UNIVERSITY of
% TASMANIA SCHOOL OF CREATIVE ARTS & MEDIA

Hedberg Room Booking System
Quick-Start Guide

1 Hedberg Room Booking Guidelines
* Room bookings are to be made no more than7 days in advance

* Please be mindful when booking your relevant studio that there will be time
when teaching will need to take precedence in these rooms.

* No food and drink (other than water in a lidded bottle) to be consumed in th
teaching, practice and rehearsal spaces.

« If you no longer need a space that you have booked in the system, as a courtes
to each other, please make sure you cancel the room booking. Bookings will be
forfeited if you don't attend the room within 15 minutes of the booking start time.

* Please be reminded that the University does not permit non university activitie
or private business to be conducted on UTAS premises.

2 Navigate to https://www.utas.edu.au/creative-arts-media/music/students You
can also navigate straight to

https://www.utas.edu.au/hedberg-booking-system


https://scribehow.com
https://www.utas.edu.au/creative-arts-media/music/students
https://www.utas.edu.au/hedberg-booking-system

If navigating to the CAM Page -Click "Hedberg
Room Booking System", otherwise proceed to step 3.

provides a range of information and support materials for our current students.
2elow. If you can't find what you are looking for, please contact us.
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4 Enter your username and password. HINT: If this is the first time you are logging
on, your username will be you UTAS email address (all lower case) and your
password will be" Hedberg2024 (Case sensitive). The system will prompt you to
change you password on first log in.




5  The systemis set for you to book the rooms you have card access to.

Select the room you wish to book by clicking the '+' sign next to the room name.

Sun Nov 19, 23 WMon Nov 20, 23 Tue Nov 21, 23

AM PM AM PM AM PM
Venue Name : 55 - R503 - Rehearsal
Min Capacity : 0
Max Capacity : 30

Venue Description :
Teaching
55 - R503 - REHEAR SAL
5Q - R522 - REHEARSAL
5P - R520 - REHEARSAL
50 - R5619 MULTIPURPOSE ...
5F - R510 - REHEARSAL

5E - R507 - REHEARSAL

® e 6 6 6 6|6

50 - R508 - REHEARSAL

6 Check the start and end times are correct.

About the venue

Teaching

Add this venue to your booking

® 10:30 AM 21/11/2023 § 11:30)AM 21/11/2023

® Add Booking

Previniig 7 nf 25 Newvt



7  Click "Add Booking"

About the venue

Teaching

Add this venue to your booking

® 10:30 AM 21/11/2023 @ 12:30 PM 21/11/2023

® Add Booking

Previous 7 of25 Next

8 Click "Continue to add extras"

Tue, 21/11/2023 12:30 PM $0.00 4 I S

a

Continue to add extras




9  Click "Continue to add your details"
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Total $0.00

10

Drag files here or
click to upload

UTAS Special Requirements

UTAS Student Engagement *

Mo x

Total $0.00

Your booking
$0.00 (G !:f:\fn_enues
TOTAL $0.00

Continue to add your details

Click "Continue to review & book"

Continue to review & book



11

Complete the event name field with the details (rehearsal/lesson etc). The other
details should be pre-filled from your profile.

Your bookin - WARNING
g | Fill Mandatory In

Event Name * Ew

Start date and time End date and time

® 10:30 AM 21/11/2023 @ 12:30 PM 21/11/2023

Booking timings are auto calculated based on the venue bookings.

Contact details
First Name = Sul
Mel K

12 Click "Continue to review & book" and check the details are correct.

filas here or
k to upload

UTAS Special Requirements

UTAS Student Engagement *

Total $0.00  Continue to re book



13 Click "Submit booking"

Total $0.00  Cancel booking ~ Submit booking



