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Introduction 

 

This document is designed as a step by step guide to assist staff in placing casual 

bookings through the web room booking system. Any additional queries should be 

directed to timetabling@unitec.ac.nz  

 

Basic Room Bookings 

 

1. Open the Web Room Booking System from the Timetabling Hub or at 

http://syllabusp3prd.unitec.ac.nz//Production/RoomBookingOdd/default.aspx 

 

 

2. Log in using your regular Novel username and password at the Sign In box 

 

 
 

3. Once you login, you will be shown the following screen. From this window 

can set options for your locations, select the date, and the time. 
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4. In the location section, you are able to set the expected size for your booking, 

the location type (classroom, lecture theatre, computer lab, etc), the required 

department. Bookable rooms are listed the department UNITC and other 

locations will be listed under their department. There is also the ability to 

select suitabilities from room types and equipment. 

 

You can set any combination of filters that suit you. However, by using all the 

filters can lead to no rooms being available. If this occurs it is recommended 

to use fewer filters. 

 

 
5. Click on ‘View Filtered Spaces’ to the left to display rooms matching your 

selection criteria. 

 
6. Select your room then the date, start time and duration of the activity and click 

the ‘Next’ button at the bottom right of your screen.  
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7. Check that your time, location and description details, and if required there are 

other options to set an earlier or later start, earlier or later day as well be able 

to list more rooms. Once finalised, select the required room(s), then click 

‘Next’. 

 
8. All fields in the information screen are mandatory. The email address and 

name fields. On this window, you can set other booking details, such as 

catering or IT equipment. 

 

NOTE: You are required to provide an internal requisition number for catering 

purposes as part of your booking request. 

 

 
 

9. Once requested, you will receive a “Booking Received” email to inform you 

that the booking has been sent to timetabling staff to be processed. The 

booking is not be treated as confirmed until you receive a confirmation email 
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which is sent when the activity has been scheduled. You will be contacted if 

there is a clash or query regarding your booking.  

 

The Request Another button allows you to select another room or time without 

losing your information. 

 
 

10. If you receive a booking error, click the Back button on main Internet Explorer 

toolbar, wait 10 seconds and try again.  It usually works the second time. 

 

11. If the ‘No Options Found’ message appears after you select ‘Next’ from the 

main booking page this indicates that the room is not available for part or all 

of the time you have requested. 

Click on the link ‘check for other times’ under the message to view alternative 

times the room is available that day. This enables you to click on the grey 

calendar icon which will take you to the room’s timetable for the week you are 

booking into. You can then select an appropriate time or choose another room. 

Room availability timetables can also be generated via the web server. 

 

 
12. You can view or cancel your current bookings by clicking on the “my 

bookings” link at the bottom of each page. To change an existing booking, 

either cancel and rebook it or send an email to timetabling@unitec.ac.nz with 

the reference number, date and time and the required changes. “Make a New 

Request” will take you back to the beginning of the process. 
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MAKING MULTIPLE AND RECURRING BOOKINGS 

 

Recurring bookings on the same day  

• Follow the steps in the basic room booking instructions above 

• When selecting the date at step 2, click on the Select Multiple 

Days/Weeks link to the left, eg; for a meeting that occurs fortnightly on 

Mondays, select Monday and the weeks the meeting occurs in. You must 

hold down the CTRL key to select multiple weeks. Continue as per basic 

room booking instructions. 

 

 
 

Week block or multiple day bookings 

• Follow the steps in the basic room booking instructions above 

• When selecting the date at step 2, click on the Select Multiple 

Days/Weeks link to the left. Select the days and the week/s you required 

the booking Eg; for a two week block mode booking, select Monday – 

Friday and the two weeks you require. You must hold down the CTRL 

key to select multiple weeks. Continue as per basic room booking 

instructions. 

 
 

Note: you can not book different days over more than one week – eg Monday this 

week and Tuesday next week. This must be done in two separate bookings 

 

 

 


