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BookING CENTRE - AN OVERVIEW:
Booking Centre is the UCD event management platform. It is available as follows:

UCD.ie/ Connect / InfoHub / Systems / Booking Centre

There are two primary functions which are included - ‘Course & Event Setup’ as well as ‘Booking
Management’. These are linked to event logistics and attendees respectively.

Course & EVent Setup
When events are created in Booking Centre there are four levels which are relevant. The order
of these is listed below:

i.  Activity Area

ii.  Subject/ Category Area
iii. Events
iv.  Offerings

The graphic outlines the structure:

LINks TO
WespaGe DETAILS

(PuBLIsH TAG)" ACT Iv lTY A R EA*

FATEGORY/SUBJECT‘ l
COURSE/EVENT

OFFERING ‘ OFFERING ‘ OFFERING

1: Booking Centre structure

The Infohub Support team will create an Activity Area which is specific to your requirements. In
most instances there will be one Activity Area created for each department, however, depending
on requirements there can be more than one Activity Area created.

It is expected that you (the customer) will advise titles for each of the four areas. A list of questions
will be sent to you (through a Jira) to which you will provide answers. There will also be points of
note to consider for each area. These points are all noted throughout this document ‘Note’.

Norte: Activity areas are set up for one of two types:
m Internal (free) UCD only events and offerings
m Ticketed events where online payments are used.

It is required that you specify whether you will be running free or ticketed events at the set-up
stage. This is one of the questions that you will be asked to confirm.

‘SuBJecT/CATEGORY’ EXPLAINED:
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Within each Activity Area there will be one (or possibly more) subject/category areas. The
Subject/Category areas provide structure for all the events and offerings in the Activity Area.

Norte: Images for internal free events can be added at the Subject/Category level. A default image
will appear if nothing is selected. This will display in the InfoHub/My Learning and Development /
People Development (Search for a Training Course) menu.

‘Events’: WHAT AND WHy:
Within each Subject/Category there can be multiple events.

Norte: Questions, Discount codes and the capacity for Multiple Bookings are applied at this level.
Each of these three functions are then automatically included in each of the offerings linked to that
event.

Questions must be added by the Infohub Support team and then applied by the Activity Area
owner. If the questions are mandatory this should be specified when requesting the questions to be
added, (see page ) however the running order can be amended by the event creator.

It is possible to create multiple events within each Subject/Category area.
There are some tasks within Booking Centre which are undertaken exclusively by the Infohub team:

v Setting up the Activity Area

v Hyperlinks to the event offering from a website (Publish tags and iframes),

v Creating and editing the questions for use in offerings

v Adding Images (Nore this function is only available to UCD internal (free) events).

All other steps required to successfully create events and offerings are undertaken locally by
the owners of the Activity Area.

‘OFFerRINGS’ = WHAT AnD How:

This is the fourth and lowest level of the Booking Centre structure. Delegates will book places on an
offering. A number of fields are mandatory which gives control on when the offering is available,
how many people can book a place and how much they pay (if it is a ticketed event). Questions are
listed against this level and answers are captured and reported on in Booking Management - An
Overview, page .

COMMUNICATING WITH ATTENDEES: ‘How’ AnD ‘To wHoM':

Mail templates can be set at either Activity level (Infohub support) or Event level (Activity Area
owner). There are standard mail templates available which are generic. Having a specific mail
template set up for your area is possible - however it must be requested via UCD IT Support
Hub.


https://www.ucd.ie/ithelp
https://www.ucd.ie/ithelp

BookiNG MANAGEMENT = AN OVERVIEW

This menu option includes a series of functions and reports that are relevant to the people who are
booked onto an event. This includes the Attendee Enquiry (see page ) as well as the email functions.

The Manual booking function (adding/amending attendee records) is included here. All the details of
all the people who are linked to the offerings (i.e. booking status, email addresses, offering ID,
answers to questions, amount paid (if a ticketed event) etc.) are also available in this screen.

Several headings exist under the Courses/Number of People banner. These are dynamic and
reflect the various statuses of the people who have booked onto the programme. Details follow:

v ATTEND - Attended

v BOOKED - Booked

v CANCELLED - Cancelled

v INCART - Incomplete (Note the attendee may not be aware that their booking is incomplete.
It may be pertinent to email people at this status to update them and if necessary to
complete their booking manually).

v MNLBOOK - Manual Booking

v ONLBOOK - Online Booking

v PROVISIONL - Not confirmed

v WAITLIST - Waitlisted (Norte this function is only available to UCD internal (free) events).

Clicking on the hyperlinked number under one of the headings listed under Number of People
displays all the people at that status. The ‘Send Email’ button displays the standard Targeted
Communications email function. There are a number of mandatory fields and when all the relevant
details have been updated then it is possible to send a Test Email or click ‘Step 3 - Preview Email &
Confirm Recipients’.

Reporting on individual events and/or attendees can be generated by academic year, by activity area,
by course or by course offering in this screen. For further information and more detailed
reports please see Booking Centre Reports - ‘Management Information’ - An Overview page .

ManNuAL BookiNG:

The ‘value-add’ of this function is to ensure that would-be attendees who have been unable
to complete the booking themselves can be booked on by someone with the correct access in
Booking Centre. It is also possible to create a new account in Booking Centre so that this
person can then book themselves onto other Booking Centre events as required.  (Norte if you
expect that there will be a number of people who don’'t have UCD Connect accounts then
please let EAG know when requesting the Booking Centre setup. EAG can then include a link to
‘Create New Account’ on the Connect login page.).

EpiT BookiNG / EbiT BookiNG DETAILS /CANCEL BOOKING:

Use this function if a delegate contacts the event organiser to amend details of the booking or to
cancel it completely. The latter may be necessary when someone has incorrectly booked
themselves onto an offering or cannot attend.
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How To Create A SusiecT/CATEGORY IN BOOKING
CENTRE:

CRreATE A SusJecT/CATEGORY SUMMARY

Using this function will enable you to create a Category/Subject. This will help to bring structure to
the Booking Centre Activity Area such that all the events/offerings are grouped in the one
category. Examples of Categories are:

How T0 cReATE A SuBJECT/CATEGORY
1. Loginto Infohub

Buwm: x( Gup x{ @ Welee X ( @ 1dent X ( § Welee X { § Cour X / § Welee x \ P inber % { [ Univ
ek )

| @ Secure | https://sisweb.ucd.ie/usis/W_HU_MENU.P_DISPLAY_MENU?p_menu=IN-HOME

_Tutorial @ Help Pages (MSUSur @ Domain Experts for I @ InfoHub Live @ Support Monitoring [ T SQL Tutorial @ SISTest2

UCD Home Newsand Opinion KeyDates Events Noticeboard UCD Directory UCD Connect

UCD InfoHub

My services & information portal

Welcome to InfoHub

You must login with an Existing Account to access this page.

Use an Existing Account

Email, UCD ID or Connect Username

Password

2. Or click on the following link:
https://sisweb.ucd.ie/usis/W_HU MENU.P DISPLAY MENU?p menu=IN-SYSTEMS
(UCD.ie/Connect/Infohub/Systems/Booking Centre)

Home 1 Sysiems / Baoking Cemre E L E €

> Open Learning Module Bookings to be > Management Information
integrated to Banner Reports covering finance, capaciy and scendance
» System Administration

> Attendee Enquiry I Onine Book and Pay

> Course & Event Setup

> Manage Cinema Bookings

Management

» MSU Support: Booking Centre Area
Setups

» Search for Course/Event
‘v il nformsion inrelszion o & current o pas: “

For help with tems on this menu, please emal infohub@ucd.te

3. To create a Catecory select Course & EVENT SETuP:

DrAFT ELEvEN 7™ JUNE 2019 Pace 9 oF 50



. UCDIT Services

UCDHome Newsand Opinion KeyDates Events Noticeboard UCD Directory UCD Connear [

UCD InfoHub

Students Research Human Resources Finance Campus Systems @
My services & information portal

Home / Systems / Booking Centre / Course & Event Setup BVECFae€¢

Course & Event Setup
Select Activity Area: | Agile Training - G

Click on Course/Event Code to view the course/event details.
Click on Webpage to view how the webpage looks.

P D [ [Fe cove | oe Rate escripion | Fem Amount € acovs ke
Code Title Offerings

No fee rates found

Fee Rates -

= category
G AGWET  White Belt Training 1 0 Webpage

Edit Query | QueryCols | SQL
G AGYBT Yellow Belt 1 0 Webpage

Training

Categories -

Add New Category
[t ey e e

No categories/subiect areas were found. &

Edit Query | QueryCols | SQL

4. Select Actvity Area from the drop-down list (shown above to the right of the arrow) if
applicable.

Note: Choosing an Activity area may not be applicable as there may be only one activity area available
to an event organiser.

5. Click the ‘+’ on the Categories pane on the right-hand of the screen.

6. Click App New Catecory to display the following screen:

W e X | @ UCDCo x| MY b x | @ Wekoeo x @ Adabe o« Uewerse x| P ibeuis x| [ -RAR x| @ ioden x| @ Emeley
€« e 0 b e ”

g UCD InfoHub s o ' «
Pane ¢ Boos a3 e ategery TE R €
Add New Category

Erner o the rebeenn detsds oo choh Sulbmit 1 vt The Fecord

Category Code®

Category Description

Aetivity

- |
A.

7. Complete all the fields above

Norte: The Catecory Cobe must be unique.

Note: The Description is only visible if you have access to Booking Centre. Attendees will not see any
details relating to Categories when booking a place on an Offering.

Norte: You will have to manually select the correct Activity Area from the drop-down list. (Please
ensure that this is correct - as per your selection from point 4 above).

8. Click ‘save’ when all fields are complete.
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How To CReaTE AN EVENT IN BOOKING CENTRE:

CREATE AN EVENT SUMMARY

Using this function will enable you to create an Event. An Offering must then be created within an
Event. Therefore the steps listed below include the steps to create an Event - the offering includes
the following points:

v Dates (Event dates)

v Booking dates (From and To dates)

v Times (start and end)

v Duration

v Capacity of event

v Automated response emails to confirm booking

Note: Financial details are generated from the Finance department, a Finance code must
be requested in advance of setting up the event in Booking centre. For this please
email
‘accounts.queries@ucd.ie’ for relevant details.

Note: The Payment types accepted are Visa, Mastercard and American

Express.

CREATE AN EVENT: STEP-BY-STEP

1. Loginto Infohub

[ucp: x @ UcD x | § Welee x ( @ Ident x { § Welce x | § Cour x / § Welee x |\ M Inbox x { [ Univ
& Secure | https://sisweb.ucd.ie/usis/W_HU_MENU.P_DISPLAY | U?p_menu=IN-HOME

_Tutorial @ Help Pages (MSU Sur  § Domain Experts for I~ @ InfoHubLive @ Support Monitoring T T SQLTutorial & SISTest2

UCD Home Newsand Opinion KeyDates Events Noticeboard UCD Directory UCD Connect

8] UCD InfoHub

\.‘i My services & information portal

Welcome to InfoHub

You must login with an Existing Account to access this page.

Use an Existing Account

Email, UCD ID or Connect Username

Password

[CS0W  Forcot Password

2. Or click on the following link:

https://sisweb.ucd.ie/usis/W_HU MENU.P DISPLAY MENU?p menu=IN-SYSTEMS

(UCD.ie/Connect/Infohub/Systems/Booking Centre)
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Home 1 Sysiems / Baoking Cemre E L E €

Booking Centre

o

» Booking Centre Help » Adult Education Data
o uze the Boo) postsl and ema

for

> Open Learning Module Bookings to be > Management Information
integrated to Banner Reporsscove ce capaciy and e

Administration
values used wihin the O

> Attendee Enquiry s

> Course & Event Setup Zipookne et e o

> Manage Cinema Bookings
> Booking Management Manage Cinema Bookings 7

» MSU Support: Booking Centre Area
Setups

» Search for Course/Event
Vie i elation t0 3 curre

For help with tems on this menu, please emal infohub@ucd.te

3. To create the Event select Course & Event Setup:

UHome Newsand Opinion KeyDates Evemts Noticeboard  UCD Directory  UCD Connect [ vewsfl] sl Y @ Q @ g-ﬂ

U C D I nfo H u b Students Research ~ Human Resources Finance Campus Systems @
My services & information portal

Home / Systems / Booking Centre / Caurse & Event Setup SV ECFae€e
Select Activity Area: | Agile Training - |
— Enhancements to this screen draw together all information which relates to Courses & Events including fee rates, discounts etc
Click on Course/Event Code to view the course/event details Fee Rates =

Click on Webpage to view how the webpage looks.

P v [[roa o ro e Dmcripion | Few Amaume i ik o
Code Title Offerings | Questions

No fee rates found

= Category
G AGWBT  White Belt Training 1 0 Webpage

EditQuery | QueryCols | SQL
G AGYET Yellow Belt 1 0 Webpage

Training

Categories -

Add New Category
[y coe gy ot s

No categories/subiect areas were found.

Edit Query | QueryCols | SQL

4. Select Actvity Area from the drop-down list (shown above to the right of the arrow) if
applicable.

Note: Choosing an Activitv area may not be applicable as there may be only one activity
area available to an event organiser.

5. Click Create New Course /Event to show the following screen:

Nore: Specific details such as individual dates and times will be created for the various offerings at the
next level (see page below).



UCD Home  News and Opimon  Key Dates Everts  Noriceboard  UCD Diectory UCD Conect (@ refil] [l Y @ Q @ g.m.

7]
iy UCD InfoHub Students  Research  HumanResources  Finance Campus  Systems (&
QF Wy services &information portal

Home / Add a e

B&e

Add a new Course/Event
Event Code*
Title

Active Y/N* v

Type of Course/Event
Activity Area

Category/subject Area

Booking Control
Discounts Available

Allow Multiple Bookings
Booking Email Template

Booking Email Text

note: Select the correct Activiry Area as per the drop-down selector on point 4 above. Otherwise your
Event and Offerings will not display correctly.

note: Select the correct Catecorv/Susiect Area as per page above. Otherwise your Event and Offerings
will not display correctly.

6. Complete the relevant fields (those with * are mandatory).

note: The following is a suggested coding structure for Event Cope may include the following convention
(1" two letters include the Activity Area, the next 3 letters reference details of the event i.e.
AG = Agile, WBT = White Belt Training is visible to people booking a place. )

The Booking ControL details help provide structures on what the person booking the event can do and
see (i.e. use a discount, make multiple bookings and also what details are included in the
emails sent to confirm bookings).

Booking Control

Discounts Available

Allow Multiple Bookings .

Booking Email Template i
Yes (one at a time)

Booking Email Text Yes (dropdown for number)

No

Spedific content to be included in Booking Email 4000

Note: Yes (ONe AT A Time) permits one person to make multiple bookings (i.e. reserve 10 spaces without
having to include names)

Note: Yes (Dropbown For Numeer) permits one person to make 10 bookings individually (having to
list names).

7. Booking EMaiL TempLaTE/BookinG EmaiL Text — These are functions that work in tandem.



Nore: Standard templates exist and new templates can be created. If you wish to have
an email template created please request it via UCD IT Support Hub. (BP-ACTYEML DerauLt
Acmivity Cope Emai is standard generic confirmation booking available for use if there is no
event-specific email template).

Booking Control
Discounts Available

Allow Multiple Bookings

Booking Emall.fempiata BP-ACTYEML - Default Activity Code Emai

Booking Email Text

8. Alternatively add in any extra details to Booking EmaiL Text as this will be included as part of the
email template

9. InFormaTioN Pace includes general details about your event (including the event organiser and
contact details).

Information Page

Organiser of the Event
Event Image
Highlight this Course/Event

Contact Information

Course, /Event URL
Contact Email

Contact Phone Number

10. Hichucht Tris Course/Event This function supports the addition of webpage details which will be
visible as a link and will ensure that the event is well promoted on the website.

11. Event Imace Detans - Please contact UCD IT Support Hub to have your image added to
the Image Catalogue - you will be sent the Image ID which can then be added to any

event.
12. Pusust Tac / Irrame Two links will be sent to you - one of which you can send by
email to individual customers (https://sisweb.ucd.ie/usis/W HU MENU.P PUBLISH?
p tag=MSU) and the other of which can be included in a website
Here are the HTML tags to use if you are putting that link into a box:
<iframe height="1000" src="https://sisweb.ucd.ie/usis/W_HU_MENU.P_PUBLISH?p_tag=MSU"
width="720"></iframe>

Norte: Please contact UCD IT Support Hub for specific links for your event)

13. BANNER Intecration is only relevant if the offering is being tied into Continuing
Professional Development (CPD) run by School of Medicine, School of Veterinary
Medicine or Adult Education.

Nore: Please contact UCD IT Support Hub for specific links for your event)

14. Click save (bottom left of screen) when all the details are correct.


https://www.ucd.ie/ithelp
https://www.ucd.ie/ithelp
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How To AMEND AN EVENT IN BooKING CENTRE:

AMEND AN EVENT SUMMARY
Once created an event can be amended as often as required.

Follow steps 1-3 on page above to display the event.

Click on the icon to the left of the Event title to display the event details.
Amend the fields as required.

Click Save for instant updates.

Mo bdpe
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How To CReaTE AN OFFERING IN BOOKING CENTRE:

CREATE AN OFFERING SUMMARY
Using this function will enable you to create an Offering. At the Offering level the following fields are
updated.

v Dates (Offering dates - when the Offering is scheduled to take place)

v Offering status (The four statuses here will impact on when the Offering is visible and
available for booking).

v Booking dates (From and To dates - when booking is open and people can book a place)

v Times (start and end)

¢ Duration

v Capacity of Offering (how many places are available)

v Emails to confirm booking

v Fee Rates (if applicable)

Amending any of the above functions simply involves revisiting the same pages, editing the relevant
fields and then saving the changes. Updates are visible as soon as the Save button is clicked.

How 1o CreaTE AN OFFERING - STEP-BY-STEP

1. Loginto Infohub (UCD.ie/Connect/Infohub/Systems/Booking Centre)

[Buct: x ( G U x { § Welee X ( @ Ident X ( § Welce X { § Cour: X / § Welcc x \ M Inbox x { JA Univ

+ | @ Secure | https://sisweb.ucd.ie/usis/W_HU_MENU.P_DISPLAY_MENU?p_menu=IN-HOME

_Tutorial @ Help Pages (MSU Sup @ Domain Experts for I @ InfoHub Live @ Support Monitoring [ T SQLTutorial § SiSTest2

UCDHome Newsand Opinion KeyDates Events Noticeboard UCD Directory UCD Connect

B UCD InfoHub

\? My services & information portal

Welcome to InfoHub

You must login with an Existing Account to access this page.

Use an Existing Account

Email, UCD ID or Connect Username

Password

2. Or click on the following link:

https://sisweb.ucd.ie/usis/W_HU MENU.P DISPLAY MENU?p menu=IN-SYSTEMS

L B 2
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3. Select Course anp Event Setup to display the following screen:

Home / Booking Centre / Course & Event Setup Bl~VvECF L e
Select Activity Area: | Agile Training v| &
Enhancements to this screen draw together all information which relates to Courses & Events including fee rates, discounts etc
Click on Course/Event Code to view the course/event details. Fee Rates =
Click on Webpage to view how the webpage looks.
Create New Course/Event Add New Fee Rate
= m— ot ot mritin e e € i k70
Code Title Offerings | Questions
No fee rates found.
2 Category
G AcLcT Agile - Lean Champion 1 0 | Webpage
Training EditQuery = Query Cols | SQL
G AGWBT | White Belt Training 1 2 Webpage
% | AGYRT Yellow Relt Training 1 3 | Wehnare LSS R

4. Select the correct Acrivity Area from the drop-down list
Note: You may have access to one Activiry Area so the drop-down list may only include a single option.
5. Clicking on the number of offerings hyperlink will display relevant details for that Offering
Nore: If the number of Offerings is 0 you can still click that number to create a new Offering.

6. Click ‘Create New Offering’
7. Complete the following fields:
v Dates (Offering dates - when the Offering is scheduled to take place)

Nore: It is essential to include a Start and End date - as the Offering will not display correctly without
both dates.

v Offering status (The four statuses here will impact on when the Offering is
visible and available for booking).

v Booking dates (From and To dates - when booking is open and people can book a
place)

v Times (start and end)

¢ Duration

v Capacity of Offering (how many places are available)

AMEND AN OFFERING SUMMARY
Once created an offering can be amended as often as required.

Follow steps 1-5 on page above to display the offering.

Click on the icon to the left of the Offering title to display the offering details.
Amend the fields as required.

Click Save for instant updates.

H bR
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How To CReATE A FEe RATE

CReATE A FEe RATE SUMMARY

Using this function will enable you to charge Fees for the Offering created as per page above. Fee
rates must be created before they will appear in the drop-down list when creating an Offering. It

is possible to create a Fee Rate that will only be available before/after certain dates.

How 1o Create A Fee RATE - STEP-BY-STEP

1. Loginto Infohub (UCD.ie/Connect/Infohub/Systems/Booking Centre)

[Buct: x ( G U x ( § Welee X ( @ Ident X ( § Welce X { § Cour: X / § Welcc x \ M Inbox x { JB Univ
e ]

+ | @ Secure | https://sisweb.ucd.ie/usis/W_HU_MENU.P_DISPLAY_MENU?p_menu=IN-HOME

_Tutorial @ Help Pages (MSU Sup @ Domain Experts for I @ InfoHub Live @ Support Monitoring [ T SQLTutorial § SiSTest2

UCDHome Newsand Opinion KeyDates Events Noticeboard UCD Directory UCD Connect

8 UCD InfoHub

(ﬁ My services & information portal

Welcome to InfoHub

You must login with an Existing Account to access this page.

Use an Existing Account

Email, UCD ID or Connect Username

Password

2. Or click on the following link:

https://sisweb.ucd.ie/usis/W HU MENU.P DISPLAY MENU?p menu=IN-

SYSTEMS

e

DraFT ELEven 7™ JunE 2019
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3. Select Course anp Event Setup to display the following screen:

Home / Booking Centre / Course & Event Setup

8Bl ECF L€
Select Activity Area: | Agile Training v| &
Enhancements to this screen draw together all information which relates to Courses & Events including fee rates, discounts etc
Click on Course/Event Code to view the course/event details. Fee Rates =
Click on Webpage to view how the webpage looks.

Create New Course/Event
- — o coe e e b o Ao v e 1o
Code Title Offerings

No fee rates found.
2 Category

G AGLCT | Agile - Lean Champion

0 Webpage
Training

Edit Query = QueryCols | SQL
G AGWBT | White Belt Training 1 2  Webpage

%  AGYRT Yellow Relt Training 3 Wehnare Catnmarine

4. Select the correct Acrivity Area from the drop-down list

Note: You may have access to one Activity Area so the drop-down list may only include a single option.

5. Click the ‘+' to the right of the Fee Rates pane.
6. Click Add New Fee Rate

Norte: It is essential that Fee rates have a unique code. Neither the code or the description
are displayed to customers and so are only visible to event organisers.

L

7. Complete all the relevant fields (* is a mandatory field)

8. The Fee Rate will be applied on each offering - therefore the ‘Fee Amount €' is what people
will have to pay when choosing an offering.

9. Click the save button to confirm the changes.



How T1o Link A FEe RATE To AN OFFERING - STEP-BY-STEP
1. Loginto Infohub (UCD.ie/Connect/Infohub/Systems/Booking Centre)

[ uco: x ' @ UcD x | @ Welee X ( @ Ident x ( § Weler x | § Cour: x / § Welcc x \ M inboy x { J7 Univ
\ \ \ i

‘ @ Secure | https:/sisweb.ucd.iefusis/W_HU_MENU.P_DISPLAY_MENU?p_menu=IN-HOME

_Tutorial @ Help Pages (MSU Sur @ Domain Experts for | @ InfoHub Live @ Support Monitoring [ T SQLTutorial @ SISTest2

UMD Home Newsand Opinion KeyDates Events Noticeboard UCD Directory UCD Connect

UCD InfoHub

My services & information portal

Welcome to InfoHub

You must login with an Existing Account to access this page.

Use an Existing Account

Email. UCD ID or Connect Username

Password

[ Forcot Password

2. Or click on the following link:

https://sisweb.ucd.ie/usis/W_HU MENU.P_DISPLAY MENU?p menu=IN-SYSTEMS

e

3. Select Course anp Event Setup to display the following screen:



. UCDIT Services

Home / Booking Centre / Course & Event Setup BlVECF L e
Select Activity Area: | Agile Training v &
Enhancements to this screen draw together all information which relates to Courses & Events including fee rates, discounts etc
Click on Course/Event Code to view the course/event details. Fee Rates -
Click on Webpage to view how the webpage looks.
Create New Course/Event Add New Fee Rate
Event Number of I Fee Rate Description mmm
Code Offerings
No fee rates found.
& Category
G AcLCT Agile - Lean Champion 1 0 | Webpage
Training Edit Query = QueryCols | 5QL
(& AGWBT | White Belt Training 1 2 Webpage
7 | AGYRT Yellow Relf Trainine 1 2 Wehnare Patanarina

4. Select the correct Acrivity Area from the drop-down list

: You may have access to one Activity Area so the drop-down list may only include a single option.

How 1o AMEND A Fee RATE - STep-BY-STEP

5. Log into Infohub (UCD.ie/Connect/Infohub/Systems/Booking Centre)

B uco: x U x ( G Welee X ( @ Ident X { § Welce X ( § Cour: X / § Welcc X \ M inbox x { JA Univ
\ el Ut

| @ Secure | hitps//sisweb.ucd.iefusis/W_HU_MENU.P_DISPLAY_MENU?p_menu=IN-HOME

_Tutorial  Help Pages (MSU Sup @ Domain Experts for I- & InfoHub Live @ Support Monitoring [ T 5QL Tutorial @ SISTest2

UCD Home Newsand Opinion KeyDates Everts Noticeboard UCD Directory UCD Connect

UCD InfoHub

My services & information portal

Welcome to InfoHub

You must login with an Existing Account to access this page

Use an Existing Account

Email, UCD ID or Connect Username

Password

Login Forgot Password

6. Or click on the following link:

https://sisweb.ucd.ie/usis/W HU MENU.P _DISPLAY MENU?p menu=IN-SYSTEMS

BT




7. Select Course anp Event Setup to display the following screen:

Home / Booking Centre / Course & Event Setup

Bae

@ &€
Course & Event Setup

Select Activity Area: | Agile Training v G

Enhancements to this screen draw together all information which relates to Courses & Events including fee rates, discounts etc

Click on Course/Event Code to view the course/event details. Fee Rates
Click on webpage to view how the webpage looks.

Create New Course/Event Add New Fee Rate
= m— o cote ot oritin e e € e ik 0
Code Title Offerings

No fee rates found.
& Category

G AGLCT | Agile - Lean Champion

0  Webpage
Training

EditQuery = QueryCols | SQL
G AGWBT | White Belt Training 1 2 webpage

%  AGYRT Yellow Relf Training 3 | Wehnare Catnmarine

8. Select the correct Activity Area from the drop-down list

: You may have access to one Activiry Area so the drop-down list may only include a single option.

9. Click the ‘+’ to the right of the Fee Rates pane.
10. Click on the icon to the left of the Fee Rate you wish to amend.

g UCD InfoHub PRI S R N

e Rate

11. Make the relevant edits
12. Click Save for instant updates




How 10 AMEND AN OFFERING - STEP-BY-STEP
Having followed the steps listed in How to Create an Offering - Step-By-Step page above
the following are the steps to amend an Offering.

1. Clicking on the number of Offerings hyperlink will display relevant details for all the offerings
included in that event:

Home / Bocking Centre / Course & Event Setup / Offerings of AGWBT

Offerings of AGWBT
Select Day of Week: | any - @

New! Click on (% to edit the basic information or Advanced Options to view everything about that offering. Click on Bookings to see all bookings.

e s | s s oy noings e
G White Belt Training June 2017 23Jun2017  23jun 2017 15 3 | Advanc tions

2. Click on Abvancep Options to view the following screen:

Edit an existing Offering

Title

Offering Status

Start Date
End Date

Active® v

Booking Information

Booking Start Date

Booking End Date

Nore: It is not possible to add Hypertext in the Booking message field (Booking Information section)
displayed on this screen.

3. As when creating the Offering complete the various text-boxes and select drop-down choices
as appropriate.

Note: Orrering  Status may help as a form of advertising before bookings online become
available. (DispLavep on wee BuT NotT BookaBLE ) ensures that the event is visible in advance
of it being available for booking).

¢ DispLaveD oN WEB AND BookasLE - Use this status in conjunction with the Booking start dates
- this will automatically make the offering available for booking on that date.

¢ DispLavep oN wes anp Not sookaste - This status will make people aware that there will be
an offering - but bookings are not possible.



¢ Nor Dispiaven on wes Use this status when still creating and/or making updates on the
offering details. The offering is not visible with this status.
¢ Courst FuuL This status will automatically be displayed when the offering capacity is

reached.

Capacity

Places Booked

Capacity 15

4

Online Capacity (if different to total)

Special Capacity (if applicable)

seqa only In specialist areas in BOoK ‘_ZCE ntre

Minimum Attendees

The Capaciry section deals with the numbers for the offering.
Norte: Leaving this field blank will prevent any bookings being made onto your event - regardless of

what other settings have been applied.

Norte: Praces Bookep Will update dynamically,
Note: Using Onune Capacity Will save places to be available for people who arrive on the day

without having booked in advance.
Note: Using Minmum Artenpees Will automatically cancel the programme if too few bookings are made

on or before a set-date.
4. Courst ScHepuLE can be used to include an itinerary for the event (if required). This field is not

mandatory.

Scheduling Information

No. of Sessions
Day of the Week

Start Time moan

ormat e.g. 07:30 NB Use a "I’ not a "." as time separator

Duration =

Course Schedule

5. Resources, Location and Aoministrative Detans are specific to the Offering and may/not merit
completion - this is at the organisers discretion.



Note: The 3 fields in the Location section will ensure details are included in the email response sent

Nore: Pl
How To

1.

~

Home

when a successful booking is completed. The UCD Building drop-down list includes buildings
from Belfield and Blackrock campuses. If the offering is scheduled off-site then details should
be included in the Location and Room fields.

BANNER Intecration details are only relevant if the event is being tied into
Continuing Professional Development (CPD), School of Medicine, School of Veterinary
Medicine or Adult Education event.

ease contact Infohub@suport.ie if you plan to run such an event.

Apb A ManuaL BookiNG

Follow the steps 1 - 3 (page above) to display the screen below:

/ Systems [ Booking Centre | Booking Management ? el ECFEaé¢

Booking Management

Select

Cu:

Activity Area: | Agile Training - @

rrent Courses

Click on Places Booked to view all course participants. Click on Add Manual Booking to create a course booking

Booking
Fee |BookingStart |BookingEnd Course Minimum Places
Course Description € Date Date Capacity Required Booked

2 Category

AGLCT - Agile - Lean Champion 07 Jun 07 jun 7.50 .00 25 May 2017 05 Jun 2017 15 ] Manual
Training 2017 2017 Booking
AGWBT - White Belt Training 23jun 23 jun 3.00 .00 19 May 2017 22Jun 2017 15 1 Manual
June 2017 2017 2017 Booking
AGYBT - Yellow Belt Training TBC 23 Jun 23 jun 7.50 .00 19 May 2017 22Jun 2017 15 1] Manual
2017 2017 2017 Booking

Edit Query | QueryCols = SQL
2. Click ManuaL Booking on the far right of the screen to display the screen as follows:

Complete all the relevant fields and click Save when complete.

Nore: Payment Method must be Crepir Carp Person nNot present if they are not present when making the

payment, or if the status is Transrer FROM aNOTHER course; booking status must be ManuaL Booking
CONFIRMED

Norte: A ‘Booking Status’ must be selected from the drop-down list in order to ensure that the booking

is visible in the Booking Management (see page ) function.



. UCDIT Services

Nore: To apply a discount please see How To ‘Add Discount Code‘ To A Manual Booking page below)
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How To App QuesTions To AN EVENT:

1. Follow the steps listed above in Create an Event: Step-By-Step page to view the
event created.

2. The following screen will be displayed:

Course & Event Setup

lect Activity Area: | Agile Trsining v @

nts to this screen draw together i ta Courses & luding fee rates. discounts ete

ck on Course/Event Code to view
& o Webpage |

o [ - ]
= s.....w [yT—p—r
Offerings Questions.

Na fee rates
S Category

Fee Rates

@ xoicr

@ AGWBT  White Bel

G rover Categories

3. Click on the hyperlink under Numser or Questions to display the following screen:
4. Click Aop A Question and complete the fields as per the screen below:

Home / Booking Centre / Course & Event Setup / Course & Event Setup /

PR )
Question D) 2 - Special Requirements -

Course/Event ‘ |

Grouping Code 1 - Attendee Name "

Mandatory

- Email Address

Order
- Conference Dinner

3
4 - College/Company
5
6 - Dietary Requirements

7 - Paper Title

8- Additional Requests

Note: The Question ID will be issued by the Infohub Support team as part of the setup of
your

Booking Centre. The Manpatory and Oroer fields are the most important.

Norte If your question is Manpatory you must advise the Infohub Support team to ensure that this flag is
set in the database as well as at the event level.

Note: The Orper field ensures that the questions will be listed in the correct order when people are
booking a place. It is suggested that you list the running order as 10,20,30 etc. - if you have
to add new questions then you don’t have to re-number all the questions on your list.

Norte: Neither the Manpatory or the Oroer fields are mandatory.

5. To petete a question simply click on the Bin icon on the last column on the right-hand side of the
screen.

6. Click OK on the Query dialogue now displaying on the screen

Home / Booking Centre / Course & Event Setup / Course & Event Setup

Course & Event Setup

DRAFT ELEVEN 7™ JUNE 2
I T T

2 Special Requirements | Do you have any special dietary requirements or allergies [nut, gluten etc.]?

Total 2



7. This will successfully remove the question as per screen below:

Home / Booking Centre [ Course & Event Setup / Course & Event Setup / Remove question
Remove question

This has completed successfully

8. Use the Back button on your browser to exit this function.

DRrAFT ELEVEN 7™ JUNE 2019 Pace 31 oF 50
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ATTENDEE MANAGEMENT IN BOOKING CENTRE (ATTENDEE ENQUIRY):

ATTENDEE ENQUIRY SUMMARY

Using this function will enable you to find people who have registered onto an event:

v Dates (Event dates)
v Booking dates (From and To dates)
v Previous bookings for that person (confirmed and cancelled)

LookiNG uP ATTENDEES IN BOOKING CENTRE (ATTENDEE ENQUIRY):

1. Loginto Infohub

(UCD.ie/Connect/Infohub/Systems/Booking Centre)

[ UCD: x { § UCD x ' § Weles 3 '( § Ident x { § Weler x | § Cours x |/ § Welee x \ M Inbox x ' g Univ

@ Secure | https://sisweb.ucd.ie/usis/W_HU_MENU.P_DISPLAY_M

ENU?p_menu=IN-HOME

_Tutorial @ Help Pages (MSU Sur @ Domain Experts for | @ InfoHub Live @ Support Monitoring [ T SQLTutorial @ SISTest2

UMD Home Newsand Opinion KeyDates Events Noticeboard UCD Directory  UCD Connect

UCD InfoHub

My services & information portal

Welcome to InfoHub

You must login with an Existing Account to access this page.

Use an Existing Account

Email, UCD ID or Connect Username

Password

2. Or click on the following link:

https://sisweb.ucd.ie/usis/W HU MENU.P DISPLAY MENU?p menu=IN-SYSTEMS

DRrAFT ELEVEN 7™ JUNE 2019
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Home / Systems / Booking Centre

Booking Centre

» Booking Centre Help
Information on how to setup and use the Booking Centre
for your school or unit ff

» Open Learning Module Bookings to be
integrated to Banner
7

Attendee Enquiry

View person details and booking histories. €7

Course & Event Setup
Add, update and delete events & cours
related fee rates, discount codes and c;

Booking Management
Ad: cancel bookings, manage course details and
participants. %

Search for Course/Event

all information in relation to a current or past

- €

Adult Education Data
Listing of Adult Ed students postal and email addresses for
annual mailouts ¥

v

» Management Information
Reports covering finance, capacity and attendance 7

-

System Administration
Maintain the values used within the Online Book and Pay
System f

v

Booking Centre to Banner Integration
Prototype of Student Creation & Banner Integration ¥

v

Manage Cinema Bookings

Manage Cinema Bookings 1

v

MSU Support: Booking Centre Area
Setups

induding conferencing & events, excluding cinema & swim.
7

For help with items on this menu, please email infohub@ucd.ie

3. Select Arrenpee Enquiry details to see the following screen:
4. Key in details of the attendee you wish to query, click Search

Home / Booking Centre / Attendee Enquiry

Attendee Enquiry

Select Attendee: | Susan Gray

Advanced Search G

Note: More than one account may appear, ensure you have selected the right one

UCD InfoHub

Students Research Human Resources Finance Campus Systems @
My services & information portal
Home / Booking Centre / Attendee Enquiry 8 |~ Z & €
Attendee Enquiry
Select Attendee:  Susan Gray [ STAFF 1 G
Person Details -
BC 4 SusanGray sus ucd.le 1650 Dublin 11
worun & Export to Excel EditQuery  QueryCols  SQL

5. Selecting the attendee will show all the relevant details of the current and previous bookings

DraFT ELEVEN 7™

SErLL PG | SUSAN Gray [ 31ATT

Book a Course/Event

Person Details

[ e [Rame et obie | hone e | Adies p—

Pe Susan Gray | susan.gray@ucd.ie 1659

1 rows ook 03 seconds wrun B Export to Excel

Booking History

Booking | Booking
Date |Status

start |End
Date |Date

©2016/17 Summer Term

hite Belt Training

19Msy  Cancelled 00 00

Edit Query  Quer

Pace 34 or 50

Foes

Refund
Paid | Payment | Amount | Refund | Refund | Special | Click
Rof €/Date |Ref |Regs |to
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How 10 CReATE A DiscounTt CopE IN BoOKING CENTRE:

CReATE A Discount CoDE SUMMARY
1. Discount codes are created for use by individuals when booking a place on an Offering.
2. The codes must be issued individually for use.
3. Discount codes can be date-driven - they will only work before/after a date which is
included when setting up the Discount Code (see page below).

How To Create A Discount Cope: Step-By-Step:
1. Loginto Infohub
(UCD.ie/Connect/Infohub/Systems/Booking Centre)

ucD: X U x Wele: X Ident X Wele: X Cour: X / @ Welcc x (P Inbor X { §H Univ
M
e T )

| @ Secure | https://sisweb.ucd.ie/usis/W_HU_MENU.P_DISPLAY_MENU?p_menu=IN-HOME

_Tutorial @ Help Pages (MSU Sur @ Domain Experts for |1 @ InfoHub Live @ Support Monitoring [ T SQLTutorial @ SISTest2

U Home Newsand Opinion KeyDates Events Noticeboard UCD Directory UCD Connect

UCD InfoHub

My services & information portal

Welcome to InfoHub

You must login with an Existing Account to access this page

Use an Existing Account

Email, UCD ID or Connect Username

Password

Login Forgot Password

2. Or click on the following link:

https://sisweb.ucd.ie/usis/W HU MENU.P DISPLAY MENU?p menu=IN-SYSTEMS

Home / Systams / Booking Centre = £ = €
Booking Centre
» Booking Centre Help > Adult Education Data
Information on how to setup and use the Booking Centre Listing of Adult Ed students postal and email addresses for
for your school or unit £ annual mailouts Y
» Open Learning Module Bookings to be » Management Information
integrated to Banner Reports covering finance, capacity and attendance
> System Administration
» Attendee EaniT’y Maintain the values used within the Online Book and Pay

a System ¥z
View person details and booking histories. & g

v

Booking Centre to Banner Integration
Prototype of Student Creation & Banner Integration 1

Course & Event Setup
Add, update an
related fee rate:

v

Manage Cinema Bookings
Booking Management Manage Cinema Bookings 17

Add and cancel bookings, manage course details and
participants. 7

-

MSU Support: Booking Centre Area

Setups
Search for Course/Event including conferencing & events, excluding cinema & swim.

View all information in relation to a current or past u
course/event ¥t

For help with items on this menu, please email infohub@ucd.ie

3. Click on Course & Event SeTup
4. Select the correct Activity Area to display the following screen
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UCD InfoHub

Students  Research  HumanResources  Finance
My services & information portal

Campus Systems @

Home 7 Booking Centre / Course & Event Sewp

BlvECRG&E€
Course & Event Setup

Select Activity Area: | Innovation Academy v @

Enhancements to this screen draw together all information which relates to Courses & Events including fee rates, discounts etc

Click on Course/Event Code to view the course/event details. Fee Rates
Click on Webpage to view how the webpage looks.

[T ———

g [ o et pecrpon o A i e
Title Offerings

G NULL DEIS Fee 00 Y Remove
@ Category

G FuLL Full Fee 100.00 ¥
G 5UMZ2017 UCD Innovation Academy 1 17 Webpage
summer Camp

Edit Query = QueryCols | SQL
Edic Query | QueryCals | SQL

5. Scroll down to view the Discount Copes function (right hand side of the screen)

Discount Codes

Add New Discount Code
[ oscouns code besrpion e ko

G DEIs Discount code for DESH Schools | ¥

Edit Query | QueryCols | 5QL

6. Click Aob New Discount Cope to see the following screen

Home / Booking Centre / Course & Event Setup / Add Discount Code

Add Discount Code

Discount Code*

Lk Citywise Discount SUM2017

Discount Percent %

Percent value of the discount. Enter either the percent or the va
Discount Amount 80
/alue amount of the disc t. Er

iscount. Enter either the percent or the value of the discount, please do not enter both.

ety Cumer Innovation Academy

Start Date . o
01 jun 201

End Date

Active*

Norte: Use either the Discount percent % OR the Discount Amount field
7.

8. Complete the relevant details and click Save.



Norte: The start and enp date fields relate to when the piscounr is available. This may or may not be the
same as the event dates or the event booking dates.
Nore: Click the Active* field to display the piscount cope; leave it un-checked to ‘hide’ the piscount copk.

9. Having clicked Save your screen will now return to the screen below. Click Refresh (F5) on the
keyboard to display the new piscount copk.

Discount Codes -

Add New Discount Code
oo coe omepion e e

G CTwsE Citywise Discount SUM2017 Y Remove

G DEIS Discount code for DESH Schools | Y

Edit Query =~ Query Cols SQL

10. When adding in an Attendee and applying a discount please see How To ‘Add Discount Code’
To A Manual Booking (page below).
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How 10 ADD AN ATTENDEE IN BOOKING CENTRE (REGISTERING A MANUAL BOOKING TO AN EVENT)

1. Loginto Infohub
(UCD.ie/Connect/Infohub/Systems/Booking Centre)

[ UcD x '\ @ UCD x ( @ Weler x ( @ ldent x { § Wele x { B Cour: x |/ @ Weler x \ M Inboy x ' f Univ
\Eal i A TR

| @ secure | https://sisweb.ucd.ie/usis/W_HU_MENU.P_DISPLAY_MENU?p_menu=IN-HOME

_Tutorial @ Help Pages (MSU Sup @ Domain Expertsfor |1 @ InfoHub Live @ Support Monitoring [ T SQLTutorial  § SISTest2

UCDHome Newsand Opinion KeyDates Events Noticeboard UCD Directory UCD Connect

UCD InfoHub

My services & information portal

Welcome to InfoHub

You must login with an Existing Account to access this page.

Use an Existing Account

Email, UCD ID or Connect Username

Password

2. Or click on the following link:

https://sisweb.ucd.ie/usis/W_HU MENU.P DISPLAY MENU?p menu=IN-SYSTEMS

Home / Systems / Booking Centre =E L E €
Booking Centre
» Booking Centre Help » Adult Education Data
Information on how to setup and use the Booking Centre Listing of Adult Ed students postal and email addresses for
for your school or unit & annual mailouts 2
» Open Learning Module Bookings to be » Management Information
integrated to Banner Reports covering finance, capacity and attendance &
» System Administration
» Attendee Enquiry Maintain the values used within the Online Baok and Pay

View person details and booking histories. ¥ e

Booking Centre to Banner Integration

Prototype of Student Creation & Banner Integration 17

Course & Event Setup
Add, update and delete events & courses along with
related fee rates, discount codes and categories &

Manage Cinema Bookings
Booking Management Manage Cinema Bookings 17

Add and cancel bookings, manage course details and
participants. 27

MSU Support: Booking Centre Area

Setups
Search for Course/Event including conferencing & events, excluding cinema & swim.

View allinformation in relation to  current or past

coursefevent &

For help with items on this menu, please email infohub@ucd.ie

3. Click on Bookine Manacement (for more details see page )
4. Select the correct Activity Area to display the following screen
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Home / Booking Centre / Booking Management

BB EC &€
Booking Management

Select Activity Area: | Innovation Academy
Current Courses
Click on Places Bosked to view all course participants. Click on Ade Manual Bosking to create a course booking.

Booking
Duration | Fee | BookingStart | Booking End Minimum Places
Course Description (Hours) € Date Date Required Booked
83

2 category

SUM2017 - UCD Innovation Academy 26Jun 30Jun 10000 28 Apr 2017

26Jun 2017 100 Manual
Summer Camp 2017 2017 2017

Booking

5. Click on ManuatL Booking to display the following screen:

Manual Booking

Please enter the relevant details of the manual booking below. Click on the Submit button to create the booking

Create New Person

Name

5UM2017 - UCD Innovation Academy Summer Camp 2017~

Course/Event

Choose the relevant course from the list provided.
Booking Date
eg.01Jun2017
Booking Amount 100.00
Discount Code
Enter the relevant discount code.

Discount Amount
Amount Paid

Enter payment amount received

6. Complete the relevant fields

a. Click Cueck Name to ensure the name is already in the database. If the name

is recognised then Valid Person will be displayed, if not please progress to
Step 7 below.

Norte: Should there be more than one person of the same name a drop-down list will appear. Choose

the correct person from the drop-down list. The email address is a unique identifier;

however it is still essential to click the Cueck Name button to ensure that you have the
right person.

7. Click Create New Person to display the following screen:

Home / Booking Centre / Booking Management / Manual Booking / Create New User

@ ae€
Create New User
Please enter the following details to create a new user.

Primary Person Type I Second Level School Student

Person Details

First Name s
Sunil
Last Name a
Jain
Title Mr
Date of Birth 01Jun 2007

g 01Jun 2017

Gender e

Organisation Citywise

f relevant. please enter your Organisation, College, GP Practice or Vet Practice efc.



8. Click Save to show the screen below

Home [ Edit Person Derails

Edit Person Details

Redirecting back to enquiry page for Sunil Jain

Return to previous screen

9. Click Return To Previous screen  to display the screen below

BalwEF+€
Attendee Enquiry

Book & CourseEyent

Person Details

& pxport to Esoel

Norte: Ensure that the Seiect Arrenoee field is displaying the correct details.

10. Click Book a Course/Event to display the following screen
Home / Attendee Enquiry / Manual Bookings BlVYECFGE@eE
Manual Bookings

Select Activity Area: | Innovation Academy

Filter Courses:l ‘
View Basket

Listed below are details of all your current courses. Click on Add to Basket to purchase a course on behalf of an attendee.

Start Places
Time Tutor Booked

SUM2017 - UCD Innovation Academy Summer 26 Jun 30 Jun Available  09:30 Science Centre  100.00 N/A 101 84 Add to
Camp 2017 2017 2017

Basket

11. Select the correct Activity Area and then Fiter Courses to display the correct event
12. Click Aob To Basker to display the following screen
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Home / Attendee Enquiry / Manual Bookings / Additional Booking Details &€

Additional Booking Details

Participants’ name*
Home Telephone No.*
Mobhile No*

Home Address*

Emergency Contact (usually a parent) -
First Name*

Emergency Contact (usually a parent) -
Last Name*

Emergency Contact (usually a parent) -
Email Address*

Emergency Contact (usually a parent) -

Norte: All fields marked * must be completed.
13. Complete all the relevant details and click Aoo To Basker to display the following screen:

Basket forSu Jai

' " vy

Code Tithe gy €

SUMZ0T7 UKD Innowation Acacemy Summer Camp 2017 100.00 Remiowe | Add Distount Code
Tatal Charge 100,00

Slegde mriure your perdanal detsily are coerect Belone prodesding,

Updadis Pavsonal information

14. Click Aop Discount Cook if required. If not please click Proceep To CHeckout to display the following
screen

How To ‘App Discount Cope‘ To A ManuaL Booking

15. Having followed all the steps listed (1 to 14) above click App Discount Cope to display
the following screen:

Home / Attendee Enquiry / Manual Bookings / Additional Booking Detail... / Basket for Sunil Jain / Add Discount Code

Add Discount Code

Please enter the discount code in the field provided.

Discount Code | CTWSE

Enter the relevant discount code.



16. Click Save to view the following screen:
: l-ER

Basket for Sun Ja

Lews B gl i

Tetasl CRarge woa

m S —

st Pl okt rutin

Nore: Click Book an Appimional Prace to continue to book places on this event.
Nore: Click App Appimionat Item to book this person onto another course.

17. Click Proceep To cHeckout to complete the transaction.



. UCDIT Services

DRrAFT ELEVEN 7™ JUNE 2019 PAaGe 45 oF 50



. UCDIT Services

BookING CENTRE REPORTS - ‘MANAGEMENT INFORMATION’ - AN OVERVIEW
Principally financial reports are included in this menu option. For non-ticketed events it is
also relevant to view this function however the most valuable data relates to the payments:

m When
m Who
m How much?

BookiNG CENTRE DALY REcEIPTS

@ UCD InfoHub i . e i e Wil 8

1. Click on the hyperlink number to display details of the payments which comprise that total
figure.

Note: There are two headings - one for Crebir Caro (Manual) payments (recorded in UCD by
using a hand-held device) and the other for Crepitr Carp ONLINE Booking payments.
2. Clicking on the Total number will display all the details of the payments and who made them
as per screen-shot below:

UCD InfoHub
et ol

Booking Centre Daily Receipts
Booking Centre Dally Recelpts For 22 May 2018

REFUND PROCESSING INFORMATION
1. All refunds are processed manually and must be referred to accounts.queries@ucd.ie
who will advise of the process. All refunds awaiting processing will be visible in this screen.
2. To make amendments to an individual refund click Uppate rerunp peTais and the ManuaL Booking
screen Will display.
3. Update the relevant details and Click Save.
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el ofll mql?mﬂ-

@ UCD InfoHub Snents  Reseach  HumanResoucss  Fnance  Camps Sysems @

226 e

Manual Booking

5]

$ MSUSharcpoirt  Durmy Croit Cond S0 Tl | Cod. [} Nemss Cint[E] LPTEGAM

CrepiT CARD REFUNDS IssueD = AN OVERVIEW
Displayed here are a list of the credit card refunds that have been approved.

Norte: There are no hyperlinks in this screen so it is not possible to edit any of the details here.

Credit Card Refunds Issued
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FiNaNcIAL SuMMARY BY AcADEMIC YEAR = AN OVERVIEW
Displayed here are details of the Income and Expenditure across Booking Centre by academic year.
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Financial S ary by Academic Year

Financial Summ
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CANCELLED BOOKINGS FOR ALL COURSES
1. Clicking on any of the hyperlinks will display further details of the person or the offering.
Norte: this report includes all the cancelled bookings in Booking Centre. It is therefore slow to load.
Urpate Rerunp Detais displays the Manuat Booking screen (as per page above). Amendments can
be made here if required.
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Cancelled Bookings for all Courses
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INcoME SUMMARY
2. All the income into Booking Centre is displayed under the headings Fees and Numser o sTubents.
Scrolling to the right will show the more recent data
Norte: Given the level of data included in this report the screen may be slow to load
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Income Summary

Income Summary
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ApuLt EbucaTioN Courses BY VENUE, DAY orR TERM
1. Select the correct Term from the drop-down menu.

[E] Adult Education Cours= X
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Adult Education Courses by Venue, Day or Term
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2. Click on the hyperlinked numbers to display the ‘Coursts on BeLriLb Campus’, ‘Courses oN BLACKROCK

cAMPUS’ Or ‘Courses ON OTHER CAMPUSES’
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