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Introduction

Welcome to the Monash Venues Booker User Guide.

Monash Venues Booker is Monash University’s self-service venue booking system,
designed to provide approved users with a streamlined way to request and manage
venue bookings across Monash campuses.

This guide provides step-by-step instructions on how to access the system, submit
booking requests, and manage your bookings. It also includes important information
about the booking approval process, venue usage expectations, and scheduling
restrictions that may apply throughout the academic year.

When submitting a booking request, users are expected to provide accurate and
detailed event information to support the approval process. To allow sufficient time for
assessment, approvals, and coordination with relevant university departments where
additional requirements may apply, all booking_requests must be submitted at least 10

University working days prior to the event date.

Please note that venue availability may vary during teaching periods, examinations,
orientation, and other university scheduling activities. Some dates may only become
available once university timetables and schedules have been finalised.

Accessing Venue Booker

You are able to access Monash Venue Booker via the URL below:

https://venuebooker.monash.edu/

If you are a nominated student club representative at Monash University, you will
automatically receive access to Monash Venues Booker via the link above. Venue
booking access will be limited to your club’s nominated Australian home campus
locations.



https://venuebooker.monash.edu/
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How to Use

Venue Booker is as simple as:

Login,

Select Make a Booking

Either search and select a specific location or filter by date, time and availability,
Select your location,

Fill in the details,

And book!

Lets walk you through it.

Step 1-Log In

When you first click on the URL you will be taken to the log in screen. Click the button
“Log In” and this will take you through the traditional Okta two factor authentication you
should be familiar with.
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Welcome to
Monash University
Venues Booking System

LOG IN
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Step 2 - Select Make a Booking

The first screen displayed will be the “Make a Booking” page, where you can submit
venue booking requests under either MSA or MONSU. This selection is automatically
determined based on your club’s nominated home campus.

MONSU CLUB BOOKING MSA CLUB/DEPARTMENT BOOKING

Step 3 - Finding your location

If you would like to check the availability of a specific room, you can search for it
directly using the search bar or browse through the list of available resources. You can
also select the information icon next to a location to view additional details about the
venue.

B} Make abooking [0 @ Caulfield (Non-Teaching)

My booki
[ @ Caulfield (Teaching Spaces)

@
& Profie CA_B_B215 2
Al ATION
CA_B_B218 N
© Resources
CA_B_B220 N
€ Templates
CA_B_B221 o
(@) Avaitability
CA_B_B222 N
fE Forms
CA_B_B224 N
84 User groups
CA_B_B226 N
B repons
CA_B_B457 N
8% System
W CA_B_B481 N
Contact us CA_B_B471 -
Australia/Sydney (+10-00) v A~ naan ~




MONASH

University

Alternatively, you can scroll through all the available locations to be booked or search
for a specific location.

Please Note: When using the search feature you will need to type the exact name in
order as per our naming convention. Locations are named as they appear in Allocate +,
and follow a structure of campus, shortened address, building and room.

ﬁ GENERAL UNIVERSITY VENUES (CLAYTON)

C cL_anc19
CL_Anc-19.LTB_101 &% GENERAL UNIVERSITY VENUES (CLAYTON)

CL_Anc-18.LTB_121

Q g
CL_Anc-19.LTB_123
CL_Anc-19.LTB_132 )
No items match your filters
CL Anc-19.LTB 134
CL_Anc-19.LTB_136

Alternatively, if you have a specific date and time let Venue Booker do the work for you
to see what rooms are available at the time and date you require your event to run by
using the “Refine Search” on the right hand side of the page.

REFINE SEARCH

= Q

SINGLE RECURRING

[J AVAILABLE NOW

March, 2025 )
Mo Tu We Th Fr Sa Su
24 25 26 27 23 1 2 CAMPUS
3 4 5 6 7 ] 9
10 11 12 13 14 15 16 O Cautiield
17 18 19 20 21 2 23 O Clayton
4 25 27 22 29 20 () Peninsula
B 1 2 B 4 s & (750 Collins
Set a specific time (KBNS
From: -l ¥ [ Flat Floor Space
Flat Floor Collaborative Space
To: - -7 o P
[CJ Qutdoor Space
(] EventSpace
Duration Select bt [ Tiered Space
CAPACITY LATTIHE

[C] ECHO Recording
Minimum
] ECHO Livestream

Maxi
aximum (] Zoom Enabled Space
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Add in your criteria such as Date and Start and End Times, and any additional optional
filters below. As you add criteria the selection of locations on your left will
automatically begin to filter, showing you only locations that are available and meet
your criteria. To allow sufficient time for assessment, approvals, and coordination with
relevant university departments where additional requirements may apply, all booking
requests must be submitted at least 10 University working days prior to the event date.

[ BBQ (Clayton) March, 2025 »

24 2 2 27 25 1 2

[ Campus Centre

3 . s s 7 s 9

10 n 2 B P s ®
[ LAW Building

P " o 2 21 2 2
[ Learning and Teaching Building (LTB) [= ]

a . 2 3 B s s

[ Leamning Village
Seta specific time

() Menzies Building From: x 14:30 v
o x 15:30 v
[ Outdoors (Clayton) _—
cAPACITY.
[ Religious Centre
Minir 25 x
() Woodside Building inimam
Maximum 60 x
CL_Anc-07.BLTB_BBQ
cAMPUS
CL_Anc-12.JapStudyCtr_SouthembDeck
(O Caulfield
CL_Inn.26_PhysiologyGarden
(OClayton
CL_Inn-15 BiotechStrip1_StripiLawn (O Peninsula
(750 Collins

CL_Rnf-15 GroundsCourtyard-BBQ

. LOCATION TYPE
CL_Rnf-15.SciW_S6Pond

Flat Floor Sy
CL_Rnf-21 Biology_BatCourtyard-8BQ [ Flat Fioor Space
[ Flat Floor Collaborative Space

CL_Rnf-27 Med_MedLawn ‘Outdoor Space

CL_Rnf-35 Med-D_BiomedicalLawn [ Event Space
() Tiered Space

© © © © © © © © © ©

CL_Rnf-35.Med-D_South1Lawn
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Step 4 - Select your Location

Now that you have completed your search, either finding a specific location or through
Refine Search, you can now select your desired location. Once selected this will take
you to the booking confirmation page.

After selecting your desired location, if you have not used the Refine Search and have
searched for a specific location, this will take you to the location’s availability page
where you will have the opportunity to select the time and date in which you would like
to make your booking.

CL_ANC-19.LTB_186

SHOW AVAILABILITY ABOUT: CL_ANC-19.LTB_186

(O week [TV Q Q 24 MAR - 30 MAR 2025 ¥ 4 p oAy O
Mon 24 Mar Tue 25 Mar ToDAY Thu 27 Mar Fri 28 Mar sat 29 Mar Sun 30 Mar
6:00
7:00
800
00 101 &:00-10:00 00 10:00 8:00-10:00 a:00-10:00
/ACC3100_CL_S1_ON-CAMPUS/Tu | ENG1090_CL_S1_FLEXIBLE/Applii || ENG1090_CL_S1_FLEXIBLE/Appli [ ENG1090_CL_S1_FLEXIBLE/Appli || ENG1090_CL_S1_FLEXIBLE/Appli
9:00 torial/05_OnCampus ed/06_OnCampus ed/11_OnCampus ed/16_OnCampus edi20_DualMode-P1
1000
1000- 1200 1000 12:00 10:00-12:00 10001200 1000- 12:00
ENG1090_CL_S1_FLEXIBLE/Appli | ENG1090_CL_S1_FLEXIBLE/Appli || ENG1090_CL_S1_FLEXIBLE/Appii | ENG1090_CL_S1_FLEXIBLE/Appli || ENG1090_CL_S1_FLEXIBLE/Appli
11:00 ed/02_OnCampus ed/07_OnCampus ed/12_OnCampus ed/17_OnCampus ed/21_DualMode-P1
1200
1200- 14:00 1200 14:00 12:00 - 14:00 1200100 1200- 14:00
ENG1090_CI_S1_FLEXIBLE/Appi | ENG1090_CL_S1_FLEXIBLE/Appl | ENG1090_CL_S1_FLEXIBLE/Appi | ENG1090_CL_S1_FLEXIBLE/Appii || ENG1090_CL_S1_FLEXIBLE/Appl
13:00 ed/03_0nCampus ed/08_OnCampus ed/13_OnCampus ed/18_OnCampus di22_DualMode-P1
1400
1400 16:00 1400 16:00 14:00 -16:00 14001600 1400 16:00
ENG1090_CL_S1_FLEXIBLE/Appli | ENG1090_CL_S1_FLEXIBLE/Appli || ENG1090_CL_S1_FLEXIBLE/Appli | ENG1090_CL_S1_FLEXIBLE/Appli || ENG1090_CL_S1_FLEXIBLE/Appli
15:00 ed/04_OnCampus ed/09_OnCampus ed/14_OnCampus ed/43_OnCampus ed/23_DualMode-P1
16:00
1600- 18:00 16:00 - 18:00 16:00 -18:00 16:00-18:00 16:00- 18:00
ENG1090_CI_S1_FLEXIBLE/Appi | EDF5822_CL_S1_ON-BLK/Tutoriall | ENG1090_CL_S1_FLEXIBLE/Appi | ENG1090_CL $1_ FLEXIBLE/Appii || ENG1090_CL_S1_FLEXIBLE/Appl
17:00 ed/05_0nCampus 04_OnCampus ed/15_OnCampus ed/19_OnCampus di24_DualMode-P1
1800
1800 19:00 1800 -23:00 18002300
VS_CL_O3/INT-Club_MCJAF/01 VS_CL_03-05/INT-Club_MAD/02 VS_CL_03-05/INT-Club_MAD/02
19:00
19:00 -21:00
FIT5122_CL_S1_ON-CAMPUS/App
2000 lied/08_OnCampus-P1
21.00
2200
23.00

Here you will see all the current bookings for a location and the times and dates the
location is available.

If you have used Refine Search, this will automatically take you to the Booking Details
questionnaire to provide more information on your booking, pre-filling your desired time
and date.
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Step 5 - Provide your Booking Details

Once you have selected your location, date and time, you will be prompted with a set of
questions in relation to your booking. This is a space to provide us with all the details
of your booking as your booking could range from a Symposium to general staff
meeting.

CL_ANC-19.LTB_388 - X

Booking title

[7] SINGLE {) RECURRING

From

27103712025 11:00

To
12:00 -

[ ] Book on behalf of someone?

» CONTACT DETAILS *

» EVENT DETAILS *

» SUPPORTING DOCUMENTS
» TERMS & CONDITIONS *

» ADDITIONAL DETAILS

In each section there are a variety of mandatory and optional fields. We encourage you
to provide as much information as possible for each event you choose to book.
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Step 6 - Make your Booking

Once you have filled in all your event details, click the blue “Book” button in the bottom
right hand corner of the form and you're done. It's that simple!

CL_ANC-19.LTB_388 - X

Booking title

[] SINGLE ) RECURRING

From
27103712025 11:00 -
To

12:00

[ ] Book on behalf of someone?

» CONTACTDETAILS *
» EVENT DETAILS ©
» SUPPORTING DOCUMENTS

~ TERMS & CONDITIONS *

By making this booking, you are accepting and agreeing to the terms and conditions of

Monash Venues
Terms & Conditions

| accept the Terms and Conditions *

Yes

» ADDITIONAL DETAILS

BOOK

Upon completion, you will receive email confirmations about your bookings throughout
the process.
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All booking requests are subject to approval once submitted. Please note that
submitting a request does not guarantee the booking has been confirmed. Until
approval has been granted, we recommend not advertising or sharing the venue as a
confirmed event location.

If additional information is required to assess your request, a member of our team will
contact you via email outlining the details needed. You will then be able to return to
your booking, update or provide the requested information, and resubmit the request
for approval.

Once your booking request has been approved, a confirmation email will be sent to the
email address provided within the booking request.

& Unvorsty.

MONASH VENUES
STUDENT EXPERIENCE

YOUR BOOKING CONFIRMATION

Dear ,

We are excited to let you know your reservation has
been confirmed!

The link provided will take you straight to your booking in Monash

Venue Booker: Your Booking Request.

Your Event Details
Booking Title: Carpet Replacement
Start Date: 7 Apr 2025

Start Time: 0800

11
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