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What is LibCal?

What is LibCal?

= LibCal is the application that has been selected for the Cubicle Hoteling
Pilot. It is a highly customizable and robust platform for booking spaces.
From August 2021 to May 2022, LibCal will provide an online solution for
the online booking of office spaces on campus for departments participating
In the pilot.

Getting Started

= As a LibCal admin for your department, you will be responsible for customizing
and maintaining your environment with the support of IITS.




Getting started with LibCal
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Accessing your LibCal dashboard

= To access your LibCal dashboard log in through this link:
LibApps Login @ Concordia University IITS - Montreal.

= Select"Universite Concordia" to log in using your nethame and password.

LibApps Login @ Concordia University IITS - Montreal

You may also legin using:
Université Concordia

Reset Password? | Login FAQ

What is LibApps? LibApps at Cencordia University [ITS - Mentreal is a platform powering LibGuides, LibAnswers, LibCal, Liblnsight, and
other Springshare tools licensed by your institution.

Browser Support: Chrome, Firefox, Safari, Edge. Cookies must be enabled.



https://concordia-iits.libapps.com/libapps/login.php

Accessing your LibCal dashboard

Once logged in, navigate to "My LibApps" and select "LibCal" under the "Admin Interface"
header.

LibApps Home

Welcome to your LibApps Dashboard! Access individual systems/apps from the My Lib&spetmow W Emrai-tkedop of the page to custemize your account, profile, and other aspects of your LibApps
experience.

Hot Off The Presses! dy LibApps Librarian
L- C , M Your account at Concordia University [ITS - Montreal has access to the following sites. For help,
lb a BPS please contact the administrator(s) for this LibApps site: Angela Bruni, Jang Kwon, Michael Schmid.

Yeou-are

o A he r e! Admin Interface Site Domain Level Site ID

LibCal é A cubicles-cu libcal.com Admin 22341




Managing your spaces

= To access your spaces, havigate to the header, select "Admin" and in
the drop-down menu select "Spaces & Equipment".

H 2L @ Home  [MEvents  [a}Appointments [ Spaces (@) Equipment  [ihl Stats -

Manage Spaces & Equipment

Locations Hours Templates Booking Forms LibAuth Settings Equipment Inventory Banne

Locations represent physical buildings and are the foundation for booking spaces/seats & equipment. Create multiple locations
of spaces & equipment.

When defining Spaces/Seats within a Location, there are 4 levels of spatial attributes to consider and define: Location (e.g. the
Seating areas) > Seats inside a space.
Categories determine the type of Space (e.g. computer lab, lounge, meeting or study room) and type of Equipment to lend.

Subscription level: 50 Spaces (30 used), 200 Seats (143 used), 500 Items (0 used). Contact sales@springshare.com to incre

Add New Location 38 Re-Order Location List

Location Access

@ Help

System Settings
Look & Feel

Manage
Accounts

API
Appointments
Billing

Events

Hours
Integrations

Interactive Maps
Spaces & Equlprnen%i:rl




Managing Seats and Locations

= Locations are organized by building.

= Spaces are organized by floors and departments.

= Seats are the individual seats available to staff for booking.

= Seats can be adjusted by navigating to "Action” and selecting the pencil icon.

Manage Spaces & Equipment

Locations Hours Templaies Booking Forms LibAuth Settings Banned Users

Locations represent physical buildings and are the foundation for booking spaces/seats & equipment. Create multisle lecations for different branches or different libraries on campus. Each lecation has its own hours, spaces/seats, equipment inventory, and categories of spaces & equipment

When defining Spaces/Seats within a Location, there are 4 levels of spatial atiributes to consider and define: Location {e.g. the building) = Zones (e.g. floors in a multi-story building or zones in a single story structure) = Spaces within a Zone (Rooms, Lounges, Seating areas) = Seats inside a space
Categories determine the type of Space (e.g. computer lab, lounge, meeting or study room) and type of Equipment to lend

Subscription level: 5 Spaces (0 used), 200 Seats (71 used), 0 Items (0 used). Contact sales@springshare.com to increase your subscription aliowance.

Add New Location 3¢ Re-Order Location List

Search:

ID Location Access Hours Zones Spaces [ Seats Equipment Action

2505 LE Building Public (@ Manage Hours 2 Zones 2 Spaces / 10 Seats Disabled (F4 E (0] (|| Rmf
2506 GM Building Public @ Manage Hours 4 Zones 4 Spaces / 56 Seats Disabled TEHQAQME
2507 FB Building Public © Manage Hours 1Zone 1 Space / 2 Seats Disabled ZEAM

2511 H Building Private ©) Manage Hours 1Zone 1 Space / 3 Seats Dizabled ZEAM

Showing 1 to 4 of 4 entries

Powered by Springshare. Al rights reserved
Report a tech support issue. / Public Site




Managing LibCal hours for your department
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Space utilization data

To access space utilization data, navigate to the header and select "Spaces".
You'll then be able to select your location in the drop-down menu to see what
capacity is filled, how much is available and more.

m # Home £ Events (&} Appointments £+ Admin ~ © Help =

Spaces in Location || LB Building -

Utilization Booking Grid & Availability Confirmed Bookings Booking Explorer Contact Tracer Occupancy Data Widgets

Utilization Dashboard as of 2:52pm

LB Building Bookable Spaces: o/0/0 LB Building Seats: 0/10/710

Zone | All Zones « Category All Categories « m

Zone Occupancy Detail Booking Activity

Mo recent activity to display.
Bookable = Current Allowed  Maximum Occupancy Occupancy ! piay

{(ITS) LB-T Space Occupancy Capacity Capacity vs Allowed vs Maximum
Test Space 1 0 5 5 0% 0%

Total 0 0% 0%




Share link with staff for booking

= Share this link with staff to give
them access to the booking page:
LibCal - Concordia University

= On the right-hand side there will
be the option to book by building
or to access "Book a seat/space”

= From there they will be able to
make a new seat reservation

Spaces

LIse our online tool to book stu
ibrary

LE Building
« |ITS

G Building
« All Categories
« Facilities Management
« Financial Services
« UCS

FE Building
» District 3

H Building
« Facilities Management

Book a Seat’Space

dy rooms in the



https://cubicles-cu.libcal.com/

Additional resources

= For additional LibCal resources, check out the Get help with LibCal - Help
Center (springshare.com) help center for handy FAQs and tutorials.

» |f you have any additional questions, you can also contact the Concordia
Service Desk at help@concordia.ca.



https://ask.springshare.com/libcal/
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