
02:00
Categories s
Heath Park 03:00
Heath Park Rooms 03:30
Park Place 04:00
Laptops 04:30
Meeting Rooms 05:00
Resources 05:30
Stalls 06:00
The Taf 06:30
07:30
Booking Colours SAT0
My Bookings 08:30
Other Bookings 09:00 Facilities
(Storage)
09:10 User: B Eagle
10:00

Use the Bookings Tab to check on your bookings.
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:; Cardiff University Students’ Union

Calendar Bookings Statistics Helpdesk
Add Booking Your Bookings

=8 Print Bookings
% Export Bookings
[Z  Subscribe to Feed

Date Range

Start Date

End Date

E @&

Category

Heath Park
Heath Park Rooms

Park Place
Laptops
Meeting Rooms
Resources
Stalls

The Taf

Check your bookings at least once a week. If you

have regular bookings you should check at least
twice a week.

y Y ¥ ¥V Vv ¥V WSy Y Y VvV ¥V N
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:= Cardiff University Students’ Union

Calendar Bookings Statistics Helpdesk

Add Booking Your Bookings
& Print Bookings Date Time Resource User
wed 20 July 2016 18:30 - 20:00 Meeting Room - 4D You X
& Export Bookings
fed 27 July 2016 This is a pending booking fou
.

] Subscribe to Feed Title: \Web Design Society
Expected numbers: 15

Do you have any Mon-student / guest
Date Range Fri 29 July 2016 spey.;kers?: Mo Y g You
| accept the terms & conditions: Yes
Start Date Contact number: 433
= Catering Reguired: No

Committee Member/Contact Name: Sam
End Date Cook

[E

Category

Heath Park
Heath Park Rooms

Park Place
Laptops
Meeting Rooms
Resources
Stalls
The Taf

Commercial Venue

Hover over a booking row to reveal booking
details and more options. Use the envelop to
email a booking to another person.
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-1 Cardiff University Students’ Union

Calendar Bookings Statistics Helpdesk

Add Booking Your Bookings
& Print Bookings Date Time Resource User
wed 20 July 2016 18:30 - 20:00 Meeting Room - 4D You
& Export Bookings
fed 27 July 2016 This is a pending booking fou
B subscribe to Feed Fri 29 July 2016 Title: Web Design Society YoL
: Expected numbers: 15
Date Range Fri 29 July 2016 Egeya'?(térl';?\:/igny Non-student / guest vou
| accept the terms & conditions: Yes
Start Date Contact number: 433
=1 Catering Required: Mo
= Committee Member/Contact Name: Sam
End Date Cook
=
=
Category
Heath Park

Heath Park Rooms
Park Place

Laptops

Meeting Rooms

Resources

Stalls

The Taf

Commercial Venue

Use the pencil to amend booking detalils.
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:; Cardiff University Students’ Union

Calendar Bookings Statistics Helpdesk

Add Booking Your Bookings
& Print Bookings Date Time Resource
wed 20 July 2016 18:30 - 20:00 Meeting Room - 4D
& Export Bookings

fed 27 July 2016 This is a pending booking
= subscribe to Feed

i 29 July 20 Title: WWeb Design Society
Fri 29 July Expecte':l numbgerrj: 15 ,cl )
Date Range Fri 29 July 2016 s;?eya'?qtérs?‘:/igny on-student / guest
| accept the terms & conditions: Yes
Start Date Contact number: 433
= Catering Required: Mo
Committee Member/Contact Name: Sam
End Date Cook
]
Category
Heath Park

Heath Park Rooms
Park Place

Laptops

Meeting Rooms

Resources

Stalls

The Taf

Commercial Venue

Use the X to delete a booking.
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Cardiff University Students’ Union
Undeb Myfyrwyr Prifysgol Caerdydd

Cc
e
Calendar Bookings Statistics
Add Booking Your Bookings
& print Bookings Date

% Export Bookings

Helpdesk

Vied 27 July 2016

[=] Subscribe to Feed

Date Range

Start Date

End Date

Category

Heath Park

Heath Park Rooms

Park Place
Laptops
Meeting Rooms
Resources
Stalls

The Taf

Commercial Venue

Fri 29 July 2016

Fri 29 July 2016

130 - 22:00

130 - 22:00

5, Cardiff University Students’ Union

Resource

Meeting Room - 4D

Meeting Room -

Meeting Room - 4C

Meeting Room - 4D

showing bookings 1-4

Use the Date Range to view your bookings
between two dates.
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g‘ Cardiff University Students’ Union

Calendar Bookings Statistics Helpdesk

Add Booking Your Bookings

& Print Bookings
<« Export Bookings
¥ subscribe to Fead

Date Range

Start Date

End Date

Category
All

Heath Park
Heath Park Rooms

Park Place

Meeting Rooms

Stalls
The Taf

Commercial Venue

Room Filter

All M

Date Time Resource User
fed 20 July 2016 ng Room - 4D You

Wed 27 July 2016 ng Room - 4C You

Fri 29 July 2016 ng Room - 4C You

Fri 29 July 2016 18:30

Meeting Room - 4D You

Showing bookings 1-4

Use the Category tabs to view your bookings in a
certain category.
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:u‘ Cardiff University Students’ Union

Calendar Bookings Statistics

Helpdesk

Next Section

Add Booking Your Bookings

& print Bookings Date Time Resource User
fed 20 July 2016 18:30 - 20:00 Meeting Room - 4D You
<« Export Bookings
Wed 27 July 2016 18:3 Meeting Room - 4C You
[ subscribe to Feed Fri 29 July 2016 8: 3 Meeting Room - 4C You
Date Range Fri 29 July 2016 Meeting Room - 4D You
Start Date
End D &8 Showing bookings 1-4
T ate
=]
Category
All
Heath Park
Heath Park Rooms
Park Place
Laptops
Resources
Stalls
The Taf

Commercial Venue

Room Filter

All

Use the Room Filter to view your bookings in a
certain room.
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3. UNIVERSITY ROOM BOOKINGS

<




Cardiff University Students’ Union
Undeb Myfyrwyr Prifysgol Caerdydd

Cardiff University Students’ Union

Undeb Mytyrwyr Prifysgol Caerdydd

What's On Shops & Services Your Volce Love Cardiff Jobs & Skills

‘enues > Room Booking > University Room Booking

Book A University Room

This form is used for University rooms only (anything outside of the Students' Union building).
Infarmation about rooms available can be found here ys / Heath.

University rooms cannot be booked past 21:00 on weekdays. For any bookings outside of usual operating
hours, there will be a security charge of £20.50 per hour if suitable staffing can be found.

Forms must be submitted a minimum of 24 hours before the event. Any events with a guest speaker must
be submitted a minimum of 21 days in advance. Any missing information will delay confirmation of the
booking.

Society/Club Details

Society/Club Nane v
Booking organiser

Telephone

Email Address

Booking Details

Title of the booking

Proposed date

Recurring event? No v

Start time

You can only book SU rooms via the Room
Booking System. Submit a University Room
Booking form to book a room in the University.
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http://www.cardiffstudents.com/venues/room-booking/university/

Cardiff University Students’ Union
Undeb Myfyrwyr Prifysgol Caerdydd

Cardiff University Students’ Union

Undeb Mytyrwyr Prifysgol Caerdydd

What's On Shops & Services Your Volce Love Cardiff Jobs & Skills

Booking > University Room Booking

Information about rooms available can be found here:

hours, there will be a security charge of £20.50 per hour if suitable staffing can be found.

Forms must be submitted a minimum of 24 hours before the event. Any events with a guest speaker must
be submitted a minimum of 21 days in advance. Any missing information will delay confirmation of the
booking.

Society/Club Details

Society/Club Nane v
Booking organiser

Telephone

Email Address

Booking Details

Title of the booking

Proposed date

Recurring event? No v

Start time

Only Pool Rooms can be booked by Groups
through University Room Bookings. Find lists of

Cathays and Heath Pools Rooms online.

Yy v ¥V Sy <Y Y


http://www.cardiff.ac.uk/estat/roombookings/cathays/
http://www.cardiff.ac.uk/estat/roombookings/heath/

Cardiff University Students’ Union
Undeb Myfyrwyr Prifysgol Caerdydd

Cardiff University Students’ Union

Undeb Mytyrwyr Prifysgol Caerdydd

What's On Shops & Services Your Volce Love Cardiff Jobs & Skills

Booking > University Room Booking

Book A University Room

booking.

Society/Club Details

Society/Club Nane v
Booking organiser

Telephone

Email Address

Booking Details

Title of the booking

Proposed date

Recurring event? No v

Start time

Each Building has slightly different rules, but
most rooms can only be booked before 9pm on
weekdays.
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Cardiff University Students’ Union
Undeb Myfyrwyr Prifysgol Caerdydd

Cardiff University Students' Union

Undeb Mytyrwyr Prifysgol Caerdydd

What's On Your Voice

> University Roem Booking

Love Cardiff Jobs & Skills

Book A University Room

This form is used for University rooms only
e fo

University reoms cannot be booked past 21:00 on weekdays. For any bookings outside of usual operating
hours, there will be a security charge of £20.50 per hour if suitable staffing can be found.

orms must be submitted a minimum Ol

(anything outside of the Students' Union building).

o &3

4'hours before the event. Any events WIth a guest speaker mus

be submitted a minimum of 21 days in advance. Any missing information will delay confirmation of the

boaking.

Society/Club Details

Society/Club
Booking arganiser
Telephone

Email Address
Booking Details
Title of the booking

Proposed date

None v

A dedicated member of staff must be in the
Building for bookings to take place. Out of usual
operating hours, it costs £20.50 per hour if
suitable staffing can be found.



Cardiff University Students’ Union
Undeb Myfyrwyr Prifysgol Caerdydd

Guest Speakers

Guest speaker(s) No ¥

Finances

Will attendees be charged for admittance? Mo v

There is space to submit Guest Speaker
information on the University Room Booking
form for University-based events.
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There is space to submit Guest Speaker
information on the University Room Booking
form for University-based events.
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(=2 Reply IE& Reply All =, Forward
Wed 21/10/2015 15:44

Roombooking

FW: University Room Booking
To

Cc  Sodeties

Hi

This has been successfully booked for you into the Michael Griffith LT.
Your booking reference is 1516/02128cp.

Regards,
Claudia.

You will receive an email from Roombooking to
confirm your booking or to get more information.
You cannot book directly with Roombooking.
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Cardiff University Students’ Union <

22 Reply [ Reply &ll £ Forward
« neply =g Reply 3
Wed 21,/10/2015 15:44

Roombooking

FW: University Room Booking
To

Cc  Sodeties

Hi

This has been successfully booked for you into the Michael Griffith LT.
Your booking reference is 1516/02128cp.

Regards,
Claudia.

Bookings usually take 1-3 days to be confirmed,
depending on staff availability and the volume of
requests.

y Y ¥ ¥V Vv ¥V WSy Y Y VvV ¥V N



