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Resource Booker at the University of Manchester

Resource Booker is the online tool to request space across the University of Manchester.

To access Resource Booker go to resourcebooker.manchester.ac.uk in any internet browser.

MANCHESTER -
4 LOG IN

Welcome to the University of Manchester Resource
Booker.

You can use this service to book various rooms across campus.

Please note that you should not make any bookings for

timetabled teaching (i.e that has a course unit and/or needs

Booker. These should be booked through your local School
timetabling contacts.

LOG IN

Click ‘Log in’ and use your normal University user name and password to log into the system. You
will be taken to the main page titled “Make a booking’.
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Make a booking

You will see a minimum of three tiles on the main page when you log in — one to book ‘DSE
Collaboration Space’ one to book ‘DSE Hot Desks’ and one to book ‘DSE Meeting Rooms’. You may
see additional tiles if you have permission to book other spaces too.

ES MAKE A BOOKING

i 7 o

DSE COLLABORATION SPACE DSE HOT DESKS DSE MEETING ROOMS

To make a booking, click on the relevant tile.

For this example we will use ‘DSE Hot Desks’. When you click on the tile, you will be taken to the
booking page. Here you have a number of options to help you select a room to book.

If you know the room you want to book, you can just click on its name in the list. If there are a lot of
rooms to search through you can filter this by typing some of the building or room name in the
‘Search a resource’ box on this page.

DSE HOT DESKS

These spaces are available for DSE colleagues who have been given approval to work on campus.
Please note that desk layouts may have been updated.

Rutherford Building, Room Numbers and Desk Layout: Download here

Search a resource

© Rutherford Building, Room 1.051, First Floor
@ Rutherford Building, Room 2.051, Cohen Room
© Rutherford Building, Room 2.051, Mezzanine

o Rutherford Building, Room G.058, Ground Floor
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When you have decided which room to book, just click on the room name. This will open up a list
of the desks that are available to book in that room. You can check the location of the desks by
viewing the Room Numbers and Desk Layout document.

These spaces are available for DSE colleagues who have been given approval to work on campus.
Please note that desk layouts may have been updated.

Rutherford Building, Room Numbers and Desk Layout: Download here

Search a resource

Rutherford Building, Room 1.051, Desk 101
Rutherford Building, Room 1.051, Desk 89
Rutherford Building, Room 1.051, Desk 91
Rutherford Building, Room 1.051, Desk 93
Rutherford Building, Room 1.051, Desk 95

Rutherford Building, Room 1.051, Desk 97

© 6 6 © @ 0 6

Rutherford Building, Room 1.051, Desk 99

NO MORE RESULTS

To see what equipment is available on a particular desk, click the ‘i' on the right hand side and
some further details will be displayed.

Rutherford Building, Room 1.051, Desk 101 ®

DESCRIPTICN 2 monitors

keyboard
mouse
desktop
telephone
WI-FI Yes
MONITOR Yes

DESKTOP PC Yes
THINKPAD USB-C DOCK No

THINKPAD PRO DOCK 4041 No
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Once you know which desk you want to book, click on it and this will show a timetable for the
availability. Clicking the‘Show Availability’ button in the top right of the screen also helps
highlight the slots which are available:

< DSE HOT DESKS

RUTHERFORD BUILDING, ROOM 1.051, DESK 101
MONTH m DAY 26 JUL - 1 AUG 2021 ¥ 4 p Topav
Mon 26 Jul Tue 27 Jul Wed 28 Jul _ Fri 30 Jul Sat 31 Jul Sun 1 Aug
8:00 1:00 - 24:00 1:00 - 24:00
Unavailable Unavailable
9:00
10:00 10:00 - 16:30

Mira - Test (Mira)
11:00

12:00
13:00
14:00
15:00

16:00

18:00 - 24:00

18:00 18:00 - 24:00 18:00 - 24:00 18:00 - 24:00 18:00 - 24:00
Unavailable

Unavailable Unavailable Unavailable Unavailable

19:00

20:00

You can click on one of the free slots to bring up the booking form, where you will be asked for some
information on the booking. Complete the fields as required, including the Booking Title and your

name, and then click Book.

The booking will then be confirmed on the page, and also in the e-mail confirmations you receive

from Resource Booker.

TEST BOOKING .

|@| This booking is accepted

Friday July 30th 2021
(57 10:00 - 14:00

Resources

Q DSE Hybrid Working - Rutherford Building, Room 1.051, Desk 101 (£

Booked by: Mira (Mira.Hall@manchester.ac.uk)
Revised by: Mira (Mira.Hall@manchester.ac.uk)
Reference: RB-2907202110055D0C8

You can click the buttons to Edit or Cancel the booking should you require.
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Alternatively if you don’t have a room in mind and want to see the rooms available that meet
particular criteria or are available at a particular time, you can use the ‘Refine Search’ section to
better define your requirements.

REFINE SEARCH

AVAILABLE NOW

October, 2018 )
Mo Tu We Th Fr Sa Su
4 5 [ 7
8 £l 10 11 12 13 14
15 15 17 18 19 20 21
22 23 24 25 26 27 28

Set a specific time

From: - =

To: - =
Duration

CAPACITY

Minimum

Maximum

Here you can select a date, start and end time, room capacity and other search criteria. Resource
Booker will update the list of rooms to those that meet the requirements you have specified. As it
does this you will see a progress bar updating at the bottom of the screen:

This might take a couple of seconds to complete depending on the complexity of the search query
and the number of rooms that need to be checked.
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As you can see from the screenshot in the example below | am looking for a desk that has a monitor
and a Thinkpad USB-C Dock and is available on a certain date and time, and this has reduced the
number of rooms | can choose from:

DSE HOT DESKS

These spaces are available for DSE colleagues who have been given approval to vork on campus. REFINE SEARCH
Please note that desk layouts may have been updsted.

Rutherford Building, Room Numbers and Desk Layout: Download here = Q
SINGLE RECURRING

[ AVAILABLE NOW

Search a resource

Start date: 2021-07-30 X X 30 % || Monitor: Yes X || Thinkpad USB-C Dock: Yes X

[ @ Rutherford Building, Reem 2.051, Cohen Room

[ @ Rutherford Building, Room 2.051, Mezzanine

Rutherford Building, Room 2.051 (Cohen), Desk 68 lo) . e
ot 2 specific time

Rutherford Building, Room 2.051 (Cohen), Desk 72 6] From: 10:00 «
Rutherford Building, Room 2.051 (Cohen), Desk 74 o) To: 13:30 ~
Rutherford Building, Room 2.051 (Cohen), Desk 76 (0] WI-FI
Rutherford Building, Room 2.051 (Cohen), Desk 79 ® O wi-ri
Rutherford Building, Room 2.051 (Cohen), Desk 81 o) MONITOR

o] Monitor

Rutherford Building, Room 2.051, (Mezz), Desk 17

—
[0 Desktop PC
Thinkpad USB-C Dock

[ Thinkpad Pro Dock 4041

If you define a day and time in the search and then click on one of the available rooms, you are taken
to that room’s timetable with the booking form already open for you to complete as before.
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My Bookings

You can click on the link on the left for ‘My bookings’ to see all the bookings you have made through
Resource Booker. This defaults to the current week timetable, but you can use the options to change
this to a month/week/day view, to scroll through different dates or to display the informationin a
list:

L= ! MONTH m DAY 80CT-120CT 2018 ¥ 4 p ToDAY

£ e B 11:00 - 12:00
@ Make a booking Resource Booker Demo 2

@ My bookings

L\ notifications

£, profile

14:00 - 15:00
Resource Booker Demo 1

Help = Contact us

Europe/London (+01:00)
English ¥

Clicking on one of the bookings in this view will give you some more information about it, and also
allow you to edit or cancel that booking if needed.
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