Booked Scheduler - User Guide

Overview:

Booked Scheduler is an online room scheduling software. Once in the system, users can view room
availability, and create and maintain their own space reservations. This guide is intended to help users
navigate Booked Scheduler.

Getting Started:

o To make reservations in Booked Scheduler, staff, faculty, and students must have an account.
Booked Scheduler uses bennington.edu login credentials; if you need an account, please contact
registrar@bennington.edu.

NOTE: Booked Scheduler is a division of Twinkletoes software, which you’ll see upon clicking ‘Log
In With Google’.

® Once an account has been created, navigate to the Booked Scheduler website (linked here and
also below):
https://scheduler.bennington.edu/Web/index.ph
RECOMMENDATION: save the link to your Favorites for easy access

e Atthelogin page, select ‘Log In With Google':

booked
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Remember Me Forgot Password?
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First Time User?

[ Register }
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e Select your bennington.edu email address.

Making a Reservation:
e On the top menu, click on ‘Reservations’, and then ‘Schedule’ from the drop down menu:

Dashboard Reservations ~ Application Management ~ Reports ~
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e Choose the space you want from the drop down menu in the center of the screen:

Martha Hill Dance Theater

e Navigate to the date for the reservation by using the calendar:
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Show Specific Dates
e After the space and date is selected, a grid will appear with the space and rooms.
NOTE: each building has all spaces listed under one umbrella, for easier availability view (see
below sample for Commons).
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e Once you've settled on a day and time for your reservation, drag your mouse over the time
blocks that you’d like the reservation for. This will automatically open a new window.
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.
e Title your reservation (general format = Title - contact: xx).

NOTE: any user will be able to see the title of your meeting; be sure that the title is appropriate.
If this meeting is being scheduled for another person, click on ‘Change’ next to ‘Owner’. Provided
the person you are scheduling the meeting for is a User, the owner can be reassigned.

Verify the start and end dates; if the meeting is recurring, select the appropriate status from the
drop down menu:
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If repeating, select the appropriate days and enter an end date:
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e After your reservation is set, click Create on the upper right hand corner.

e To add your reservation to your google calendar, click on the reservation on the grid:

TEST - contact:

Carly Rudzinski

e Onthe upper right hand corner, click on the three vertical dots next to ‘Delete’:

Close Py [/ Update

e Click on ‘Add to Google’:

Close
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Add to Calendar
G Add to Google

e Save the reservation to your google calendar:

X rrEST - contact: Carly Rudzinski

IMPORTANT: for recurring reservations, only the first one will show on your google calendar. You will
need to add it as recurring on your personal calendar.

Deleting a reservation:

e Navigate to the reservation that needs to be deleted.
Click on the reservation to open it.
Select ‘Delete’ from the upper right hand corner.

If you need to remove one instance of a recurring series, select ‘Only This Instance’.




Delete Reservation

This reservation is part of a recurring series. Which instances of the series would you like to delete?

Reason

[ [ Only This Instance J [ All Instances

More information about scheduling and reservations can be found on Booked Scheduler’s site.


https://www.bookedscheduler.com/help/booking/availability/

