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BookiNGg 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
WEBPAGE DETAILS

(Pusisi Taa)" ACT IVITY A R EA"=

ICATEGORY/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’.

Nore: Activity areas are set up for one of two types:
= Internal (free) UCD only events and offerings
= 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.

‘SusJecT/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.

Nore: 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.

‘OFrerINGS” — 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 by emailing

eag.support@ucd.ie.
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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:

ATTEND — Attended

BOOKED — Booked

CANCELLED - Cancelled

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).

MNLBOOK — Manual Booking

ONLBOOK — Online Booking

PROVISIONL — Not confirmed

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

ANA N NN

ANA NI NN

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 .

ManuAL 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. (Nore 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.).

Epitr BookinG / Epir 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:

CREeATE A SuBJEcT/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 To creaTE A Susiect/CATEGORY
1. Loginto Infohub

[uch: x ( @ UD X ( @ Welee X @ Ident X ( § Welee X | § Cour X / @ Welee x '\ P Inbex x { {1 Univ

| @ 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 SQLTutorial @ SISTest2

UCD Home Newsand Opinion KeyDates Events Noticeboard UCD Directory UCD Connect

UCD InfoHub

My senvices & 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

[P0 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)

Home / Systems / Booking Centre EL - €

Booking Centre

— .

> Booking Centre Help > Adult Education Data

> Open Learning Module Bookings to be > Management Information

integrated to Banner Fepo g finance, capaciy and atendance &
> System Administration
» Attendee Enquiry Maintain the values uses the Online Book and Pa

» Booking Centre to Banner Integration
Protoeype ofStudene Creation & Banner Incegraton ¢7

> Manage Cinema Bookings

» MSU Support: Booking Centre Area
Setups

» Search for Course/Event
View all nformation inreltion t & curen or pa

For help with items on this menu, please emalinfohub®ucd.e

3. To create a Carecory select Course & Event Setup:
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UDHome Newsand Opinion KeyDates Events Noticeboard UCD Directory UCD Connect [ News[B] Tesis[B] VY @ Q

@ i

ey UCD InfoHub

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

Home / Systems / Booking Centre / Course & Event Setup

B &l

1}
&)
| 2]
+

Course & Event Setup

Select Activity Area:  Agile Training - @

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

Create New Course/Event Add New Fee Rate

= o [re i ot pmctpton o e 7
Code Title Offerings | Questions | Click to

Fee Rates

No fee rates found
2 Category
G AGWBT  White Belt Training 0 Webpage
EditQuery = QueryCols | SQL
G AGYET Yellow Belt 0 Webpage
Training

Categories

Add New Category
[t ey e e

No categories/subiect areas were found. -

EditQuery | QueryCols | SQL

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

Nore: Choosing an Acnivity 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 Aop New Carecory to display the following screen:

@ U ® | @ UDCe x| W b ® | @ Weeome % @ dsahe x

ebucd e

Dttome e el Cpison Ky Dt

ﬁ UCD InfoHub

T R €
Add New Category
Eroer o the reieear detads o Choh Sulbemit 10 Sove the recoedl
Category Code*

Catepiry Dassription

Activity

=
A.

7. Complete all the fields above

Norte: The Catecory Cope must be unique.

Nore: 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.

Nore: You will have to manually select the correct Activiry 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 BookiNGg 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:

Dates (Event dates)

Booking dates (From and To dates)

Times (start and end)

Duration

Capacity of event

Automated response emails to confirm booking

AN NI NI N N N

Nore: 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.

Nore: The Payment types accepted are Visa, Mastercard and American Express.

CREATE AN EVENT: STEP-BY-STEP

1. Loginto Infohub

[uco x ( G UucD x | § Welce x ( @ Ident x { § Welce X | § Cour X / § Welee x ' M Inbox x { [} Univ

+ | @ Secure | hitps://sisweb.ucd.ie/usis/W_HU_MENU.P_DISPLAY |

_Tutorial @ Help Pages (MSU Su @ Domain Experts for | @ InfoHul T SOLTutorial & SISTest2

UCD Home Newsand Opinion KeyDates Events MNoticeboard 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:

(UCD.ie/Connect/Infohub/Systems/Booking Centre)
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Home 1 Sysems 1 Bosking Cenve =k €

Booking Centre

r————

» Booking Centre Help » Adult Education Data

use the Booking Cenre

> Open Learning Module Bookings to be > Management Information
capacry

integrated to Banner Reporss cover

> Attendee Enqui

> Course & Event Setup

» Manage Cinema Bookings
Mansge Cnema Bookings &

» Booking Management

» MSU Support: Booking Centre Area
Setups

» Search for Course/Event ferencing & events, excluding cinema & svim
Vie o inrelstion o & curer

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

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

UCDHome Newsand Opinion KeyDates Events Noticeboard UCD Directory UCD Connect [ News[B] Tess[Bl Y @ Q [ £&- ﬂ
i8] UCD InfoHub
BubLin Students Research Human Resources Finance Campus Systems =

U My services & information portal

Home / Systems / Booking Centre / Course & Event Setup SVvECa &
Select Activity Area: | Agile Training - @
Click on Course/Event Code to view the course/avent datails Fee Rates =

Click on Webpage to view how the webpage looks

Create New Course/Event Add New Fee Rate
o e [t dcpion o€ e T
[ Offerings | Questions to

No fee rates found.

S category
@ AGWBT  White Belt Training 1 0 Webpage

EditQuery = Query Cols | SQL
G AGYET Yellow Belt 1 0 Webpage

Training

Categories -

Add New Category
[ cos gy e e

No categories/subject areas were found.

Edit Query | QueryCols | SQL

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

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

5. Click Creare 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).
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UCDHome Newsand Opinion KeyDates Events  Naieboard UCD Dirctory UG Connect () Nl sl Y @ Q @ g.m.
UCD InfoHub Students  Research  HumanResources  Finance Campus  Systems
My services & information portal

Home 1 Ad e e CourseEvent s €

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 Activity Area as per the drop-down selector on point 4 above. Otherwise your
Event and Offerings will not display correctly.

vote: 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).

nore: 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
Yes (one at a time)

Booking Email Text Yes {dropdown for number)

No

Specific content to be included in Booking Emai 4000

Norte: Yes (One AT A Tive) permits one person to make multiple bookings (i.e. reserve 10 spaces without
having to include names)

Norte: Yes (Droppown For Numser) permits one person to make 10 bookings individually (having to list
names).

7. Booking EmaiL Temprate/BookinGg EmaiL Text — These are functions that work in tandem.
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Nore: Standard templates exist and new templates can be created. If you wish to have an email
template created please mail eag.support@ucd.ie. (BP-ACTYEML Deraur Activity Cobe EmaIL iS
standard generic confirmation booking available for use if there is no event-specific email
template).

Booking Control
Discounts Available

Allow Multiple Bookings

Booking Email Template BP-ACTYEML - Default Activity Code Email

bp-

BP-ACTYEML - Default Activity Code Email
ai

BP-AECONF - Adult Ed Confirm:

Booking Email Text

BP-ALC - ALC Accomi

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

9. Inrormation 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. HicHueHT THis 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 Detas - Please contact eag.support@ucd.ie 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>

Nore: Please contact eag.support@ucd.ie 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 eag.support@ucd.ie for specific links for your event)

14. Click Save (bottom left of screen) when all the details are correct.
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How To Amenp AN EVenT IN BookiNnGg CENTRE:

AMEND AN EVENT SUuMMARY
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.

A
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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.

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

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

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

Duration

Capacity of Offering (how many places are available)

Emails to confirm booking

Fee Rates (if applicable)

SN~ K«

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 10 CREATE AN OFFERING — STEP-BY-STEP

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

[uct x ( § U X | § Welee X ( @ Ident X  § Welee X ( § Cour: X / § Welcc x '\ P Inbox x ( JB Univ

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

_Tutorial @ Help Pages (MsU Suy @ Domain Experts for | @ InfoHub Live @ Support Monitoring [ T SQLTutorial  § SISTest2

UCDHome Newsand Opinion KeyDates Events Noticeboard UCD Directory UCD Connect

] UCD InfoHub

\Y 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

Forgot Password

2. Or click on the following link:

https://sisweb.ucd.ie/usis/W_HU_MENU.P_DISPLAY MENU?p menu=IN-SYSTEMS
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3. Select Course anp Event Setup to display the following screen:

Home / Booking Centre / Course & Evert Setup B¥Y¥EFae
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
o et oot o e eciton ot e T
Code Title Offerings | Questions
No fee rates found.
& Category
G AGLCT Agile - Lean Champion 1 0 Webpage
Training EditQuery = QueryCols | SQL
G AGWBT  White Belt Training 1 2 Webpage

(% AGYRT | Vellow Relt Trainine 1 3| Wehnare Patanarinn

4. Select the correct Activity Area from the drop-down list
Nore: You may have access to one Activity 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)

v/ 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.

W e
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How To Create A FEe RATE

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

How 10 CREeATE A FEE RATE — STEP-BY-STEP
1. Loginto Infohub (UCD.ie/Connect/Infohub/Systems/Booking Centre)

[Quct: x ( § UCD X | @ Welee X ( @ Ident X  § Welce X ( § Cour- X / § Welcc X ' P Inbox x ( J Univ

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

Tutorial @ Help Pages (MSU Suy @ Domain Experts for | @ 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

B eE

DRraFT ELEveEN 7™ June 2019 Pace 21 or 50


https://sisweb.ucd.ie/usis/W_HU_MENU.P_DISPLAY_MENU?p_menu=IN-SYSTEMS

UCD IT Services

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

Home / Baoking Centre / Course & Event Setwp

Bl~VviELFae€
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
o et oot o e eciton ot e T
Code Title Offerings | Questions | Click to
No fee rates found.
& Category
G AGLCT Agile - Lean Champion 0 Webpage
Training Edit Query = QueryCols | 5QL
G AGWBT  White Belt Training 1 2 Webpage
@ | AGYRT Yellow Relt Training

2 Wehnare Catanariae

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

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

5. Click the ‘4’ to the right of the Fee Rates pane.
6. Click Add New Fee Rate

Nore: 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.

Gl

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

ucp: % uco x Welce X Ident X Welc: X Cour: X / @ Welcc x (P Inbox x { §B Univ
1
e N

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

Tutorial @ Help Pages (MSU Suy @ 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

Login Forgot Password

2. Or click on the following link:

menu=IN-SYSTEMS

i es

3. Select Course ano Event Setup to display the following screen:
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Home / Booking Centre / Course & Event Setup

Course & Event Setup

Select Activity Area: | Agile Training v

HewEFae

(]

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.
Click on Webpage to view how the webpage looks.

Create New Course/Event
Event Number of
Code Title Offerings

& Category

G AGLCT  Agile- Lean Champion 0 | Webpage
Training

G AGWBT | White Belt Training 2 Webpage

% AGYRT Yellow Relf Training 3 | Wehnare

Fee Rates -

Add New Fee Rate
I e

No fee rates found.
EditQuery QueryCols | SQL

Poatnmarine

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

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

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

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

[ucd x ( @ UuD x (@ Welc x |

Ident X Welc: X { § Cour: X / Welce X ' P4 Inbox x
1

{ {1 Univ

- | @ Secure | hitps//sisweb.ucd.ie/usis

s/W_HU_MENU.P_DISPLAY_MENU?p_menu=IN-HOME

Tutorial @ Help Pages (MSU Su: 8 Domain Experts for |

infoHub Live upport Monitoring [
InfoHub Li Support M gL

T SOLTutorial  § SiTestz

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

Login Forgot Password

6. Or click on the following link:
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7. Select Course anp Event Setup to display the following screen:

Home / Booking Centre / Course & Event Setwp

BIxEFae
Course & Event Setup

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

= — e coe o e b o Ao v i o
Code Title Offerings | Questions | Click to

No fee rates found.
B Category
G AGLCT Agile - Lean Champion 1 0 Webpage
Training EditQuery | QueryCols | SQL
G AGWBT  White Belt Training 1 2

2 Webpage

% | AGYRT Yallow Relf Training 2 Wehnare Matamariac

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

: You may have access to one Acnivity 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 Subots Mussach  FomanBosscss Prsncs Carpin Syt

e Rate

11. Make the relevant edits
12. Click Save for instant updates
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How 1o 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 / Booking Centre / Course & Event Setup / Offerings of AGWBT

Offerings of AGWBT

Select Day of Week: | Any - @

New! Click on G to edit the basic information or Advanced Options to view everything about that offering. Click on Bookings to see all bookings.
Create New Offering
flﬂ- 11 | start Date | Fn-nann Capacity|] | Bookings|]
G White Belt Training June 2017 | 23Jun 2017 | 23Jun 2017 15 3 | Advanced Options

2. Click on Apvancep Ortions 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.

Nore: Orrering Status may help as a form of advertising before bookings online become available.
(Dispavep on wes But noT Bookasle ) ensures that the event is visible in advance of it being
available for booking).

o DispLavep on wes AND BookasLE — Use this status in conjunction with the Booking start dates
— this will automatically make the offering available for booking on that date.

¢/ Dispiavep on wee anp Nort sookaste - This status will make people aware that there will be
an offering — but bookings are not possible.
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v/ Nor Dispiavep on wes Use this status when still creating and/or making updates on the
offering details. The offering is not visible with this status.

v/ Course FuL This status will automatically be displayed when the offering capacity is
reached.

Capacity

Places Booked
Capacity

Online Capacity (if different to total)

Use this to limit the number of places available for online (self-) booking
Special Capacity (if applicable)

Used only in specialist areas in Booking Centre
Minimum Attendees

Minimum number of attendees required for course/event to run

The Caracrty section deals with the numbers for the offering.

Nore: Leaving this field blank will prevent any bookings being made onto your event — regardless of
what other settings have been applied.

Nore: PLaces Booken will update dynamically,

Nore: Using Onune Capaciry Will save places to be available for people who arrive on the day without
having booked in advance.

Nore: Using Minmum Attenpees Will automatically cancel the programme if too few bookings are made
on or before a set-date.

4. Course Scuepute 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 Friday .

Start Time

09:20

se 24 hour format e.g. 07:30 NB Use a ' not a '." as time separator

Duration

n hours (or in minutes if more appropriate).

Course Schedule

5. Resources, Location and Apwministrative Detais are specific to the Offering and may/not merit
completion — this is at the organisers discretion.
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Nore: The 3 fields in the Location section will ensure details are included in the email response sent
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.

6. BANNER InTteration 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.

Nore: Please contact Infohub@suport.ie if you plan to run such an event.

How To App A ManuaL BookinG

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

~

Home / Systems [ Booking Centre / Booking Management ? [

@ a €
Booking Management
Select Activity Area: | Agile Training | &

Current Courses

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

Booking
Duration | Fee |BookingStart |BookingEnd Course Minimum Places
Coursa Description (Hours) € Date Date Capacity Required Booked

@ Category

AGLCT - Agile - Lean Champion 07 Jun 07 jun 7.50 00 29 May 2017 05Jun 2017 15 0 Manual
Training 2017 2017 Booking
AGWET - White Belt Training 23 Jun 23 Jun 3.00 00 18 May 2017 22)un 2017 15 1 Manual
June 2017 2017 2017 Booking
AGYBT - Yellow Belt Training TBC  23jun 23 Jun 7.50 00 19 May 2017 22Jun 2017 15 [ 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:

Manual Booking

Complete all the relevant fields and click Save when complete.

Nore: Payment Method must be Creoir Caro Person not 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

Nore: 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.
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Nore: To apply a discount please see How To ‘Add Discount Code’ To A Manual Booking page below)
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How To Apb 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

Fee Rates -

e ===
et T
Title. Offerings Questions.
Na fee rates found.
& Category
@ Aoict le - Lean Cham o Webpage . .

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

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

Question ID*

‘ 2- special Requirements -
Course/Event ‘ |
Grouping Code 1 - Attendee Name M
2 - Spedial Requirements
Mandatory

3 - Email Address

4- College/Company
Order
5 - Conference Dinner

6 - Dietary Requirements

7 - Paper Title

8- Additional Requests

9 - affiliation

Nore: 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.

Nore 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.

Nore: The Oroer 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 oeete 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

yCollege O X ' [§ UCD Connect % ' @ Welcome to InfoHul X /' s httpsi/sisweb.ucd.i= X (¥ JIRA Cleanup - Your % '{ FE] University College © X ' @ Support

0 @ Secure | https://sisweb.ucd.ie/usis/W_HU_MENU.P_RUN_PROG?p_program=BP-REMOVE-QUESTION&p_parameters=B3E556560D194E1038B8D78F1ATAOF

SOL Tutorial @ Help Pages (MSUSup @ Domain Experts for I+ § Inf x entDesk Contac:  [1] UCD Re
sisweb.ucd.ie says:

Bl S A This will remove the question from this event B 8 Y @

(1Y ]
UCD InfoHub cowq | BS  Finamce  Car
My services & information portal e -

DRAFT ELEVEN 7™ JUNE 2 - | 0
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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.
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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 BookinGg ceENTRE (ATTENDEE ENQUIRY):

1. Loginto Infohub

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

[ UD x { @ UCD x ( @ Welee x | @ ldent x ( § Welee x { B Cour: x / @ Welec x (Ml Inboy x ' § 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 | @ InfoHub Live @ Support Monitoring T 50LTutorial § SISTest2

U Home Newsand Opinion KeyDates Events Noticeboard UCD Direcrory 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
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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 £

Open Learning Module Bookings to be
integrated to Banner
o

Attendee Enquiry

View person details and booking histories. £

Course & Event Setup
Add, update and delete events & courses along with
related fee rates, discount codes and categories 7

Booking Management
Add and cancel bookings, manage course details and
participants. f

Search for Course/Event
View all information in relation to a current or past
courselevent ¥

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

v

-

v

-

v

v

Adult Education Data
Listing of Adult Ed students postal and email addresses for
annual mailouts 77

Management Information

Reports covering finance, capacity and attendance £2

System Administration
Maintain the values used within the Online Book and Pay
System €7

Booking Centre to Banner Integration

Prototype of Student Creation & Banner Integration fY

Manage Cinema Bookings
Manage Cinema Bookings 1t

MSU Support: Booking Centre Area
Setups

ndluding conferencing & events, excluding cinema & swim.
o

3. Select Arrenoee 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

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

UCD InfoHub

My services & information portal

Students  Research

Home / Booking Centre / Attendee Enquiry

Attendee Enquiry

Select Attendee:  Susan Gray [ STAFF

Book a Course/Event

Person Details

PC 4 SusanGray susan.gray@ucd.le 165

8 exporssatacar

Human Resources

Finance Campus  Systems

==

et s eras oot e i oo |
9

Dublin 11

Edit Query | Query Cols

@

@ & €

saL

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

Attendee Enquiry

Select Attendee: | Susan Gray [ STAFF

Book a Course/Event

Person Details

I R
e = St | e i | e p—

PC Susan Gray  susan.gray@ucd.ie 1659

1 rows ook 03 seconds torun (B Export o Excel

TH
DRrAFT ELEVEN 7 N

Foes

Edit Query | Query Cols

ount | Paid | Payment

sqL
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How 10 CRreATE A Discount CopE IN BookiNg CENTRE:

CREeATE 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 Copk: STep-By-Step:
1. Loginto Infohub
(UCD.ie/Connect/Infohub/Systems/Booking Centre)

ucp: % uco x Welce X Ident X Welc: X Cour: X / @ Welcc x (P Inbox x { §B Univ
1
e e

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

Tutorial @ Help Pages (MSU Suy @ 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

Login Forgot Password

2. Or click on the following link:

Home / Systems / Booking Centre =L & €
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 7 annual mailouts 77
» 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 Book and Pay
View person details and booking histories. 1 System ¥
» Booking Centre to Banner Integration

» Course & Event Setup
Prototype of Student Creation & Banner Integration 7
Add, update and delete events & cous

related fee rates, discount codes

v

Manage Cinema Bookings

» Booking Management Manage Cinema Bookings £
Add and cancel bookings, manage course details and
participants. £7

» MSU Support: Booking Centre Area
Setups
» Search for Course/Event nluding conferencing & events, excluding cinema & swim.
View all information in relation to a current or past o

course/event 7

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

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

Students Research Human Resources Fimance Campus Systems @
My services & information portal
Home  Booking Centre / Course & Event Sewp S ECZaé€
Course & Event Setup
Select Activity Area: | Innovation Academy | 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.
Click on Webpage to view how the webpage looks.

Create New Course/Event

Number of
Title Offerings

@ category

Fee Rates

Add New Fee Rate
R —

G NuLL DEIS Fee 00 v Remove

G FuLL Full Fee 100.00 Y
G SUM2017 UCD innovation Academy

17 Webpage
Summer Camp

Edit Query | Query Cols

Edit Query | QueryCols | SQL

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

Discount Codes

Add New Discount Code
| oscouns coe | pecrpion el o

& DEls Discount code for DESH Schools | ¥

Edit Query Query Cols SQL

6. Click Apo New Discount Copk to see the following screen

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

Add Discount Code

Discount Code CTWsE

Description Citywise Discount SUM2017
Discount Percent %
Percent value of the discount. Enter either the percent or the value of the discount
Discount Amount 80
falue amount of the discount. Enter either the percent or the value of the discount, please enter bot

Activity Owner Innovation Academy

Start Date

End Date

Active* *

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

8. Complete the relevant details and click Save.

5QL
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Nore: The start and eno date fields relate to when the piscount is available. This may or may not be the
same as the event dates or the event booking dates.

Nore: Click the Acrive* field to display the piscount cope; leave it un-checked to ‘hide’ the piscount cope

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
I T T

G CTwsE Citywise Discount SUM2017 Remove

G DEIS Discount code for DESH Schools | Y

Edit Query = Query Cols sSqQL

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 1o App AN ATTENDEE IN BookiNG CENTRE (REGISTERING A MANUAL BOOKING TO AN EVENT)

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

ucp: % uco x Welce X Ident X Welc: X Cour: X / @ Welcc x (P Inbox x { §B Univ
1
e N

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

Tutorial @ Help Pages (MSU Suy @ 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

Login Forgot Password

2. Or click on the following link:

menu=IN-SYSTEMS

Home / Systems / Booking Centre =17 W €
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

s Open Learning Module Bookings to be s Management Information
integrated to Banner Reports covering finance, capacity and attendance &t
» System Administration
> Attendee Enquiry Mainin e vaues sed within the Onlin Book and Pay
ystem &

View person detsils and booking histories. £7

Booking Centre to Banner Integration

Prototype of Student Creation & Banner Integration f

Course & Event Setup
Add, update and delete events & courses alang with
related fee rates, discount codes es 1Y

Manage Cinema Bookings
Booking Management Manage Cinema Bookings 77

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 P -
course/event W

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

DBl E®ae€
Booking Management

Select Activity Area: | Innovation Academy

Current Courses

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

Booking
Duration Fee Booking Start mkm; End | Course Minimum Places
Course Description (Hours) Date Capacity | Required | Booked

& Category
SUM2017 - UCD Innovation Academy 26jun 30Jun 100.00 | 28Apr2017  26Jun2017 Manual
Summer Camp 2017 2017 2017

Booking

5. Click on ManuaL 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

Check Name

5UM2017 - UCD Innovation Academy Summer Camp 2017~

Course/Event
Choose the relevant course from the list provided
Booking Date
e.g.01Jun 2017
Booking Amount
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.

Nore: 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 Check Name button to ensure that you have the right
person.

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

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

@ &€
Create New User
Please enter the following details to create a new wser.

Primary Person Type Second Level School Student

Person Details

First Name
Last Name

Title

mr
Date of Birth 01Jun 2007
eg 01Jun 2017
Gender Male
Organisation Citywise
f relevant, please enter your Organisation, College, GP Practice or Vet Practice e
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8. Click Save to show the screen below

Home [ Edit Person Details

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

B alkiEF €
Attendee Enquiry

- & pxport m Encel

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

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

Select Activity Area: | Innovation Academy

View Basket

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

Start Minimum Places
Course Title Time Tutor Attendees Booked

SUM2017 - UCD Innovation Academy Summer 26 Jun 30Jun 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 Firer 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.*
Mobile 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) -

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

Basket forSu Jai

Code  |Tithe aty| «€
SUMZTT | LD innovation Acadeny Summer Camg 2017 100.00 Remove Add Discount Cod Bock B AddiEionsl Place
Total Charge hL--1- ]
Add Addional items Bl Procesd to Checkout
St e your pronal el Bt Comt bifon prooseding

Ul Pevsosnal Indormmation

14. Click App Discount Cooe 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 Aop 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 | CEE

Enter the relevant discount code.

DRraFT ELEvEN 7™ June 2019 Pace 43 or 50



UCD IT Services

16. Click Save to view the following screen:

I
i,
il
)

Basket for Sun Ja

— - e et .. o T mm

Lot D ] Lo

Tl Chirgs 1

=

Lpite Pavruemul Walod TRt

Nore: Click Book an AppitionaL Piace 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.
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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:

=  When
=  Who
=  How much?

Booking CENTRE DALy RECEIPTS

Booking Centre Daily Receipts

[ -]
ot —— e ro—
o ]

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

Nore: There are two headings — one for Crenit Caro (Manual) payments (recorded in UCD by using a
hand-held device) and the other for Crepir 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
e -

Booking Centre Daily Receipts

Baoking 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 Uppare rerunp petais and the ManuaL Booking
screen Will display.
3. Update the relevant details and Click Save.
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[ Welcome to Infotiut
€5 Ccn amp

[ Domin Expertsfor..[E] Infoub ive

Bl it an g O CE—— BB Looged

2 [] WHETST! §h MSUSkwepcint Dy CreditCard 8 S0 Tuncein| Code.

CrepiT CARD ReFUNDS Issueb — 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.

El e to InfoHub [E] Credit Card Refunds ls= % y 7] Editan ery [E] Logged out of Infokub -
C Y @ nttpsy/sistestucd.ie/tst4/W_HU_REPOR RY?p_query=BP p_parameters F Yr incognito @ i
[E] pomain Experts for..  [] infotub Live [F] Support Monitorin... [ 2 [] infoHubTST1  [s» MSU Sharepoint Dummy Credit Card SQL Tutorial | Code... exus Client  [E] JLPT EXAM
i s, by c their use. Leam more about cookies and how t2 manage them on our cooiie policy Close @
UCD InfoHub Students  Research  HumanResowces Finance Campus  Systems (2

My senvices &information port

Dezae
—_— Credit Card Refunds Issued —
DRrAFT ELE\ 7 oF 50
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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.

fr incognio @ i

- D) NewwsChient [5] LPT PXAM

TEOSSTT WG NGMNS  TEIES MO GRS DONO  Sees

Contact Details

s s rcion Campc g

CAanceLLED BookINGs FOR ALL COURSES
1. Clicking on any of the hyperlinks will display further details of the person or the offering.
Nore: this report includes all the cancelled bookings in Booking Centre. It is therefore slow to load.
Urpare Rerunp Detais displays the Manuat Booking screen (as per page above). Amendments can
be made here if required.

My servics &informars

UCD InfoHub Students Research HumanResowces Finamce Campus  Systems
Wy onpors

Cancelled Bookings for all Courses

N e e e
S ==
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INCOME SUMMARY

2. All the income into Booking Centre is displayed under the headings Fees and Numser o sTUDENTs.
Scrolling to the right will show the more recent data

Nore: Given the level of data included in this report the screen may be slow to load

E to InfoHub E] income Summary

< G Y @ hupsys

] pomain Experts for...

ucd.ie/tstd/W_HU

+

Q ¥ incognic @ 3
] infoHubLive [E] Suppert Monitori

[ NexusClient  [E] JLPT ExaM

UCDNome News st Opinon KeyDates s UCD Dy UCDComeet Govermance (@ - ﬁQQC‘“'rﬂ'
UCD InfoHub

Students
Mysenices &.nformation porta

InfoHubTST1 § MSU Sharepoint Dummy Credit Card # SQLTutorial | Code...

Reseach  HumanBesouces Finance  Campus  Systems (£

Razae
Income Summary

Income summary

22| wem] man] mm] ] | s 2oisne| _2sns| 2| o]z 2] aemm|
Semeste | Surmmer | Semester| Semester | Ssvener | Semester | Semester Semester| Semester|  Summmer | Semester| Semester| Sumemer| Semester| Seemes
2| 1 2 tem| 1 2 1 2| Tem 1 2| e 1
5 ibrary e

ey

Total “Library o 130000 0 00 180000 o o o o o o o 0 0 o
Membership
S8 wesks Pre Sessional Programme Category
BusPse
o o 0 0 o o o o o o o o 0 0 o
Category

S ACE Student Gym Classes

merEe

g
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Apurt EbucatioN Courses BY VENUE, DAY orR TErRM

1. Select the correct Term from the drop-down menu.

[&] me to InfoHub Bl Adult Education Cours: % [E] Edit an existing Query g Query E] option Maintenance Bl Logged out of InfoHub

&« C Y} & hups//sistestucdie/tstd/W_HU REPORTING.P_DISPLAY QUERY?p_codel=2018%2F &p_query=BP186-18ip_para Ei1348B2.. @ ¢ Incognito @)

[E] Domain Experts for..  [F] InfoHub Live [E] Support Monitorin...  [F] SiSTest2  [F] InfoHubTST1 8 MSU Sharepoint Dummy Credit Card  ® SOL Tutorial | Code.. [ Nexus Client [E] JLPTExAM

UCDMome  News sndOpinion KeyDatss Everts 10CD Direciory U Comnect _ Governance el mefl] @ Q@ q.vm-
UCD InfoHub Students Reseach  HumanResowces Finance Campus  Systems
My services & information porta
azae

Adult Education Courses by Venue, Day or Term

Seect

-lB

2018/19Semescar2.

For help with the above information, please el infohub@ucr e

UCD Home Contact Details
Abou 2 Campus Map
Research and Innovation @

UCD Giobsl

Colleges & Schaols

2. Click on the hyperlinked numbers to display the ‘Courses on Betrieto Campus’, ‘Courses on BLackrock

campus’ Or ‘Courses oN OTHER CAMPUSES’

g UCD InfoHub SRR T —
e=wE¢
Adult Education Courses ¥ Term Day Venue
: =
Courses G - 2018719 Semeren 2 =

(]
- e e
= =
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