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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.  
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https://venuebooker.monash.edu/


 

 

How to Use 
Venue Booker is as simple as: 

●​ Log in, 
●​ 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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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. 

 

 

 
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.  
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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.  

 

  

 

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.  
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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.  
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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.  

 

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.  

 

 

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! 

 

Upon completion, you will receive email confirmations about your bookings throughout 
the process.  

 

10 
 



 

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.  
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